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2. Introduction

Payroll and personnel accounting are part of every company's business processes regardless of the
company's size. Various solutions are used for payroll and personnel accounting, ranging from Excel
to external specialized programs. However, different applications often require additional work
and/or data integration when bringing the data into Business Central. A common scenario is where
payroll data is calculated in Excel and then manually entered to the accounting software. Multiple
data entries increase the probability of errors, are time-consuming, and do not add value.
Companies that are using Business Central, the solution for HR and payroll is the HRM4Baltics
module for Business Central. The module is like purchasing or warehouse management modules in
Business Central. All information related to payroll and personnel is stored in the Business Central
database, and payroll entries are automatically posted to the general ledger. The HRM4Baltics
module provides a personnel and payroll accounting solution that is well compatible with the
functionality of Dynamics Business Central and Microsoft products.

2.1. Personnel Accounting

The HRM4Baltics module allows you to record information about an employee, starting from
personal information and contact details, family member information, contracts, employment
relationships, salaries, assets assigned to the employee, occupational health, to various information
related to their skills and development. Users can also easily and systematically save specific HR
information relevant to their company.

STRUCTURES
AND POSITION
PLANNING
DEPARTURE
FROM

RECRUITMENT

EMPLOYEE AND AND SELECTION

MANAGER

EMPLOYMENT

PORTAL

PAYROLL

EMPLOYEE DATA DOCUMENTS

CALCULATION MANAGEMENT

DEVELOPMENT
AND TRAINING

ABSENCES
EMPLOYEE ASSETS

WORKING HEALTHCARE
SCHEDULE
EMPLOYEE'S
CHILDREN
Functionality Explanation
Structure In the STRUCTURE section, you can describe up to 4 vertical management

levels for the company within the module. It is possible to associate positions
with each level, including planned positions and their workloads. The
structure can be configured based on specific dates. You can also associate
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cost center with the structure and add the corresponding attribute to the
employees' payroll costs.

Absences and User-configurable ABSENCE REASONS and control for overlapping absences
Payroll Holiday input, which can issue a warning or act as a restriction. Creation of PAYROLL
Schedule HoLipAy SCHEDULE and registration of scheduled holidays in THE HOLIDAY SCHEDULE

as actual absences. Options for specifying whether holiday pay is desired
before or on the payday. Assignment of substitutes for absences. Manual data
entry of absences and holiday schedule information, importing from Excel, or
based on holiday requests. Expiry of holiday requests.

Training User-configurable classifications for managing training (training types, fields,
companies, expense types). Management of information based on the
TRAINING CARD regarding attendees. Management of TRAINING cOSTS. Linking
training with skiLLS.

Occupational Information about the expected or actual time of health checks is entered on
Health the HEALTH CERTIFICATE CARD, along with proposals and decisions. It is also
possible to register information related to workplace accidents and
occupational diseases. Sending NOTIFICATIONS to the person responsible for
occupational health.

Employee Assets | With the EMPLOYEE ASSETS solution, you can keep track of all assets provided
to employees. The functionality is also related to the Business Central fixed
assets module. Specifically, when the responsible person for an asset in the
Business Central fixed assets module is changed, it is automatically updated in
the HRM4Baltics module for the corresponding employees. It is possible to
generate reports about the movement of assets, create transfer and
acceptance documents, and clearance form.

Self-Service Portal | The SELF-SERVICE PORTAL displays information from the EMPLOYEE LIST and
ABSENCE LEDGER ENTRY. Users can configure what information is displayed in
the portal and what information managers see about their subordinates.
Various quick filters are available: structure view, subordinate view, birthdays
by month, currently absent employees, etc. Displaying events or other
information in the portal in different coloured text, setting filters for
notifications, specifying who receives the information (e.g., only for women
on Women's Day), and adding images or links (e.g., to articles or websites).
Submitting and approving holiday requests, granting permissions. Expense
report and business trip management.

Notifications Users can set the frequency, notifications, and recipients for NOTIFICATIONS
themselves, and decide whether and which notifications are visible in the
SELF-SERVICE PORTAL. Notifications can be sent for holidays, birthdays, name
days, work anniversaries, retirement, starting a job, leaving a job, the
beginning and end of a probation period, and the start and end of leave.

2.2. Payroll

In addition to the standard wage calculation formulas used in the HRM4Baltics module, users have
the ability to create various wage calculation formulas, compensations, deductions, and more to
meet the organization's needs.

In tax calculations, the minimum social tax rate and the social tax benefit for disabled pensioners are

also calculated. PAYROLL STATEMENTS can be sent to all employees at once or to the email address of
a single employee.

e
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For making salary bank payments, an XML bank payment file is used in SEPA format. Formats for
salary bank payment files that meet both Estonian and Finnish specific requirements.

Accurate calculations of 6-month average wages, even if an employee has worked elsewhere in
between and then returned to the company within the same six calendar months. In such cases, it is
possible to close the payroll entries related to the previous employment so that they are not
included in the calculation of their 6-month average wage.

Automatic posting of calculated payroll and tax expenses to general ledger accounts based on cost
centers, either as individual entries or summarized.

Additionally, it is possible to use financial accounting entries on general ledger accounts for payroll
calculations based on the amounts accounted for in financial accounting. For example, if a
salesperson's sales revenue amounts are linked to the general ledger account associated with a
person's attribute (a person dimension), it is possible to use the employee's relevant period's sales
revenue amount in automatic bonus calculations, and so on.

- EMPLOYEE
S Card
£ / /employee core data/
2 4
g '
g PAYROLL JOURNAL
(=]
ABSENGE AOURKAL WORKING SCHEDULE /one time activities/
L I |
v v
ABSENCE LEDGER ENTRIES PAYROLL LEDGER ENTRIES
g Payroll calculations
: ;
£
a
PAYROLL ACCOUNTS
’ \ 4 v 2 \ 4 v
2 Entries Bank Payslip to e- Reports
g to GIL Paymentfile  mailiportal 1SRl i
<
Explanation
Employee The central point of the module is the employee card. The EMPLOYEE CARD stores all
Card information related to the employee, including personal information, employment
contracts, fixed wages specified in employment contracts, compensations,
deductions, tax conditions, and essential HR-related information such as education,
children, training, health check, employee assets, etc.
Absence A work window for registering non-working time in the ABSENCE LEDGER ENTRIES.
Journal
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Working When using the WORKING SCHEDULE, it is possible to configure the various types of
Schedule work time used in the company and principles of calculation, including up to a 4-
month summarized work time period, shifts, their start and end times, lunch breaks,
regular, evening, night, and public holiday hours, etc. You can automatically
configure expense types to be added to working hours, and if necessary, you can
manually adjust these expenses. The time registered in the WORKING SCHEDULE
automatically moves to the basis for payroll calculation. Created and/or approved
work time schedules can be archived, and archived schedules can be easily retrieved
and used as the basis for creating new work time schedules.

Payroll A work window where users can directly register various payroll information onto
Journal PAYROLL ACCOUNTS for PAYROLL LEDGER ENTRIES. For example, one-time bonuses,
awards, performance bonuses, working hours, etc., can be registered. When starting
to work with the program, you register, through the PAYROLL JOURNAL, the 6-month
salaries used as the basis for calculating average salaries and initial balances for
leave obligations for the relevant accounting periods.

Absence A table where various types of absences are registered as ABSENCE LEDGER ENTRIES
Journal via the ABSENCE JOURNAL. The data registered in the Absence ledger entries is used
in payroll calculations and absence reports. When starting to work with the
program, absences for the previous 6 months, categorized by type, are registered as
ABSENCE LEDGER ENTRIES through the ABSENCE JOURNAL.

Payroll A table where all PAYROLL LEDGER ENTRIES are registered for PAYROLL ACCOUNTS.
ledger Payroll entries can be registered automatically during payroll calculation or
entry manually from the PAYROLL JOURNAL. In the PAYROLL LEDGER ENTRIES, entries are

registered as PAYROLL ACCOUNT entries, including all employee wages,
compensations, taxes, deductions, working hours, and other important data for
payroll calculations.

Based on the PAYROLL LEDGER ENTRIES PAYROLL ACCOUNTS, you can do actions such
as creating salary bank payment files, presenting information on PAYROLL
STATEMENTS, generating PAYROLL ANALYSES, and posting payroll entries to Business
Central's financial module LEDGER ENTRIES.

3. Lists

In Business Central, lists are used to display information. Important data related to employee data
management and payroll and personnel accounting is presented in various lists.
You can find these lists under HOME/MENU/PAYROLL AND PERSONNEL 365 MIENU/LISTS.
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Ulle AS Lists Tasks  Documents-  Archive.. Memuw | =
Payroll and Human Resource 365 Menu Z X ekle
Companies Employeé dccupa
Payroll Accounts Lists sontrat
Employees: Al Employee List Requests List =
Companies Employees Employee Warnings
No. * First Na# Nov.
Payroll Accounts Insiders List
0024 : ool l
Payrol| Info Types Employee Vehicles List
ADD1 Holges {
AD02 K Idu‘ Trainings Payroll Notification Entry
Ui
ADO3 Hannes Employees Contracts List Sick Leaves List
1 »
TOOOITEST Triinu Employee Documents Occupational Safety and Health
TO0 Karm@  Employee Files List Heaith Certificate List
1 :
T0015 Maire Employee Payroll Asset Occupational Accident List
T0016 Palle Employees Children Occupational Disease List
70017 Garibd Employee Education List Working Environment Representatives L
T002 Kati
Employees Skills List Warning Types }
T003 Kalle
Overviews
2 Employees Previous Experiences
T004 Burxi-8
4 S . Employees Holiday Balance List B
T005 Jolger
Total: 120

3.1. Employee List

Every individual for whom the employer issues payments is described in an EMPLOYEE CARD. To
create an employee card, the following settings must have been configured beforehand:

® PAYROLL SETUP

® STRUCTURAL SETUP

® PAYROLL PROFESSIONS

® EMPLOYEE CARD NUMBERING SERIES

The EMPLOYEE LIST can be accessed from HOME/MENU/PAYROLL AND PERSONNEL 365
MENU/LISTS/EMPLOYEE LIST.

On the EMPLOYEES page, employee information is displayed as a list. The EMPLOYEE LIST is sorted by
default in the order of EMPLOYEE CARD numbers.

Employee list colors:

* Red - departed employees

e Green - employees on probation

. - inactive employees (on parental leave, military service, etc.)

. - prospective employees whose FROM DATE date in the EMPLOYEE CARD'S EMPLOYMENT
subcard has not yet arrived.

To add a new employee card, click on NEW in the EMPLOYEE LIST ribbon menu and fill in the data
fields in the opened EMPLOYEE CARD.

ERP / HRM. CRM
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Status
Prospect
Inactive
Active
Active
Active
Inactive
Active
Active
Active
Active
Active

Active

Ulle AS Lists Tasks Documents Archive Menu =
Info Types  Documents Children Employees Skills List  Requests List  Insaiders
Companies Employees  Trainings Files Vehicles Pravious Experiences Warnings Insaider Related Contact List
Payroll Accounts Contracts  Employee Assets  Educations  Permits Rewards Notifications
Employees:  All - £ Search [il Delete  Process Reports Contract Information Personal Info
No T First Name Last Name Birth Date Sex Contract No Job Title
0024 : Tomw Tonurist
A0OY Holger-Kulgur Saviauk 10121957  Male TLOO76-4 Koristaja
A002 Kuldar Kuldar Kuldar Kul,.. Petersell Petersell Peterse... 04.03.1976 Male TLOO42-1 Poole kohga koristaja ja poole ...
A003 Hannes Koosla 27061974 Male TLOO77
TOOO1TEST Triinu Pommer 07.041991 Female TLO039
To01 Karmen Kaks 22101990  Female TL1020-2 Vanemraamatupidaja
T0015 Maire Aunaste 09.11.1990  Female Vastuvitja
T0016 Paile Kamm 02021979  Male TLO107 Juhatuse esimees
T0017 Garibaldi Pommer 05.05.1969 Male TLO108 Sekretar
T002 Kati Karula-Karu 16.01.1980  Female
T003 Kalle Tamm 19021978  Male TLO0D2-2 Raamatupidaja
T004 Burxi-Birx Kiunuja 18071982 Female TLO0O3 Personalispetsialist
TOO5 Jolger KruSovice 11081980 Male 776-3 Pearaamatupidaja

Inactive

Sick Leaves List

Occupational Safe > 5%

Contract Changes

Nov.

Seniority
Date

30.07.2023

23.08.2022

For easier input and management of various types of information, the EMPLOYEE CARD is divided
into fast cards: BASIC INFORMATION, DIMENSION, CONNECTION AND SETUPR, CUSTOM FIELDS,
EMPLOYEE ADDRESS AND CONTACTS, CURRENT STATUS, FOREIGNER, BIRTHDAY, MODIFIER.

3.1.1 DATA FIELDS ON THE EMPLOYEE CARD

3.1.1.1. Fast tab: Basic information

Basic Information

No. |7T002

First Name ‘ Kati

Last Name {Karula-Kam
Personal ID 48001160356
Job Title

Serniority 1 year

Education Level

Sex

Title

Search Name
Previous Name
Nickname
Employee Position

Fontes Manager Type

Show less
f' Female a9
[ Mrs. : l
7 KK
Katik |
4
a2

|
(
o

Status Active Health Inspection

Birth Date ‘16.01.1980 ) VITS Employee Status  Aktiivne 3]
Age 43 years VITS Update Required Q

Deny Birth Date Publish -~ (D Blocked ® )

Field Explanation

No. EmPLOYEE cARD identifier. The number series length is 20 symbols. The next

number is added to the EmpLovee CArRD depending on the NUMBER SERIES
configuration, either automatically or manually entered by the user.
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First and last | Enter the employee's name. If any invisible symbols, such as spaces, are

name accidentally entered before or after the first or last name, they are automatically
removed.

Personal ID | Allows entering the PERSONAL ID CODE. Based on the personal ID code, the fields
BIRTH DATE and GENDER are automatically filled. In payroll settings, you can
configure whether and how the personal ID code is validated according to the
standard and whether the Employee Card with that specific personal ID code has
already been created in the program.

Job Title The Job Title field displays information from the JOB TITLE field on the current valid
contract row on the EMPLOYEE CARD's subcard (CONTRACT -> CONTRACTS).

Seniority The field displays the experience based on the start date of the employment
relationship described on the CONTRACT / EMPLOYMENT subcard or the calculated
experience based on the date described on the CURRENT STATUS fast tab of the

EMPLOYEE CARD.
Education The field displays the highest completed education entered on the EDUCATION
Level subcard of the EMPLOYEE CARD.
Status Information is displayed from the field on the EMPLOYEE CARD subcard,
EMPLOYMENT:

PROSPECT - the start date of the EMPLOYMENT is not yet due.

ACTIVE - the start date (FROM DATE) is entered, and the end date (TO DATE)
is empty or not yet due.

INACTIVE - EMPLOYMENT is temporarily suspended, e.g., the employee is
on parental leave or in the military service, and the status of PASSIVITY
entered on the EMPLOYEE CARD subcard is currently valid.

TERMINATED - the end date of the EMPLOYMENT (TO DATE) is in the past.
Birth Date If the PERSONAL ID has been entered for the employee, this field is automatically
filled, but the user can also manually enter the birthdate. The employee's age in
years is displayed next to the field.

Age The employee's age is determined either based on the personal ID code or, if the
personal ID code is not entered, based on the birthdate.

Gender Gender is determined automatically based on the personal ID code or, if the
personal ID code is not entered, the user can manually select the gender.

Deny Birth Marker field in case the employee does not want to disclose their birthday to other

Date Publish | employees. In this case, the employee's birthday is not displayed in reports, the
employee portal, and is not available through the web service.

Employee The employee's statistical position can be added. The label is also displayed in the
Position EMPLOYEES LIST.

Options:

e EMPTY

e EMPLOYEE

e TRAINEE

e MANAGER

e COUNSIL

e BOARD

e CONTRACT

If the position is configured for the job title, the label is automatically added to the
Employee Card.

Search An automatic unique combination of the first letters of the employee's FIRST and

Name LAST NAME, but the user can change it if necessary.
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Previous A free-text field for entering the employee's former name.
Name
Nickname The employee's nickname can be entered. The nickname can also be the

employee's first and last name, and to automatically add it, you need to press the
three dots next to the field.

The nickname can be used in the employee portal, where the employee's first and
last name is otherwise displayed, and, for example, in choosing a substitute on
holiday requests and in the approval round.

To display the nickname in the employee portal and the approval round, a setting
must be made in PORTAL SETUP/EMPLOYEE LIST FIELD SETUP.

Fontes A drop-down menu to select the level of management for Fontes reporting. The
Manager field is primarily necessary for reporting purposes.
Type
VITS The field is visible on the Employee Card if the VITS INTEGRATUON is activated in
employee APPLICATION AREA SETUP.
status

Options:

e ACTIVE

e TEMPORARY EMPLOYMENT PAUSE — the employee is passive or on extended
leave. THE ABSENCE TYPE must be associated with the VITS status.

* ARCHIVED —the employee has departed, and the EMPLOYEE CARD is in the
TERMINATED state.

e DELETED — can be selected manually. Once manually selected, automatic changes
will no longer work.

Status changes automatically when the EmMPLOYEE CARD status changes or the
employee goes on extended leave (requires absence type settings) or becomes
passive. Automatic changes are managed by the setting in location X-ROAD SETUP /
VITS / AUTOMATICALLY UPDATE VITS STATUS.

VITS - BC sends the employee's general data (name, personal ID code, job title,
department, personal email address, mobile phone number, start date of
employment, VITS status) and creates a VITS account based on this information.

Sending employee data to VITS can be done either manually in location X-ROAD
SETUP or automatically with job queue REPORT 24017103.
VITS update | The marker is automatically activated when any field value that needs to be sent to

required VITS changes. After sending the data to VITS, the marker is automatically
deactivated.

Health If this field is marked, the HEALTH INSPECTION CARD is created for the employee

Inspection immediately.

It is advisable to mark the marker after the employment relationship and contract
row are filled out because, if the RISK FACTORS are associated with the job title, the
RISK FACTORS of the job title assigned to the employee are automatically added to
the HEALTH INSPECTION fast card.

Blocked Allows marking the Employee Card as locked. By default, only unlocked cards are
displayed in the EMPLOYEES LIST.
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Mark the field if you do not want to display the employee's information in the
default lists or do not want to calculate fees for the employee.

3.1.1.2 Fast tab: Dimensions

Dimensions

Dimensioon: osakond v Varad Tahis v
Dimensioon: ametigru.. SPETSIALIST v Stindmuse tahis v
Dimensioon: tegevus KILETAMINE N2 1.Statistics Group Code v
Dimensioon: alliiksus MUSTAMAE v 2.Statistics Group Code v
Dimensioon: piirkond TARTU A Comment

Projekt Tahis

Field Explanation
Dimension Dimensions are types of cost items used in accounting. The values assigned
Codes to DIMENSION CODES on the EMPLOYEE CARD are added to the employee's

payroll entries. This allows to create the analysis of payroll costs by cost
items. For example, to distribute and analyse payroll costs by department,
job positions, projects, etc. Only the PAYROLL DIMENSIONS configured in the
PAYROLL SETTINGS window are displayed on the employee card.

By selecting a dimension value from the dropdown field, only open values
are displayed; locked dimension values are hidden by default. To show

hidden values, you must remove the LOCKED filter from the displayed list.
Statistics Group | Allows creating two different types of statistical attributes specific to the

Code company. Statistical group attributes can be used in the HRM4Baltics
module for filtering employees.
Comment Free text field for users. The field length is 250 characters.

3.1.1.3. Fast tab: Connection and Setup

Field Explanation
Manager No. Employee's immediate manager identifier.

Depending on the setting in the location MENU/PAYROLL AND PERSONNEL
365/ADMINISTRATION/STRUCTURE SETUP, the manager's identifier is either
added automatically based on the organizational unit where the employee
works, or the manager can be manually selected from the EMPLOYEES LIST.

If the option AUTOMATIC MANAGER UPDATE is selected in the structure
setup, the manager can be changed manually by enabling the MANUAL
MANAGER marker. In this case, the employee's manager won't be updated
automatically.

e
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This field is used for vacation planning and for sending notifications to the
manager regarding the employee, as well as in approval workflows.

Manager Name The manager's name displayed based on the selected MANAGER NUMBER.
Manual Manager This marker is visible only if the AUTOMATIC MANAGER UPDATE option is
selected in the STRUCTURE SETUP window. Enabling the marker allows the
employee's manager to be manually changed.

Holiday approver Informative field where you can enter the EMPLOYEE NUMBER authorized to
No. approve the employee's holiday requests.

Holiday Payment Employees can be assigned a default leave payout time.

Options:

e EMPTY

e PAYDAY

e HOLIDAY
e MIONTHLY

If holiday payout time is selected here then registering holiday in the
ABSENCE JOURNAL, the field in the ABSENCE JOURNAL is automatically filled
otherwise you need to select that manually in the journal. You can manually
edit the automatically filled field before registering the absence.

The same value is automatically filled in the holiday application submitted
from the EMPLOYEE PORTAL.

Substituent No. Select a person from the EMPLOYEES LIST who will substitute for the
employee in case of absences. This is an informative field, except when using
the HRM4Baltics holiday request functionality. In this case, when
preparing/submitting a holiday application from the EMPLOYEE PORTAL, the
employee selected in this field will be automatically added as a substituent
for the employee, but this can be changed manually if necessary.

Default Working Through the employee card, a selected WORK SCHEDULE GROUP can be

Schedule Group automatically assigned to the employee. To assignee a group for the
No. employee there must have filled a work relationship start date and contract
lines.

The employee is added to the chosen group starting from the calendar
month when the employee starts work or from the current month if the
employee's employment relationship has already started in a previous
month.

The field is also displayed as a column in the EMPLOYEES LIST.

Working Schedule | Displays the number of the work schedule group to which the employee is
No. assigned starting from the beginning of the current month. If the employee is
not assigned to any group in the current month but will be in the future, the
first work schedule group from the future period is found, and its identifier is
displayed.

The field is also displayed as a column in the EMPLOYEES LIST.

Posting Group Allows assigning a POSTING GROUP to the employee, which means that the
employee's payroll entries are accounted differently from the general
accounting group setup. You can only assign one group to an employee at a

e
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The configuration is done at the location HOME/MENU/PAYROLL AND
PERSONNEL 365 MENU/ADMINISTRATION/ACCOUNTS/EMPLOYEE ACCOUNT
GROUPS.

Payday Enter the date agreed for payday for the company. Press the three dots in
the field to display the current month's payday, considering weekends and
national holidays.

You can set the payday using formulas, for example:
-1 last calendar day of the month
-2 second-to-last calendar day of the month

1 first calendar day of the month
2 second calendar day of the month

-1TP last workday of the month
-2TP second-to-last workday of the month

1TP first workday of the month
2TP second workday of the month

For example, if the payday is set to the 9th of the month but the 9th is a
Sunday, and the 7th is a Friday but a national holiday, the payday, in this
case, should be Thursday, the 6th of April.

SIUPTVY R LIS TR

5| @ This month's payday is 06.10.23

oK

WAkt atinn Cads TN Wt

The set payday is used in payroll calculations when the employee's holiday
pay is being calculated but the previous month's wages have not yet become
due for payment. In this case, the calculation excludes the previous month's
wages and workdays.

User ID Allows linking the employee's Business Central username to the EMPLOYEE
CARD. It is used to select displayed information on the EMPLOYEE AND
MANAGER PORTAL.

Employee List For employees who are also BC users and interact with HRM4Baltics in some

Permission Code areas (e.g., Timesheet Entry) but should not see all columns in the

EMPLOYEES LIST or open EMPLOYEE CARDS, you can assign a pre-configured
permission group to this field. The permission group specifies which columns
are visible to the employee in the EMPLOYEES LIST and which employee
cards they can open.

Configuration is done at the location
HOME/MENU/ADMINISTRATION/EMPLOYEE GENERAL
INFORMATION/EMPLOYEE LIST PERMISSIONS.

Salespers./Purch. Allows linking an employee to a SALESPERSON created in the SALES MIODULE.
Code The employee's name, job title, and any dimensions configured in PALYROLL
SETTINGS/RELATED/RELATED DIMENSIONS are added to the salesperson

e
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card. If the employee's data changes on the employee card, the salesperson
card is updated accordingly.

This setting enables additional financial and payroll module-based analyses,
chart creation, and display for employees or their managers in the Business
Central role center on the HOME page.

Resource No. It is possible to associate an employee with a BC RESOURCE (for example: the
employee's time is sold as a resource on sales invoices).

This is used, for example, for importing work hours registered in the PROJECT
MODULE into the PAYROLL MODULE.

To create a RESOURCE CARD from the employee card, there is a button
ACTIONS/CONNECTIONS/CREATE THE RESOURCE. In this case, the resource
card is created with the employee's number.

The resource card includes the employee's name, job title, employment from
date, and also includes dimensions that are configured in the PAYROLL
SETUP/RELATED/RELATED DIMENSIONS. If the data on the employee card
changes, it is also updated on the resource card.

Vendor No. Allows associating an employee with a VENDOR CARD created in the BC
purchasing module. The supplier card can also be created automatically from
the employee card using the menu ribbon button
ACTIONS/CONNECTIONS/CREATE VENDOR. In this case, the supplier card is
created with the employee's number, not with the number configured for
the supplier card in the purchasing module.

This card is used for reporting purposes. Typically, employee expense reports
are paid out through the Business Central purchasing module, and for this
purpose, the employee is usually entered into Business Central as a vendor.

When creating the supplier card, the data entered in the employee card,
such as the employee's name, address, bank account, and personal ID, are
added to the supplier card. A reference number is also generated from the
employee's personal ID. If this association is established, then VENDOR CARD
data is always updated when changes are made to the EMPLOYEE CARD. For
example, if the BANK ACCOUNT NUMBER on the employee card is changed, this
change is reflected in the vendors's list of bank accounts linked to the
employee.

Automatic synchronization of data in the opposite direction does not occur.
In other words, if data is modified on the vendors card, Business Central does
not automatically change the corresponding data on the linked employee
card.

The vendor card can be automatically created when importing employee
data using RapidStart functionality. For this purpose, on the VENDOR NO
column in RapidStart template, must be added the EMPLOYEE CARD NUMBER and
then the vendor card is created automatically with the employee's card
number.
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Workstation Code | Allows adding workplace address code from the predefined list of workplace
addresses to the employee card.

Working room No. | Allows entering the room number of the employee.

Seniority Date If the employee's seniority start date is earlier than when the employee
started working at the company (for example, in the case of company
mergers), you can enter the seniority calculation start date in this field.

To use this field, a configuration must be made in the following location:
HOME/MENU/PAYROLL AND PERSONNEL 365
MENU/ADMINISTRATION/SETUP/PAYROLL SETUP, in the field SENIORITY DATA
USAGE, select EMPLOYEE.

Based on the information on the employee card, it is possible to create SALESPERSON, VENDOR, and
RESOURCE cards. To do this, select ACTIONS/CONNECTIONS on the ribbon, then CREATE THE
RESOURCE, CREATE VENDOR, CREATE THE SALESPERSON.

If you don't want to create SALESPERSON, PURCHASER, RESOURCE cards from the EMPLOYEE CARD in
your company, you can mark the field HIDE RESOURCE BUTTON and/or HIDE VENDOR BUTTON in the
PAYROLL SETUP window. As a result of this setup, the options for creating salesperson, resource or
vendor cards will not be displayed in the ACTIONS tab on the employee card.

To add VENDOR ACCOUNT GROUPS to the vendor card created from the employee card, you must
configure them in the PAYROLL SETUP window on the GLOBAL SETTINGS fast tab.

3.1.1.4. Fast tab: Custom Fields

Additional fields can be used to input statistical information related to an employee. The names and
values of these fields can be configured by the user in the following location:

HOME/MENU/PAYROLL AND HR 365 MENU/ADMINISTRATION/EMPLOYEE GENERAL
INFORMATION/PAYROLL CUSTOM FIELDS SETUP.

It is possible to configure up to 99 various ADDITIONAL FIELDS, with the first 10 displayed on the

employee card. To access the remaining additional fields, there is a link to OPEN CUSTOM FIELDS on
the custom fields fast tab.

Custom Fields

Open Custom Fields Kinganumber v
Vormirdiva number Markused
& Employee Custom Fields (HRM4Baltics)
O Search -+ New B Edit List i] Delete e Y =
Field No. ¥ Field Name Code Text Value From Date ToDate ¥
=3 2 ¢ Vormirdiva number 38
3 Kinganumber HARMET BAT... HARMET BATHROOM OU
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Field Explanation

Field The field number and name configured are displayed.

No./Field

Name

Code/Text The field value described in the configuration and displayed the value selected on
Value the EMPLOYEE CARD.

From Date/ The columns for FROM and TO dates are not visible and cannot be filled on the fast
To Date tab; they are only visible and fillable when the list is open.

3.1.1.5. Fast tab: Employee Address and Contacts

Employee Address and Contacts

Address e
Communication
Addres
7E5 Personal E-Mail
Address 2 i
Company E-Mail
Post Code/Cit W
ost Code/City Default E-mail Type Company H
Cit )
ity 5 Payslip Sending Type ’
Count b
ounty Mobile Phone No.
Country Cod v
ountry-coge Company Mobile Pho.
Contact Address

Phone No

Contact Address
Company Phone No

Contact Post Code v
Radio Trasmitter No
Contact City v
Contact County v
Contact Country Code v
Field Explenation
Address and Allows for entering an employee's residential address and, if necessary, a
Contact Address separate mailing address.
Communication Provides the ability to enter information about the employee's

communication channels phone numbers, email addresses, and radio
station numbers.

Email addresses can be either the employee's personal or the company's
email address. Email addresses are also used for sending payroll payslips to
employees.

Field DEFAULT EMAIL TYPE - determines which email address is used for
sending emails.

Options:

e COMPANY
® PERSONAL
* BOTH
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* NONE

If double email entry checking is enabled in the payroll setup, the program
will provide an error message or warning when the same email address is
already in use on another employee's card.

Payslip Sending In the PAYROLL SETUP section, you can set the default setup how and where
Type the payslip needs to be sent for employees. However, it's possible to
configure a different setting for each employee.
Options:

e EMAIL - notifications are sent to employees as PDFs via email.

® PORTAL - notifications are sent to employees through self-service portal.
e PORTAL+EMAIL

e PORTAL+EMAIL NOTIFICATION

3.1.1.6. Fast tab: Current Status

The CURRENT STATUS fast tab shows the current valid data on the rows for employment contract,
employment relationship, and inactivity. Users cannot modify data into this card.

In cases where an employee has two valid contract rows, such as working in two different
organizational units with different positions part-time, the fast tab card will display only the data of
the last contract row regarding the organizational unit and position, while the part-time workloads
are added together.

Current Status Show less
Employment Since 01.01.23 Fontes Family
Contract TLO107 Maaramata ajaks
Fontes Level
Warking Factor 3 Fontes Adjustment
Frabitionary e Osakond No 11 - Juhatus
Passivity Alliksus No.
Termination - Tospere No.
Profession 0200-01 - Juhatuse esimees
Grupp No
Category
Profession Group JUHTIMINE - Juhtimine
ISCO Code 1120 - Suurettevotete tegevdire..

Service Rank

You can navigate from the fast tab card to the active contract row by clicking on the field WORKING
FACTOR or PROBATIONARY. Clicking on the fields EMPLOYMENT or TERMINATION opens the list of
EMPLOYMENTS and clicking on the field PASSIVITY opens the list of employee passivity’s.
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Foreigner

On the EMPLOYEE CARD fast tab card, the fields FOREIGNER display information related to the
employee's citizenship and non-residency status. By clicking on the ribbon menu button CONTRACT -
> NON-RESIDENT, you can open the non-resident card for entering non-resident-related data. In
addition to non-resident data, you can also enter information about employees sent to work in
foreign countries, such as their tax number.

Employee Card (HRM4Baltics) V4 T (i

TOO16 - Palle Kamm

New Process

e

Employment
‘F Contracts
Profession Group

ISCO Code

TO016 - Palle Kamm

Non-Resident (HRM4Baltics)

Type

=»  Non-Resident

Foreigner

Reports Contract Information Personal Info  Contact  History Actions  Related R¢
5 Seniority Entries [ salaries k Accounts [% claims [£3 Job Requirements

& Passivity [£) Parameters @% Service Ranks & Non-Resident

JUHTIMINE - Juhtimine

1120 - Suurettevotete tegevdire...

O Search - New B Edit List i Delete e Y =

nal ID (Foreigm)

02.10.2023 AU 55346675667776

Citizenship Code

Citizenship Name

Native Language Code

Native Language Name

iAU v Non-resident

Austraalia Personal ID (Foreigm) 55346675667776
: ENA v Country Code for Tax ... AU

Inglise (Austraalia) No Tax Declarartion @:)

Field Explenation

Citizenship Allows entering the employee's citizenship from a predefined list of
Code COUNTRIES/REGIONS.

(Visible only in

fast tab)

Native Allows entering the employee's native language from a predefined list of
Language Code | LANGUAGES.

(Visible only in

fast tab)

Type Options:

® NON-RESIDENT: Selected when the employee is a non-resident. Choosing this
option will fill in the fields on the fast tab card, and the NON-RESIDENT marker is
activated.

Based on non-resident data, tax calculations are performed (linked to payment
types), and the corresponding information is added to the TAX DECLARATION
(TSD).

ERP / HRM. CRM
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If a user changes the employee's residency status, the content of the DEFAULT
PAYMENT TYPE field in the EMPLOYEE CARD's subcard SALARIES on the rows is
automatically modified. A change notification is displayed to the user.

When changing residency status from resident to non-resident or back to
resident, the user must follow these steps:

1. Enter the end date in the TO DATE column on the row with the previous
payment type in the SALARIES subcard of the EMPLOYEE CARD.

2. Modify the NON-RESIDENT indicator in the EMPLOYEE CARD.

3. Enter new payment types in the SALARIES subcard of the EMPLOYEE CARD
with the updated validity period and verify the automatically added code in the
DEFAULT PAYMENT TYPE field.

* FOREIGN ID — Selected when an Estonian resident is sent to work abroad,
where they are issued a local ID number. This choice does not automatically
change the residency status as the NON-RESIDENT option does.

From date/To Enter the start and end dates for residency.

Date

Country Code The list of resident country codes can be found on the Estonian Tax and Customs

for Tax Board's website.

Declaration

Personal Enter the employee's foreign personal identification number.

ID(Foreign)

Temporary Enter the employee's temporary Estonian personal identification number. This

Personal ID code is also added to the PERSONAL ID field on the employee card.

Tax ID A free-text field where you can enter the tax number issued to the employee
abroad.

No Tax Marking this field means that the employee's data will not be included in the

Declaration TSD.

To ensure that the program can correctly generate the necessary data for TSD Annex 2, it is essential
to accurately fill in the following information related to non-residents: NON-RESIDENT, PERSONAL
IDENTIFICATION NUMBER (FOREIGN).

3.1.1.8. Fast tab: Birthday

Name day and zodiac information is displayed based on the date of birth.

Birthday
Birth Date 02.02.1979 Sodiac Aquarius (January 20 - February...
Name Day - Year & Element Lammas & Maa (28.01.1979 - 1...

3.1.1.9. Fast tab: Modifier

It displays when and by whom the employee's general information, essential payment data, and
additional information were last edited.

GLOBAL MUDIFIER/PAYROLL MODIFIER/INFO MODIFIER- Users can’t modify.
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Modifier

Global Modifier Payroll Modifier Info Modifier
MERILY BIRGIT

23.10.2023 10.10.2023

10:45:15 14:23:34

3.1.2. EMPLOYEE PICTURE

To add or edit a picture on the employee card, you need to open the FactBox panel, select EMPLOYEE
PICTURE, and then ADD PICTURE.

TRI-0220 - Paul Praanik

Process  Reports  Contract  Information  Personalinfo  Contact  History Actions  Related  Repocts  Fawer opfic ]

2 Update  [3) Trust Fund Check 3 Export Worker Notice

Basic Information Details § Attachments (0

Employee Picture

No TRI-0220 - g Viale
3 Add Picture
Pout Tide [
oo
Praani N Pp
51808190021 o s D
b s
emmiority 3 years

Files

3.1.3. FILES

On the employee card, you can add files one by one or in multiple files by dragging them into the
FactBox info window on the left side of the card, under the FILES section. To upload files one at a
time, you can also use the ADD FILE button that appears when you click on FILES. To delete an
already uploaded file, you'll find the DELETE button in the same location. Pressing the DELETE button
will remove the currently selected file.

Files

: i AddFile ( Drag and drop a file here )

* Preview File
i Preview | Save @ Take Picture | X

[& save File
| Take Picture

[§] Delete kkipg

= kk3,j

£ Open in Excel P9
Kurursekk3.jpg
arve.pdf
Allalaaditud fail

arve pdf
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3.1.4. CONTRACTS AND SALARIES

You can open subcards on the EMPLOYEE CARD either from the EMPLOYEE LIST or directly from the
EMPLOYEE CARD. To do this, select CONTRACT from the ribbon menu.

Employee Card (HRM4Baltics) (&) +

TO09 - Pirgit-Mai Guru

New Process Reports Contract Information Personal Info Contact History Actions Related Repc
;=.* Employment E3 Seniority Entries 3} Salaries A Bank Accounts [E Claims F'} Job Requirements
[ Contracts [ Passivity [£) Parameters @ Service Ranks &Y Non-Resident

When entering data, it's important to input information into the subcards in the following sequence:
first EMPLOYMENT and then, in the respective order: CONTRACTS, PASSIVITY SALARIES, PARAMETERS,
BANK ACCOUNTS, CLAIMS.

3.1.5. EMPLOYMENT

When entering contractual data for a new employee, you begin by inputting the employment
relationship. To do this, you need to activate the employee in the EMPLOYEE LIST or open the
EMPLOYEE CARD, then, in the window's ribbon menu, click CONTRACT->EMPLOYMENT and enter the
start date of the employment relationship.

RM4Baltic wved

f) Search + New B Edit List I Delete [# Send to Working Register 3 Working Register Log

rom Date 1 To Date Descriptior Date Clased Term. Code Notice

> 1233 T 02012020 17.04.2020  Leping 02.01.2020 TM_89LG1 03.04.2020

Entering the termination of an employment CONTRACT/EMOLOYMENT relationship is also initiated
from the EMPLOYEE’S subcard for EMPLOYMENT.

When entering the end date of the employment relationship, or when filling in the TO DATE field, the
program performs the following actions:
It checks the hours entered for the employee in the work schedule. If there are work hours
entered for the days after the termination of their employment relationship, and these hours
are still unconfirmed, the program can automatically delete them. Otherwise, this must be
done manually, and the program will provide a notification.
It checks the registered absences for the employee. If there are absences registered for dates
later than the termination date of the employment relationship, a notification is displayed,
and it is possible to directly access the absence data to cancel these absences.
The program presents a question to the user: "DO YOU WANT TO TERMINATE ALL CONTRACTS
AND RELATED DATA WITH AN END DATE GREATER THAN XXX DATE?" Responding YES will
automatically terminate all valid CONTRACTS, SALARIES, PARAMETERS and EMPLOYEE
DIMENSION DISTRIBUTION ROWS with the same end date as the last date of the employment
relationship.
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Field Explenation

Working Register ID In case HRM4Baltics and TOR use an x-road interface, the ID is
automatically added through an XML request. If the interface is not in
use, and employees are manually registered in TOR, you can also add
the ID to the field manually.

From Date/To Date Enter the start date of the employment relationship and the final
working date when the employment relationship is terminated.

Based on the date entered in this field, the program calculates the
employee's work experience.

Seniority Date If the employee's employment relationship from date is earlier than
when they started working in the company (e.g., due to company
mergers), you can manually enter the start date for work experience
calculation in this field.

To use this field, a configuration setting must be made at the location:
HOME/MENU/PAYROLL AND HUMAN RESOURCE 365
MENU/ADMINISTRATION/SETUP/PAYROLL SETUP, under the SENIORITY
DATE USAG field with the EMPLOYMENT option. When this setting is
enabled, the start date of work experience on the employee card
becomes inactive, and manual date entry is not possible.

This field is automatically filled when employee data is copied from
another company where their employment relationship has ended, and
the EMPLOYMENT option is not selected during data copying. The start
date for work experience is entered during data copying as the start
date of the employment relationship in the previous company.

Cause of Fixed Term This is a free-text field where you can enter the reason for a fixed-term

Contract contract. The text entered here can also be added to the contract
template.

Cause of Fixed Term From the dropdown menu, you can choose a pre-configured code for

Contract Code the reason for a fixed-term contract. Selecting a code will copy the next

column with the description of the reason.

To create a new reason, select +NEW from the dropdown menu, then
enter a new code and description.

You can describe the reason and print it on the contract template.

Cause of Fixed Term The selected reason code is displayed in the CAUSE OF FIXED TERM
Contract Description CONTRACT CODE field along with the chosen description.

Grounds for Term. Code | Choose a suitable termination code from the pre-configured options.
Termination Notice By default, the field is populated with a date indicating when the
Date employee should have been notified of the contract termination,

considering their work experience and the settings added to the
termination code. If the employee was not notified on that date, you
must manually enter the actual notification date in the field.

Notice periods and the number of months for which the employee will
be compensated are configured in the location HOME/MENU/PAYROLL
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AND HUMAN RESURCE 365
MENU/ADMINISTRATION/CONTRACTS/GROUNDS FOR TERMINATIONS.

Notice Date (Required)

This field shows how many days in advance the employee must be
notified of the contract termination, considering their work experience.
The number of days is determined by the settings in GROUNDS FOR
TERMINATIONS.

Notice Date (Actual)

The program calculates the actual number of calendar days for which
the employee was notified based on the departure code settings and
the actual notification date.

Less Notified Days

The program also calculates the number of working days that need to
be compensated to the employee based on the termination code
settings and the actual notification date.

This value is automatically included in the termination compensation
calculation. Therefore, you should not change the number of working
days after the termination compensation calculation and payment to
the employee.

Compensate Months

The number of months is determined based on the settings added to
the termination code, but you can manually overwrite the number of
months if needed.

The displayed value is automatically included in the termination
compensation calculation. Therefore, you should not change the
number of months after the departure compensation calculation and
payment to the employee.

Agreed Compensation
Amount

In this field, you can enter the agreed-upon amount of compensation to
be paid to the employee upon termination. The entered amount can be
automatically included in the termination compensation calculation,
provided that the necessary formulas are configured.

Agreed Compensation
Months

You can enter the number of months for which the employee will be
compensated in cash upon termination. The entered number of months
can be automatically included in the termination compensation
calculation if the relevant formulas are configured.

Cause of Term. Code

This field allows you to configure and choose company-specific actual
reasons for termination, as clarified during exit interviews.

To configure a new reason, select "NEW" from the dropdown menu
then enter a termination reason code and description.

Cause of Termination
Description

The selected reason description is displayed for the chosen reason code
in the previous field.

3.1.5.1. Closing Employees previous employment relationship

From time to time, there are situations where an employee has previously worked in the company,
their employment relationship was terminated, and later the employee returns to work in the
company. In such situations, it is necessary to programmatically distinguish between the previous
and the current employment relationships.

For example:
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The program should not include the employee's prior work experience in their current work
experience calculation.

When calculating the average of six months' pay for vacation pay, Business Central should
not consider the average pay for calendar months paid during the employee's previous
employment relationship.

For employees returning to the company for the second or subsequent time, there is no need to
create a new EMPLOYEE CARD in the BC. Instead, you can use the existing card, provided that the
previous employment relationship associated with this EMPLOYEE CARD has been closed. The
previous employment relationship should be closed before creating a new relationship, and certainly
before running payroll calculations for the employee's new employment relationship.o

THE PREVIOUS EMPLOYMENT RELATIONSHIP can be closed on the EMPLOYEE CARD's subcard for
EMPLOYMENT by adding a marker in the CLOSED column.

Employments (HRM4Baltics)

O Search —+ New 5% Edit List [i] Delete & Send to Working Register 73 Working Register Log More options

Cause of Fixed
Working Grounds for Termination

Seniority Grounds for Terminatior Notice Days

Register ID Description Code Date Closed Term. Code Notice Date (Required)

After entering the marker, the program will prompt whether to close the entries related to the
employment relationship and will inform you how many entries and absences will be closed. If you
respond YES, the program will close all entries and absences, and they will no longer be included in
the basis for calculating the average of six months' vacation pay.

@ Do you want to close 61 payroll entries and 0 absence entries?

Yes [ No

By clicking the ribbon menu button MAIN EMPLOYMENT CONTRACTS/PREVIOUS EMPLOYMENT a list
opens where you can view the closed employment relationship details. If necessary, you can also
make changes to closed entries and absences through this list.

Search -+ New ¢ Edit List Delete A Contracts [ Salaries ) Parameters (7@ Add To Entries ¥ Change Payroll Entries
'y E
- T364 L2021 01.12.2021 17.10.2023 61 0 1 Helger Savila Active
Field Explanation

Employee No. | Displays the employee card number.
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Contract No. When closing the employee's employment relationship, the program
automatically adds the year when the relationship to be closed started. You can
overwrite the entered year if needed, for example, by entering the contract
number or the closing date. When changing the identifier, the program also
automatically updates the identifiers on payroll entries and absences.

Search R Edit List
o

- 4010 i TO0S 2013 31072019 2300 Normtoopdevi kuus 2019-07 2019-08 2019-07
4020 T005 2013 31.07.2019 1400  Tootatud todpaevad 2019-07 201908 2019-07
4030 T005 200 31072019 3100  Kalendripaew, rikl pihadeta 2015-07 2019-08 2019-07
4040 T005 013 31.07.2019 2000 Tootatud kalendripdevi kuus, v. 2019-07 2019-08 2019-07
5090 T00S 4 31.07.2019 18400 Normtunde kuus 201907 201908 201907
509 To0S 2013 31072019 11200 Normtunnid arvestades puudu._. 2019-07 2019-08 2019-07
5010 T00S 2003 31.07.2019 11200 Tootatud tavatunnid 2019-07 2019-08 2019-07
1mo T00S 201 31.07.2019 152174 Kuupalk 2019-07 201908 2019-07
5080 T00S 013 31.07.2019 11200  Kokku tootunde kuus 2015-07 2019-08 2019-07
e T00S 0 31.07.2019 3043 Kogumispensioni Il sammas 2019-07 2019-08 2019-07
3020 T005 A 31.07.2019 2435  Tootaja to6tuskindlustus 2019-07 2019-08 2019-07

Description Free text field. Allows you to enter a comment about the closure of the

employment relationship.

From Date/To | The program automatically adds the start and end dates of the employment
Date relationship to be closed.

Payroll Entries | Displays the number of closed payroll entries related to the employment
relationship. Clicking on the entry number will open the corresponding payroll
entries.

Absence Displays the number of closed absences related to the employment relationship.
Entries
Employments | Displays the number of closed employment relationships.

Closed entries and absences can be reopened later if, for example, some entries were mistakenly
closed. To reopen entries, there are ribbon menu buttons CHANGE PAYROLL ENTRIES and CHANGE
ABSENCE ENTRIES in the MAIN EMPLOYMENT CONTRACTS/PREVIOUS EMPLOYMENTS window. These
buttons open either a list of closed payroll entries or a list of closed absences. In the PREVIOUS
CONTRACT NO. column, you have the option to delete the employment relationship closure identifier
if you wish. Deleting this identifier will include the data again in the basis for calculating the average
of six months' pay.

O Search g Edit List

ontract No. 1 Accounting "
Account No Employes No. T 4 Posting Date Arnount Description Period Payment Period

- 4010 i T00S 2013 31.07.2019 23,00 Normtoopaevi kuus 2019-07 2019-08 2019-07
4020 T005 2013 31.07.2019 1400 Toodtatud toopaevad 2019-07 2019-08 2019-07
4030 T005 2013 31.07.2019 31,00 Kalendripdevi, riikl. pihadeta 2019-07 2019-08 2019-07
4040 T005 2013 31.07.2019 20,00 Tootatud kalendripaevi kuus, v.... 2019-07 2019-08 2019-07
5090 T005 2013 31.07.2019 184,00 Normtunde kuus 2019-07 2019-08 2019-07
5091 T00S 2013 31.07.2019 112,00  Normtunnid arvestades puudu... 2019-07 2019-08 2019-07
5010 TO0S 2013 31.07.2019 112,00 Tootatud tavatunnid 2019-07 2019-08 2019-07
1110 TO0S 2013 31.07.2019 152174  Kuupalk 2019-07 2019-08 2019-07
5080 T005 2013 31.07.2019 11200  Kokku toétunde kuus 2019-07 2019-08 2019-07
3010 T00S 2013 31.07.2019 3043 Kogumispensioni Il sammas 2019-07 2019-08 2019-07
3020 T00S 2013 31.07.2019 2435 Tootaja tootuskindlustus 2019-07 2019-08 2019-07
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Closing payroll entries does not prevent them from being corrected later. This can be done both
through the PAYROLL JOURNAL and with PAYROLL CALCULATION. When making correction entries in
the PAYROLL JOURNAL for a PREVIOUS EMPLOYMENT, you need to select the previous employment
relationship from the dropdown menu in the PREVIOUS EMPLOYMENT RELATIONSHIP column on the
journal row to specify which payroll entries associated with that employment relationship you want
to correct.

Similarly, when conducting PAYROLL CALCULATION, you can choose the previous employment
relationship from the dropdown menu in the PREVIOUS EMPLOYMENT field in the PAYROLL
CALCULATION WINDOW to specify which entries you want to correct during the payroll calculation
process.

During PAYROLL CALCULATION, you can only correct payroll entries for one employee's PREVIOUS
EMPLOYMENT at a time. Therefore, before selecting the previous employment relationship in the
PREVIOUS EMPLOYMENT field, you should ensure that only the employee whose previous
employment payroll entries you wish to correct is filtered on the PAYROLL CALCULATION window's
Employee tab.

3.1.6. PASSIVITY

When an employee is on parental leave or military service, the corresponding period is entered as
PASSIVITY (not ABSENCE). To do this, you need to activate the employee's row either in the
EMPLOYEE LIST or by opening the EMPLOYEE CARD. Then, on the ribbon menu, select PASSIVITY.

Employee Passivitys (HRM4Baltics) v/ Saved = 7
O Search -+ New B Edit List [i] Delete B2 Y =
Source
Cause of Source Document
From Date 1 To Date Inactivity Code Description Initial Date Document No Date
- 11.04.2022 : LHOOLD Vanemapuhkus (kuni lapse 3.a ...
Field Explanation
From Date/To Allows you to enter the start and end dates of PASSIVITY. Payroll calculations
Date will consider these dates.

If the end date of PASSIVITY is not known, you can leave the "TO DATE" field

initially blank.
Cause of Allows you to choose an appropriate code from a predefined list of CAUSE OF
Inactivity Code | INACTIVITIES.
Description The default text in this field is the description of the selected code from the

CAUSE OF INACTIVITIES list, but the user can edit it.
Main Contract This field is related to the Main Contract solution and is only visible if the "USE
No. MAIN CONTRACTS" marker is selected in PAYROLL SETUP.

If the employee's passivity (contract suspension) occurs during a period when
the main contract is valid, the main contract number is automatically added to
the passivity.
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After entering the EMPLOYMENT start date for an employee, the next step is to enter the CONTRACT
LINES. This can be done by either activating the employee's row in the EMPLOYEE LIST or by opening
the EMPLOYEE CARD. On the ribbon menu, select CONTRACT/CONTRACTS.

Employee Contracts (HRM4Baltics)

Working

> 55466
55466
55466
55466

Contract List Rows:

Search

Entry Type
Contract

Addendum
Addendum

Addendum

+ New 52 Edit List il Delete &% Structure Option ¥ Fontes Classification

n TLO0OD2 09.10.2014 14042018 31.01.2015
TL0002-1 15042018  28.11.2019
110002-2 30.11.2019  30.06.2023

10 TLO002-2 01.07.2023

Field

Explanation

Working Register ID

Allows entering the ID number received from the Tax and Customs Board's
Work Registry (TOR) when registering employee data. The WORKING REGISTER
ID is used for creating a file for data export to TOR and for automatic data
exchange with TOR over X-Road. When using automatic data exchange over X-
Road, this field is filled in automatically.

Entry Type

Determines the TYPE OF ENTRY for the contract line.

Options:
CONTRACT: The details of an employee's employment contract are
entered.
ADDENDUM: Additional contract details are entered.
DIRECTIVE- The row is populated with work-related data that is
determined by directive

For all contract lines, special attention should be paid to the column WORKING
FACTOR. The entry and the size of the number in this column depend on the
settings in the PAYROLL SETUP. When using HRM4Baltics standard settings, a
new contract line is typically entered by closing the previous active contract line
for the employee, meaning you need to enter the TO DATE for the previous
contract line.

Primary

Marks the contract or contract addendum as primary when there are two or
more simultaneously valid contract lines. For example, if an employee works in
two different positions or departments, you can mark which line is considered
more important with this checkbox. Data marked as primary will be displayed
on the employee's card under "CURRENT STATUS" and in the EMPLOYEES list.

The primary designation does not apply to the working factor column; the
working factor is calculated based on the settings in PAYROLL SETUP field
WORKING FACTOR TYPE.

Contract Type

Allows selecting the appropriate contract type from the predefined list of
EMPLOYMNET CONTRACT TYPES.

e



BCSitera

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

Field

Explanation

Different settings are associated with the type of contract — probationary
period, contract numbers, default parameters, etc.

Contract No.

Allows manual entry of the employee's contract number or automatically
generates the contract number and addendum number. You can choose from
available numbering series by clicking on the three dots in the lower right
corner when the field is active. If no choice is made, the program assigns a
number from the default series associated with the type of contract.

Contract number setup is done at location:

HOME/MENU/PAYROLL AND HUMAN RESOURCE 365
MENU/ADMINISTRATION/CONTRACTS/EMPLOYMENT CONTRACT TYPES under
the CONTRACT NOS column.

If the CONTRACT ADDENDUMS SEPARATELY marker is activated in APPLICATION
SETUP AREA, three different fields for contract numbers are displayed:
CONTRACT NUMBER, APPLIED CONTRACT NO, ADDENDUM NO.

Employee Contracts (HRM4Baltics) 0 Search -+ New  ER Edit List G| Delete g% Structure Option B Fon

Working Applied Addendum
Register 1D Primary Entry Type Contract Type Contract No Contract No From Date

- 123 Contract 10 TLO107 TLO107 01.01.2023

Description

The default description from the CONTRACT TYPE list is inserted in this field, but
you can edit it or add additional text. For example, enter additional text
referring to the content of the contract addendum.

Main Contract No.

A field related to the MAIN CONTRACGT SOLUTION, visible only if the USE MAIN
CONTRACTS marker is activated in PAYROLL SETUP.

The main contract identifier is required when using the main contract solution.

Main Contract

The main contract is marked automatically if the MAIN CONTRACT SOLUTION is
used.

Assigning the marker will automatically create a main contract number identical
to the contract number. The main contract number is unique for each
employee, and no two employees can have the same main contract number.

Employee Contracts (HRM4Baltics) O Search -+ New g% Edit List [il] Delete i Strue
Working Main Contract
Register ID Primary Entry Type Contract Type Main Contract No
54668 Contract 10 TLOOO3

- : Contract 10 TLO0O3

If an employee has multiple contract lines associated with the main contract,
for example, they work in multiple departments under the same employment
contract, the primary contract line is marked, and other contract lines
associated with it will have the same main contract number in the MAIN
CONTRACT NO field. However, the primary contract marker is not assigned.
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Field Explanation

If an employee has multiple different contracts, for example, a civil law contract
in addition to an employment contract, the civil law contract line will not have a
main contract number.

When closing a main contract line, the program will ask if you want to close all
data associated with the main contract. If you answer YES, all data related to
the described contract is closed. Upon termination of the contract, the program
informs that the employee has future absences registered under this contract.
This is a notification, not an error message.

Contract Termination Opens a dropdown menu for selecting the reason for closing the contract line.
Reason Filling in this column is mandatory when marker is added to field the REASON
FOR LINE CLOSURE REQUIRED in CONTRACT TYPES.

To add a new reason and description, select NEW from the dropdown menu
and describe the new closing reason in the opened window
From Date/To Date Enter the contract line's start and end dates.

When entering a CONTRACT ADDENDUM for an employee, typically, to ensure
program accuracy, the employee's primary contract line should be closed (by
entering the TO DATE) when adding the ADDENDUM. Depending on the
workload configuration, otherwise the employee's workload may become

inaccurate.
Calculated Probationary | The end date of the trial period is generated automatically based on the
Dat configuration set for the type of contract. If the setup is missing or you wish to

manually adjust the automatically generated date, you can do so.

If the employee is absent during the trial period, and there is a configuration
that extends the trial period based on the type of absence, the employee's valid
trial period will be automatically extended by the number of days of absence. In
this case, both the original trial period end date and the extended trial period
end date will be displayed.

The configuration for the length of the trial period is done in the following
location:

MAIN MENU/PAYROLL AND HUMAN RESOURCE365
MENU/ADMINISTRATION/CONTRACTS/ EMPLOYMENT CONTRACT
TYPES/NOVICIATE PERIOD.

The configuration for extending the trial period is done in the following
location:

MAIN MENU/PAYROLL AND HUMAN RESOURCE365
MENU/ADMINISTRATION/ABSENCE/CAUSE OF ABSENCES/ EXTENDS
PROBATIONARY(MIN.DAYS) field.

Extended Probationary The number of days by which absences extend the trial period is displayed.
Days
Noviciate Ending Date When an employee is absent during the trial period and the absence type is
configured to extend the trial period, the employee's valid trial period will be
automatically extended by the number of days of absence. In this case, the
extended trial period end date will be displayed in the corresponding field.
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Field Explanation

Level 1 No., Allows selecting the unit number as described in the STRUCTURE SETUP from a
Level 2 No., dropdown menu.

Level 3 No., The column headers display the names assigned to levels in the STRUCTURE
Level 4 No. SETUPS, for example, DEPARTMENT, UNIT.

For easier selection, you can enter the appropriate structural unit along with
higher-level structural units using the STRUCTURE OPTION icon in the ribbon
menu. From the opened grouped structure tree, you can choose the desired
structural unit.

Level 1 Name, By default, the description corresponding to the structural unit from the
Level 2 Name, Level 3 STRUCTURE SETUP entered, but the user can modify it.

Name, Level 4 Name

Profession No. Allows selecting the job number from a predefined list of PAYROLL PROFESSION
STR.MAP for the employment line.

If the job configuration is made according to the structure, only the jobs
assigned to the selected structural unit on the contract line will be displayed in
the dropdown menu; otherwise, the entire list of jobs will be displayed.
Profession Group Code The profession group identifier is automatically added to the field based on the
configuration made in PROFFESION LIST. You can select the job category
identifier for the employment line from a list.

Profession Category No. | Allows selecting the job category identifier from a list for the employment line.
Job Title By default, the description corresponding to the job number entered on the
PROFESSION NO field, but the user can modify it.

The job title entered on the contract line will be displayed on the EMPLOYEE
CARD's BASIC INFORMATION and CURRENT STATUS fast tabs.

Salary Group No. If a salary group is assigned to the profession, the field is automatically filled. If
no salary group is assigned to the profession, you can manually select a
predefined salary group number from the dropdown menu.

Using the functionality of linking the contract line and the salary line, it is
checked whether the linked salary falls within the salary group or not, and a
warning is displayed to the input person. The check is performed only for those
salary types to which the CHECK SALARY GROUP AMOUNTS marker is added.

The salary group column can also be displayed in the EMPLOYEES LIST. In
addition, you can display the salary group in the FONTESE REPORT. To display
the salary group in the report, you need to configure it at the location PAYROLL
REPORT SETTINGS/FONTESE REPORT/FIELD SHOW AS INTERNAL WAGE GROUP
OR POINTS, ISCO CODE VALUE: SALARY GROUP.

ISCO Code/ISCO The field is either automatically filled with the ISCO code corresponding to the
Description selected profession on the PROFESSION CARD or the user can choose the ISCO
code from a predefined list.

ISCO CODES are used for creating statistical reports. The code entered on the
contract line is displayed on the EMPLOYEE CARD'S CURRENT STATUS fast tab.
Estonian Job By default, the PROFESSIONS CARD assigns the CLASSIFIER to the profession.
Classification/Description | The classifier is necessary for employee registration in TOR.
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Field Explanation
Working Time It is possible to configure templates that describe employees' working hours.
Description The text entered in the template can also be added to contract templates.

To describe a work schedule template, press the field's drop-down menu and
select +NEW. An existing template can also be selected from the drop-down
menu that appears.

In the template, you need to describe the label and a brief description and add
a more detailed description of the working hours in the text box below.

Select - Working Time Description (HRM4Baltics) New TR € List

LR 20 O0taja 100tab exmanspdeviti ja reedet kelta 125t kurs 20k Pubkeaeg on uils b 100taja ise tah

Tobtaja 106psevad on esmaspiey. Teispibey, kolmapbey. To5taja 105tab 4 tunds

Working Factor

The load coefficient is entered; 1 - full-time, 0.5 - part-time, etc. By default, a
load of 1 is entered when creating a row, which can be manually changed.

The field's WORKING FACTOR depends on the settings in the PAYROLL SETUP.

The WORKING FACTOR entered on the contract line is displayed on the
Employee card's CURRENT STATUS fast tab and is summed up with the
workloads of other employees in the same position in the WORKING FACTOR
column of the STRUCTURE PLAN list.

The workload entered on the contract line is also used to find the employee's
standard hours in work schedules. In the work schedule, you can also assign the
employee a group workload, for example, if the employee is in different groups
with part-time work.

Additional Working
Factor

This field is used to enter the load agreed upon with the employee for variable
hours. The post-contract workload is still entered in the WORKING FACTOR field.

The field is only visible if the marker is enabled in the APPLICATION AREA SETUP.
The field is used in the retail sector as a pilot project with a variable hour
agreement solution from December 15, 2021, to June 14, 2024.

When the APPLICATION AREA SETUP is turned on, additional working factor
column is also created in the work schedule. If the ADDITIONAL NOMINAL
HOURS FORMULA is setup for the work schedule group, both Additional
nominal Hours and base load standard hours are found for the employee in the
work schedule.

ADDITIONAL WORKING FACTOR is also visible in the list of employees.

Replaceable No/
Replaceable Name

If an employee is hired to replace someone, it's possible to select the employee
they are replacing in the column.
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Field

Explanation

Working Schedule First
Date

Through the contract line, it is possible to automatically add the employee to
the work schedule starting from the entered date. The employee can be added
to the work schedule up to 3 months in advance, so if the employee starts work
4 months from now, they cannot be added to the work schedule via the
contract line.

The field is automatically filled if the manager uses the functionality of adding a
new employee through the EMPLOYEE PORTAL.

Working Schedule
Planning No.

From the dropdown menu, you can select the work schedule planning number,
which determines when the employee will start working and calculates their
schedule in the work schedule.

The field is automatically filled when the functionality ADD A NEW EMOLOYEE
through the employee portal is used, allowing the manager to enter employee
data through the portal.

If the employee later changes their work schedule planning, the data on the
contract line is not updated, but the initial planning number assigned to the
employee is displayed.

Working Schedule Group
No.

From the dropdown menu, you can select the work schedule group to which
the employee will be added. If a default group is configured for the
organizational unit, the field is automatically filled after selecting the
organizational unit(s).

The field is automatically filled when the functionality ADD A NEW EMOLOYEE
through the employee portal is used, enabling the manager to enter employee
data through the portal.

If the employee later changes their work schedule group, the data on the
contract line is not updated, and the work schedule group number to which the
employee was initially assigned is displayed.

Applied Job No.

It is possible to associate the employee's contract line with a project through
pre-configured WORKING SCHEDULE PROJECTS. An employee can have multiple
valid contract lines, each associated with a different project.

For example, the employee's WORKING FACOTOR may be 0.6 in one project and
0.4 in another, making the total WORKING FACTOR for the employee's contract
lines equal to 1.

Norking Working Warking Emy

schedule Schedule Schedule Applied Job Job Fees Initi

“irst Date Planning No Group No No Code Job Fees Rep
KONTOR TLT87 FEE_A _

Associating contract lines with a project allows for the display of the
employee's standard hours in the work schedule on a project basis. Displaying
project-based standard hours in the work schedule requires setup in the work
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Field

Explanation

schedule group, selecting the "JOB" option in the "WORKING FACTOR TYPE"
field, and linking the work schedule group with the project. Standard hours are
displayed on a project basis in the work schedule only if the project assigned to
the work schedule coincides with the project on the employee's contract line.

Job Fees Code

A free-text field for entering fee codes related to a project, but the code must
have been previously configured in the PROFESSION HOURLY RATES table under
the CODE column. When entering a fee code, the field is automatically filled
with the sum configured for the project's fees.

To open the PROFESSION HOURLY RATES table, enter PROFESSION HOURLY
RATES into the search window. In the table that opens, you can configure the
fee code, fee amount, and select the project number from the dropdown menu
with which the fee rate is associated. By selecting THE PROJECT from the
dropdown menu, the dimension fields for THE PROJECT are automatically filled.

Search + New B Edit List Delete
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By associating the employee's contract line with a project, the project's fee
code, and the fee rate, it becomes possible to calculate various additional fees
for the employee based on the hours registered for that project in the work
schedule. This calculation assumes that special formulas have been configured
for this purpose.

Job Fees

Displays the hourly fee amount configured for the PROJECT BASED on the
selected fee code. The hourly fee amount should be configured for the fee code
in the PROFESSION HOURLY RATES table.

The fee amount is updated on the contract line whenever the hourly fee rate is
modified, or a new hourly fee rate becomes effective.

Grounds for Term. Code

By entering the reason for the termination of the employment relationship into
the GROUNDS FOR TERMINATION list, the field is automatically populated.
However, it's also possible to manually select the termination reason from the
dropdown menu that appears.

Government

This field is marked if you wish to transmit information about the employee's
employment start/change/termination to the TOR through a CSV data file. If
this field is marked, the contract line data is added to the report/export file in
the Work Registry CSV file export. This field is not required if X-road integration
is used for data exchange with the TOR information system.

Export Date

Displays the date and time when the export file for the Work Registry CSV file
export was generated.

Job Description

Allows you to enter a brief description of the job tasks.
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Field

Explanation

The description entered in this field can be used as the basis for creating a job
contract template for the employee, by adding the contract line data to a PRE-
CONFIGURED CONTRACT TEMPLATE.

Job Title (English)

By default, the English job title corresponding to the position is filled in from
the PROFESSIONS CARD but the user can edit this if needed.

Contract Date

The date on which the contract was signed.

Attachment Name

Allows you to add a document file (Word, Excel, PDF) to the contract line. To
add afile, click on the Attachment Name field, and in the pop-up window,
select the file you wish to attach.

Line No.

Displays the line number for the contract in Business Central.

Locked

You can mark the contract line as "locked," which will hide it by default in the
list. Removing the "Locked->No" filter from the column will make the line

visible again.

A new additional contract line can be easily created by copying the data of the currently active row
to a new row. To do this, you need to navigate to the row you want to copy (preferably the last valid
row) and then click on the ADD LINE button on the ribbon menu. In the opened window, you can
enter the start date of the new contract line, after which the currently active row will be terminated
with a date one day earlier, and a new contract line with the same data as the copied row will be

created with valid dates.

{olger-Kulgur Saviauk

Employee Contracts (HRM4Baltics)

SR

Process

Manage

il Delete

Edit - Period (HRM4Baltics)

O Search 1+ New f® Edit List il Delete 4% Structure Option ¥ Fontes Classification &' Add Fontes Classif

alculated Extended
Probationa Probationa

Contract Type Contract N From Date To Date Reason Dat Day Ending Date

10 TLO101 01.01.2020 AMETIKOHT 30.04.2020 30.04.2020
Addendum 10 KALLE-2 01.01.2024 AMETIKOHT

If you enter both the FROM DATE and TO DATE in the opened date window, two new additional rows
will be created simultaneously. The first row will have the FROM and TO dates, and the second row
will have the FROM date set to one day later than the TO date of the first row.
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Edit - Period (HRM4Baltics)

From Date 26022024 )
) Date 26022026 |
A001 - Holger-Kulgur Saviauk
Employee Contracts (HRM4Baltics) 0O Search ~ New B Edit List [l Delete f. Structure Option r!.ri‘ Fontes Classification &
Contract Calculated Exte
Working Termination Probationa Probatic
Register 1D Primary Entry Type Contract Type Contract No From Date To Date Reason Dat
Contract 10 TLO101 01.01.2020 AMETIKOHT... 30.04.2020
-2 Addendum 10 KALLE-2 01.01.2024 @ 25.02.2024 AMETIKOHT...
Addendum 10 KALLE-3 26.02.2024 26.02.2026  AMETIKOHT...
Addendum 10 KALLE-4 27.02.2026 AMETIKOHT

3.1.7.1. Linking Employment Contract and Salary Line

It is possible to link an employee's employment contract and salary line. To do so, in the list of
employment contracts, first bring up the factBoxes SALARIE CONNECTION and in the list of employee
salaries, bring up CONTRACT CONNECTION through customization.

Employee Contracts (HRM4Baltics) Search —+ New f@Editlist [ Delete ¥ Generate Working Plan  [F Working Plans 2 v = 0
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Salary Connection

01.09.19-30.09.20 Igakuine lisatasy: 50

25.08.17-24.05.23 Tunnitasu; 5,5

01.01.19-30.09.20 Autokompensatsioon: 60

To associate a contract with a salary line, you need to open the dropdown menu in the factbox
window and choose the option SALARY CONNECTION, then select ADD SALARY CONNECTION.

A list of salary lines will appear where you can mark those salary lines that are related to the contract
line. To select multiple lines at once, hold down the CTRL key. Once the association is created, the
factbox window will display the salary lines related to the contract. By clicking on the salary
description in the factbox window, the corresponding salary line will open.

To remove the association, you can click on DELETE LINE under the SALARY CONNECTION.

Similar to creating an association from the contract line, you can also create an association from

Employee Salaries list.
ERP /| HRM CRM
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In the Employee Salaries list factbox window, associations with contract lines are displayed. By
clicking on the description field there, the corresponding contract line will open.

Employees Salaries :  Custom filtered Search & Employee Card % Employee Salories 'Y Valid Salaries 'Y Future Salaries L = 0/ N
Employee No slary No 1 Tens

b 4 h 4 From Date 1 To Date * Amount osakand

012 { KOMPAUTQ 01012019 30092020 60 Autokompensatsioon RMTP Contract Connection

22- Maaramata ajaks (wi; 0.1) : Vastu

When a contract and a salary line are linked, and the contract and salary data are printed on contract
templates, only the valid salary lines associated with that specific contract line are included. Other
valid salary lines are not included. If the linking functionality is not used, then all active salary lines
that were in effect during the contract line's period are included.

When creating a new contract line manually or using the ADD LINE functionality, the program offers
the option to include the relationship between the salary and the contract on the new line as well.

3.1.7.2. Adding Fontes Classification to the Employee

Adding a Fontes identifier to an employee requires prior configuration in the location under
MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ADMINISTRATION/CONTRACTS/FONTES FAMILIE
and MENU/PAYROLL AND HUMAN RESOURCE 365
MENU/ADMINISTRATION/CONTRACTS/PROFESSIONS.

Since Fontes identifiers are associated with professions, you should add Fontes job families to an
employee after filling in the contract line and adding a profession. To add a job family, start by
selecting the contract line with which you want to associate Fontes identifiers. Then, in the contract
list ribbon menu, click THREE DOTS -> ADD FONTES CLASSIFICATION.

Employee Contracts (HRM4Baltics) O Search - New B Edit List il Delete #= Generate Working Plan = Working Plans D

&% Structure Option
Working Applied Addendurr o

Register ID Primary Entry Type Contract Type Contract No Co"'.r?,::! No. No Fror fg:q Fontes Classification
= Contract 1 TLOOO8 oft z
& Add Fontes Classif
Addendum 10 TLO008-1 (Up)

7 Send to Working Register

74 Working Register Log

A list called EMPLOYEE FONTES CLASSIFICATION will open, displaying which Fontes-related identifiers
were added to the employee and from which date they are effective. The added identifiers are taken
from the default settings added to the profession card. If, based on job responsibilities, the employee
has a different level or level specificity than what is in the default settings, you can manually change
it in the list.
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Search - New B Edit List 5 Delete

= T017 4 Siin Saare 01.08.2022 RMTP Rasmatupidamine 2

When an employee signs an additional contract and their job title changes, Fontes job family
identifiers must be added again to the new contract line, and an end date must be added to the
previously effective job family identifier.

Search - New [ Edit List Delete

= T001 25102019 08112020 RMTP 1 1 tase
T001 01.092017 24102019 RMTP 4 4 tase
1001 01.092017 24102019 RMTP 4 4 tase
T001 Karmen Kaks 01.12.2019 RMTP 2 tase

After adding Fontes identifiers, they will be displayed both on the EMPLOYEE CARD in the CURRENT
STATUS and in the EMPLOYEE LIST.

3.1.8. SALARIES

All fixed charges, deductions, limits, compensations, etc., are entered on the SALARIES CARD. To do
so, you need to activate the employee row in the EMPLOYEE LIST or open the EMPLOYEE CARD. On
the ribbon menu select CONTRACT/SALARIES.

Employee Salaries (HRM4Baltics) O Search - New ¥ Edit List [i] Delete Actions Fewer options
Salary No From Date + To Date 4 Amount Description Salary Rate Salary Rate %
TASU_KUU... 06.07.2022 1500 Kuupalk, paevapdhine arv...

- TASUKUUPA.. : 01082020 05.07.2022 1000 Kuupalk, pdevapdhine arvestus

Field Explanation

Main Contract No. This field is related to the main contract solution and is visible only if the

USE MAIN CONTRACTS marker is set in the PAYROLL SETUP location.

When adding an employee's salary within the main contract period, the
MAIN CONTRACT NO. field is automatically filled in by default.

All salaries that are in line with the main contract must have a main contract
number to apply the main contract-based salary calculation. Salaries that
are not related to the main contract will not have a main contract number
assigned.
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Field Explanation
Salary No. Select the appropriate salary type number from the predefined list of
SALARY TYPES.

SALARY TYPES are used in payroll formulas.

Payroll calculations are based on the entered SALARY TYPES, which
determine the monthly payments, deductions, limits, etc.

SALARY TYPES are configured in the location: MENU/PAYROLL AND HUMAN
RESOURCE 365 MENU/ADMINISTRATION/PAYROLL INFO/SALARY TYPES.
From Date Enter the date from which the SALARY TYPE NUMBER becomes effective.
The field must not be empty. If the field is left empty, the amount applies
from the beginning of time

To Date Enter the end date of the validity of the SALARY TYPE.

The field can also be left empty. This means the salary will be in effect until
it's no longer paid to the employee.

Do not delete a row on which the system has already calculated salaries for
the employee, even if you want to change the salary type or amount.

When introducing a new salary type or amount, enter the end date of the
previous salary type and/or amount's validity and then add a new row with
the new salary type and/or amount with a starting date.

Dimensions By default, the dimensions set on the employee card are offered for the
(DEPARTMENT, row. If an employee receives a salary from different departments, you can
PROFESSION CODE) | replace the default dimensions with the appropriate ones by removing the
DEFAULT DIMENSIONS marker from the field.

If the DEFAULT DIMENSIONS marker is re-entered, manually entered values
will be overwritten with default values.

Amount Enter the amount of the SALARY TYPE. For hourly wages, enter the hourly
rate.

If the field is filled with "0", the payroll calculation will always consider the
corresponding salary as a zero amount, even if the salary is entered directly
into the payroll account through the PAYROLL JOURNAL and no salary is
calculated for the employee.

Description By default, the description of the selected SALARY NO. is entered from the
SALARY TYPES list. You can change the default description if desired.

Connected If necessary, the recipient of maintenance (i.e., the person for whom the

Employee No. deductions from this employee's salary are made) can be entered into the

system using their employee no. (An employee card is created in Business
Central for all individuals for whom the company makes payments,
regardless of whether they have an employment relationship with the
company or not).

This functionality can also be used, for example, when an employee receives
substitute pay for replacing another employee. From the dropdown menu in
the field, you can select the employee being replaced and for whom the

substitute pay is being made. The amount of substitute pay can be
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Field Explanation

dependent on the replaced employee's salary. To achieve this, use the fields
CONNECTED SALARY NO, SALARY RATE, and SALARY RATE %.

Connected Salary If the field CONNECTED EMPLOYEE NO is selected for the replaced

No employee, a dropdown menu will open displaying the list of salaries for the
replaced employee, from which you can select the type of compensation
based on which the substitute pay is paid to the employee.

Payment Type It is necessary to add PAYMENT TYPES to all rows for which Tax and Customs
Board (TSD) reports are submitted. When selecting payment types for the
row, ensure that it corresponds to the employee's residence and/or the
presence of a certificate (A1) and the issuing country. Business Central
calculates the tax for the respective payment types based on the selected
payment types.

The field is automatically filled in for resident employees when the SALARY
NO. is selected for the salary row.

The PAYMENT TYPE NUMBER is determined based on the SALARY TYPE
NUMBER from the SALARY TYPES list. If the employee is a non-resident (as
indicated on the employee card's fast tab card), the PAYMENT TYPE number
for the non-resident employee is determined based on the relationship
created in the PAYROLL PAYMENT TYPE card. For example, if the payment
type for residents is 10, the default payment type for non-residents, as
determined by the relationship in the PAYROLL PAYMENT TYPE card, is 120.

If the user changes the employee's residence, the PAYMENT TYPES content
in the employee card's SALARIES section will be automatically adjusted. The
user will be informed of this change.

When changing an employee from resident to non-resident or back to
resident, the user must make changes in a specific sequence on the
EMPLOYEE CARD and in the SALARIES rows.

Payment types associated with Al certificates for employees are not
automatically entered. The user must manually change the payment type in
the SALARY TYPE row to correspond with the A1l certificate.

Default Dimensions | Mark the field when, for this SALARY TYPE, the salary is always associated
with the dimension values displayed on the employee cards.

Leave the field blank if you want to associate different dimension values
with this SALARY TYPE row compared to the default dimension values. In
this case, enter the appropriate dimension values in the corresponding
columns of the row.

Job No./Description | Allows you to choose and associate a previously configured SCHEDULE JOBS
with the employee's salary using a dropdown menu. Selecting a job will add
the dimension values configured in HRM4Baltics for the project to the
employee's salary. If the employee's default dimension values are not
assigned to the project, they will remain on the salary. Only overlapping
dimension values are overwritten.

Task Allows you to choose and associate a previously configured JOB TASK with
No./Description the employee's salary using a dropdown menu. Selecting a task will add the
dimension values configured in HRM4Baltics for the project task to the

e
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Field Explanation

employee's salary. If the employee's default dimension values are not
assigned to the project task, they will remain on the salary. Only overlapping
dimension values are overwritten.

Annual Salary You can enter the employee's annual salary in this field. If this field is filled,
the employee's monthly salary will be automatically calculated based on the
ANNUAL SALARY.

If the CURRENCY field in the same row is filled, then the ANNUAL SALARY
field will also show the amount in the respective currency.

Currency amount If a currency code is entered in the CURRENCY field for the row, it is possible
to enter the salary in the currency in the CURRENCY AMOUNT field.

If a currency code is entered in the CURRENCY field and a salary amount is
entered in the ANNUAL SALARY field, the CURRENCY AMOUNT field will
calculate the employee's monthly amount in the specified currency, while
the AMOUNT field will display the employee's monthly salary in the
Business Central base currency (euros).

Currency Code In this field, you can select the appropriate currency code for the ANNUAL
SALARY and CURRENCY AMOUNT fields. Regardless of the currency selected
in the CURRENCY field, the AMOUNT column always displays the amount in
the Business Central base currency (euros).

Salary Group Level | This field displays either the salary group and level associated with the
profession, or the group and level selected for the employee on the contract
row.

Salary Rate The employee's salary amount can be calculated using the rate and rate
percentage. For example, entering a rate of 5 in the RATE field for an hourly
employee and a RATE PERCENT of 70 will calculate the employee's hourly
rate as 8.5 euros. If the company's rate or rate percentage changes or is
modified on a per-employee basis, only one of these fields needs to be
changed.

You can also use it together with the field CONNECTED EMPLOYEE NO and
CONNECTED SALARY NO, in which case the field will automatically display
the related employee's related wage amount.

Salary Rate % This field works in conjunction with the RATE field described earlier,
allowing the employee's salary to depend on the rate and rate percentage.

Salary Type Class It is possible to configure an additional analytical attribute for the selected

Code salary types in the list, which can be used to distinguish between different

types of salaries. To configure SALARY TYPE CLASSES, open the menu from
the list field and press +NEW.

Request No. Displays the REQUEST NO. related to income taxable amount submitted by
(Opened) the employee through the EMPLOYEE PORTAL to start the row's validity.
Request No. Displays the REQUEST NO. related to the income taxable amount submitted
(Closed) by the employee through the EMPLOYEE PORTAL to end the row's validity.
Locked It is possible to mark the salary row as locked, making it not visible by

default in the list. Removing the system filter LOCKED->NO from the column
will make the row visible again.

e
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Field

Explanation

@ 37
>

(BN <BE<}

Usually, all one-time payments are added to the respective PAYROLL ACCOUNTS through the payroll

journal.

3.1.9. PARAMETERS

Employee parameters allow you to describe the conditions for the employee's salary calculation, as
well as other information related to payroll. For example:

Bl o

vacation days.
5. Andsoon...
To enter parameters related to an employee, you need to activate the employee's row in the
Employee List or open the Employee Card. In the card window's ribbon menu, select CONTRACT ->

PARAMETERS.

Employee Card (HRM4Baltics)

TOO16 - Palle Kamm

Whether income tax calculations take into account tax-free income.

Whether it's necessary to calculate the minimum monthly social tax rate.

Whether pension insurance payments should be calculated.

Whether vacation reserves should be calculated for the employee and for how many

New Process Reports Contract Information Personal Info Contact His
B e (=N . ”Y
[%] Employment ER Tax Books [® Passivity ] Parameters @ Service F
-1 o] : : ) q [ 8 -
|'= Contracts 221 Seniority Entries |72 Salaries =4 Bank Accounts i’& Claims

Employee Parameters (HRM4Baltics) warch -+ New W Edit List ¥ Dalote

» RESERV2S ¢ 01.01.2023 Puhkusereserv 28 pieva EELARVE

PENSIONAR 01.09.2020 Pensiondr alates 28.09.20

Field Explanation

Main Contract
No.

A field associated with the main contract solution and is visible only if the USE
MAIN CONTRACTS marker is set in the PAYROLL SETUP.

The Parameter Card describes various parameters, including tax principles and
vacation reserve. Generally, tax calculations are more employee-specific, and main
contract numbers are not typically assigned to tax lines. However, for parameters
that are contract-specific, such as vacation reserve, you should assign the main
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contract number to the MAIN CONTRACT NR field to ensure that the parameter's
calculation is contract-specific.

Choose the relevant PARAMETER NUMBER from the predefined list. PARAMETERNS

Parameter No. . .
are used in payroll calculations.

Enter the start and end dates of the parameter's validity. Parameters are always

From Date/To . . . . .
/ valid for the entire calendar month, starting on the first day and ending on the last

Date day of the calendar month.
. The description corresponding to the parameter number from the PARAMETERS
Description list.
Link the parameter with relevant PAYROLL DIMENSION values. By default, the
Payroll dimensions for the current contract line are added to these columns from the
Dimensions 1, | employee card's CONTRACTS subcard. If you remove the "Default Dimension" flag
2,3,4 from any column for the same line, you can add any values from the corresponding
PAYROLL DIMENSION.
Default By default, this field is marked. In this case, the columns are automatically filled
. . with the DIMENSION values for the current contract line from the CONTRACTS
Dimensions
subcard of the employee card.
Add a variable name/value to the parameter from the predefined list of
Value PARAMETER VALUES. This is a system variable used in creating Tax and Customs

Board (EMTA) required relationships between PAYMENT TYPES and parameters.
Users are not recommended to manually change this field.

Request No. Displays the REQUEST NUMBER submitted by the employee through the EMPLOYEE
(Opened) PORTAL to start the parameter's validity.

Request No. Displays the REQUEST NUMBER submitted by the employee through the EMPLOYEE
(Closed) PORTAL to close the parameter's validity.

The tax-free minimum for a person on parental leave is calculated by the Social Insurance Board.
Therefore, at the beginning of the parental leave, you should enter the expiration date into the TO
DATE column of the employee's existing PARAMETER for TMVABA. When the parental leave ends, you
should create a new line for PARAMETER for TMVABA with a new effective start date.

For employees who are on unpaid leave for the entire calendar month, the program calculates social
tax at the minimum rate according to the law.

If an employee is receiving only remuneration for members of the management and supervisory
bodies (with the PAYMENT TYPE code 23 - REMUNERATION FOR MEMBERS OF A LEGAL ENTITY'S
MANAGEMENT OR SUPERVISORY BODY), and the employee is on unpaid leave, you must enter the
parameter SMKUUEI into the PARAMETERS tab in the employee's card. Otherwise, the program will
calculate social tax at the minimum rate for the employee for the calendar month of unpaid leave.

AUTOMATIC INPUT OF PARAMETERS RELATED TO PENSION INSURANCE

Parameters related to pension insurance can be automatically added by selecting NEW -> TRUST
FUND CHECK from the employee's card ribbon menu.

e
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When making a query, the personal identification number entered in the employee's card is used
(other employee data, including matching the employee's name, is not checked). The query
automatically adds pension insurance PARAMETERS to the "PARAMETERS" tab of the employee's card

and displays on the screen the start message of the subscription or one of the following error
messages:

* PERSONAL ID IS NOT CORRECT

* BAD REQUESTT

* PERSONAL ID IS MISSING

* ACCESS DENIED

® THE PERSON HAS NOT JOINED PENSION FUND

T0OO016 - Palle Kamm
le(--‘.-. Reports  Contract  Information  Personal Info  Contact  History Actions  Related  Reports  Fewer opt (/]
2 Update % Send to Working Register

i i Detail Attachments (0
Basic Information gaiis etails )

T0016 - Sex Male s Employee Picture
rst Name Palle Title M.

Last Name Kamm Search Name PK

The query also provides information about whether a person with this personal identification
number wanted to continue making pension fund contributions in 2010, whether the person wanted
to increase the contribution to 3% in 2014-2017, and whether the employee submitted a temporary

cessation of contributions request in October 2020 to stop contributions from December 1, 2020, to
August 31, 2021.a

Options:
1. Did not want to continue payments in 2010 and did not want to increase payments to 3% in
2014:
Until 31.05. 09 | 2009 Il half ' 2010 2011 2012-2013 2014-2017 From 2018
2% 0% 0% 1% 2% 2% 2%

2. Did not want to continue payments in 2010 but wanted to increase payments to 3% in 2014:
Until 31. 05.09 = 2009 Il half = 2010 | 2011 | 2012 -2013 2014 -2017 From 2018
2% 0% 0% 1% 2% 3% 2%

3. Wanted to continue payments in 2010:
Until 31. 05.09 @ 2009 Il half = 2010 | 2011 | 2012 -2013 2014 -2017 From 2018
2% 0% 2% 2% 2% 2% 2%

As a result of the query, PARAMETERS related to pension insurance payments and their validity
periods are automatically entered in the PARAMETERS tab of the employee's card.

e
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Employee Parameters (HRM4Baltics) O Search - New &2 Edit List [i] Delete
¢ Dime

Parameter No From Date To Date Descriptian 4 metigrupp alliksu
- RESERV28 i 01102014 31082021  Puhkuseresery 28 paeva EELARVE RTS001

TMVABA 01.10.2014  31.08.2021 Tulumaksuvaba EELARVE RTS001

PEN2 01.01.2003 31.05.2009  Pensionikindlustus Il sammas, EELARVE RTS001

PEN1 01012011 311220711 Pensionikindlustus Il sammas, .. EELARVE RTS001

PEN2 01.01.2012 31.08.2021 Pensionikindlustus Il sammas, ... EELARVE RTS001

RESERV35 01.01.2022 Puhkusereserv 35 paeva EELARVE RTS001

TMVABA 01.01.2023 Maksuvaba pramaeeter EELARVE RTS001

PENSIONAR 01.02.2043 Pensionar alates 19.02.2043 EELARVE RTS001

You can view the log information for a single employee's pension center queries by selecting
EMPLOYEE CARD, then choosing ACTIONS, and in the menu that opens, selecting PENSION FUND and
PENSION FUND LOG.

O Search [&) Parameters ¥ Open File e Y =

Created Name Parsonal 1D Text From Date To Date

»
09.12.2019 10:14 i Mari Murakas 492052843... Pensionifondiga liitunud alates.. 01.01.2011 N

18.12.2019 09:18 Mari Murakas 492052843... Pensionifondiga liitunud alates.. 01.01.2011 N N
23.01.2020 10:53 Mar| Murakas 492052843... Pensionifondiga liitunud alates... 01.01.2011 N N

The log information for all employees' pension fund queries is displayed at the following location:
HOME/MENU/PAYROLL AND PERSONNEL 365 MENU/ARCHIVE/PAYROLL PENSION FUND LOG

It is possible to configure an automatic job queue in Business Central that, for example, checks and
updates selected employees' pension insurance PARAMETERS on a daily, weekly, or other scheduled
basis.

3.1.10. BANK ACCOUNTS

To enter BANK ACCOUNTS, you can activate either the employee's line in the EMPLOYEE LIST or open
the EMPLOYEE CARD. In the card window's ribbon menu, select CONTRACT/BANK ACCOUNTS.
Employee BANK ACCOUNT numbers are used for transferring payments. In case the EMPLOYEE CARD
is associated with a VENDOR CARD, the employee's BANK ACCOUNT information is also updated for
the VENDOR CARD.

Employee Banks O Search -+ New B Edit List fil Delete

IBAN Raceiver Name Bank No Bank Name Percentage Amount A

> EE080989898667887 ¢ Kati Karula SWED Swedbank AS

When entering an employee's bank account, the system checks its compliance with the IBAN
(International Bank Account Number) standard. If an account is entered that does not adhere to the
IBAN standard, the program will generate an error message.

ERP / HRM. CRM
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Employee Banks L Search -+ New  EFEditList [i] Delete

0 The page has an error. Refresh (F5) to undo the change, or correct the error.

IBAN Receiver Name Bank No. E

EE080989898667887 Kati Karula SWED
€ € EE08098989866788 ] |

Validation Results

The number EE08098989866788 that
you entered may not be a valid IBAN.

rn

Field Explanation

Select the BANK NUMBER from a predefined list. Bank data is used when creating a
bank payment file.

Bank name comes from predefined BANKS list.

This is the employee's bank account /BAN number. The IBAN of the bank account is
used for salary payments. When entering IBAN, its compliance with the standard is
checked, and an error message is displayed if necessary.

Bank No./Bank
Description

IBAN
If the Employee Card is associated with a VENDOR CARD, the employee's IBAN
information is updated or modified, the associated VENDOR CARD's bank account
details are also updated.

Receiver The name of the account holder, which is included in the bank payment file.
Name Including the account holder's name in the bank payment file is mandatory.

Fill in if you want to transfer a certain percentage of the payable amount to
another person's bank account or to another personal bank account of the same
employee.

The percentage is entered as a numerical value without the percentage sign (%).

Percentage The sum of percentages on different lines must not exceed 100%. It's advisable to
leave at least one line without a percentage.

For example, if an employee has three bank accounts, and the sum of percentages

on two lines is 70%, leaving the percentage field on the third line empty will result

in the program automatically transferring 30% of the payment to the third bank

account.

The priority order of bank accounts to be used. This order is considered when

Grade of class | creating bank payment files. The account with a priority of 1 will be used first, then

the one with a priority of 2, and so on.

From Date/To

Date You can specify a validity period for the bank account.

Enter a default description that is always included in the relevant bank payment
Payment order. This description can be manually changed when creating a bank file in the
Description PAYROLL GENERAL JOURNAL, but the general payment description will not
overwrite the default description.

e
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Field Explanation

You can link the bank account to a specific payroll account. This account is where
the salary calculation deductions are stored and from which payments are made to
the bank.

Connected to
Account No./
Connected to

This is used, for example, for making contributions to a Ill pension savings account,
Account Name

where a specific portion of the employee's salary must be transferred to a
designated bank account

3.1.11. CLAIMS

CLAIMS refers to persistent, recurring debt collection claims, such as court orders and enforcement
orders, which are recorded on a regular basis, month by month.

Typically, CLAIMS does not include other deductions, such as over cost deductions, etc. Deductions of
that nature are generally described in the SALARIES section of the EMPLOYEE CARD, using the
relevant SALARIES TYPE or they are handled as one-time deductions through the PAYROLL JOURNAL.

To enter a debt collection claim deducted from the employee's monthly payment, you can activate
the employee's entry either in the EMPLOYEES LIST or by opening the EMPLOYEE CARD. On the card
window's ribbon menu, select CONTRACT, and then, on the opened window's ribbon menu, choose
CLAIMS.

Employee Card (HRM4Baltics) ‘ (_.';‘ -t (i

TO12 - Mari Murakas

New Process Reports Contract Information Personal Info Contact History Actions Related
B Employment B8 Tax Books =) Passivity [£] Parameters @ Service Ranks & Non-Resident
!T— Contracts B Seniority Entries r_- Salaries & Bank Accounts ﬁ:, Claims [ Job Requirements

Opens EMPLOYEE CLAIMS LIST.

Payroll Employee Claims ) Search + New B Edit List 1] Delete £ Edit View [% Claim Card [ Entries H Files
Claim Description Priority 1 Code Collector No Collector Name From Date To Date
- VL00004 :  vblandue 1 TRAHV ANM Anna Neem-Saar 01.04.2021 31.08.2023
Field Explanation
Claim No. The debt claim number is a pre-configured and automatically selected number

associated with a specific debt claim. The selected CLAIMS data is used during
payroll calculations to deduct the amount related to that claim from the
employee's net payment and for creating bank payment files, which enables the
transfer of the debt claim amount to a bailiff.

Claim This field allows you to enter additional text during PAYROLL CALCULATION, which is

Description included in the PAYROLL ENTRIES.

Priority This field displays the order in which debt claim cards for this employee are
processed.

e
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Claim Type On the debt claim card, you can specify the type of debt claim, which describes the

Code conditions of the claim.

Collector No. | This is the number of the COLLECTING AGENT, as described on the COLLECTING
AGENT card.

Collector The name of the COLLECTING AGENT, as described on COLLECTING AGENT card.

Name

From These columns indicate the time frame during which deductions are made under

Date/To this specific claim.

Date

Amount In this field, you enter the amount to be deducted from the employee's pay as a
claim every month.

Percentage | This field is filled in if you want to deduct a certain percentage-based amount from
the employee's monthly pay as a debt claim. The percentage is entered as a
numerical value without the percentage symbol.

Keeping This is the minimum amount that the employee should receive after deducting the

Amount debt claim.

Target The total amount of the debt claim.

Amount

Withheld The total amount withheld from the employee under this debt claim.

Amount

Remaining The amount that still needs to be withheld, considering the target amount and the

Amount amount already withheld.

When you initially access the list of claims, it will be empty. To add a new claim, you can click the
NEW button in the ribbon menu of the open list. To open an existing claim, you can click the CLAIM

CARD or VIEW,

EDIT buttons. This will open the CLAIM CARD, where you'll find two tabs: CLAIM, for

configuring claim data and COLLECTOR INFORMATION for specifying the details of the entity to whom
the withheld amount should be forwarded.

Employee Claim Card (HR

A007 - VL

00004

M4Baltics) (Z t / Saved

'—“~ Entries Mare options L]
Employee Name Holger-Kulgur Saviauk Percentage Claims by Years
Claim No VL00004 Use Keeping Amount ‘.: 300¢
Claim Description volandue Keeping Amount 584,00
Claim Type Code TRAHV Keeping Percentage 3333
From Date 01.04.2021 s | Claim Below Minimum
To Date 31.08.2023 | Claim % (Below Min)) 20,00
Priority 1 Minimum Wage (Belo 584,00
Locked 6: "Subsistence Level (Be 220,00

Target Amount 2 655,00

Withheld Amount 2 655,00

s i Files

( Drag and drop & file here )

Collector Information > + Add Preview | | Save | £3 Take Picture | X
Modified >

ERP / HRM. CRM
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3.1.11.1. Fast tab: Claim

Employee Claim Card (HRM4Baltics)

A001 - VLOO004

[# Entries More options

Claim

Employee No. A001 adll Amount

Employee Name Holger-Kulgur Saviauk Percentage

Claim No VL00004 Use Keeping Amount @ )

Claim Description volandue Keeping Amount 584,00

Claim Type Code TRAHV % Keeping Percentage 33,33

From Date 01.04.2021 i Claim Below Minimum @ )

To Date 31.08.2023 [ Claim % (Below Min.) 20,00

Priority 1 Minimum Wage (Belo 584,00

Locked ® ) "Subsistence Level (Be... 220,00
Target Amount 2 655,00
Withheld Amount 2 655,00
Remaining Amount =

Field Explanation

Employee No. | Employee number for whom deductions are made.

Employee Employee name for whom deductions are made.

Name

Claim No. The claim number is a preconfigured NUMBER SERIES and is automatically

selectable. The selected CLA/M data is used in the payroll calculation to deduct
the relevant amount associated with the claim from the net amount payable to
the employee and to generate bank payment files for transferring the debt
claim amount to the bailiff.

Claim This field allows you to enter additional text for the PAYROLL ENTRIES in the
Description PAYROLL CALCULATION.

Claim Type You can choose a claim type from a drop-down menu, e.g., alimony or another
Code claim. If needed, you can configure a new claim type by clicking the NEW

button in the top-right corner of the dialog box.

When you select a claim type, certain fields that were previously configured for
that claim type are automatically filled, e.g., PRIORITY or DEFAULT KEEPING
AMOUNT. Values filled automatically are default values and can be manually
overwritten.

Various Claim Types Description

e



BCS itera Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

Select - Claim Types (HRM4Baltics) New B £t L

e CLAIM TYPE CODE — Enter the claim type code.

e DESCRIPTION — Enter the description corresponding to the claim type code.

e ACCOUNT NO. — If you want to specify that the amount deducted for this
claim should be credited to a specific payroll account, you can do so.

e DEFAULT PRIORITY — Each claim type can be assigned a priority, which
determines the order in which claims are processed during payroll calculation.
For example, you can assign a sequence that gives priority to alimony claims
over other deductions. If an employee has multiple alimony claims, you can
manually specify the sequence of these claims.

e DEFAULT KEEPING AMOUNT — If you already know the amount that must be
retained by the employee after the deduction, you can specify this amount as a
default value for the claim type. When you select the claim type, the KEEPING
AMOUNT field on the employee's claim card is automatically filled with the
specified default value.

® KEEPING AMOUNT FORMULA — Allows you to specify a formula for calculating
the amount to be retained by the employee after the deduction when the USE
KEEPING AMOUNT FORMULA marker is selected on the claim card. This is
useful for part-time employees or those who start or leave work mid-month.

e CLOSING FORMULA —You can specify a period after which the claim card is
closed. If no formula is specified, the claim card is closed on the last day of the
month in which the employee's employment ends.

From Date Date from which the deduction should be applied.

To Date Date until which the deduction should be applied.

Please note that the End Date can also be left blank if the claim's end date is

unknown.

Priority Automatically derived from the claim type but can be adjusted if needed. This
indicates the order in which claims are processed during payroll calculation.

Amount Enter the amount to be deducted from the employee's monthly earnings as a
debt claim.

Percentage If you wish to deduct a percentage of the employee's monthly earnings as a

debt claim, you can specify it here.

The percentage should be entered as a numeric value without the percentage

sign.
Use Keeping If this marker is selected, the program will not consider the KEEPING AMOUNT
Amount field on the claim card during payroll calculation. Instead, it will calculate the
Formula left sum based on the formula configured for the claim type. This is useful for

part-time employees or those who start or leave work mid-month. Please
select this marker only for the months when the employee did not work for the

full month.
Keeping Enter the minimum amount that must remain with the employee after the
Amount deduction. This field is automatically populated based on the claim type, but

you can modify it. It represents the minimum amount that should remain with
the employee, except when deductions are allowed below the minimum wage.
In such cases, the additional deducted amount is governed by the lower section

of the claim card.
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Keeping Is used to enter the percentage as a numerical value without the percentage
Percentage sign, which should remain with the employee after the deduction.

If you are using both the KEEPING AMOUNT and KEEPING PERCENTAGE fields
simultaneously, the calculation proceeds as follows:

The employee's net pay is 871.20 euros.

The remaining amount is 540 euros.

The keeping percentage is 33.33%.
First, the amount subject to deduction is determined: 871.20 - 540 = 331.20
euros. Then, the percentage is calculated from the obtained amount that must
also remain with the employee: 331.20 - 33.33% = 110.39 euros. In total, the
amount that should remain with the employee after the deduction is 540 +
110.39 = 650.39 euros. The deduction can be made in the amount of 871.20 -
650.39 = 220.81 euros.
Claim Below The marker can be used in three variants:
Minimum The marker is enabled, and the fields for claiming below the minimum
(in orange) are filled: Deductions are made both according to the upper
part, which concerns the amount exceeding the minimum, and the
lower part, which pertains to deductions from the amount below the
minimum wage.

584,00

Percentage 3333

20,00

Minimum Wage (Be 584,00

vel (Be 220,00

Target Amount 2655,00

eld Amount 2 655,00

For example:
Employee's net pay is 871.20 euros.

Deduction based on the upper part:

871.20 - 584 = 287.20 euros

287.20 - 33.33% = 94.78 euros

Total remaining amount: 584 + 94.78 = 678.78 euros
Deducted amount: 871.20 - 678.78 = 192.42 euros

Deduction based on the lower part:
(584 - 221.36) x 0.2 = 72.5 euros
Total deducted amount: 192.42 + 72.5 = 164.92 euros

The marker is not enabled, but the fields for claiming below the
minimum are filled: Deductions are made either based on the upper
part, which applies to the amount exceeding the minimum wage, or on

e




BCS itera Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

the lower part for deductions from the amount below the minimum
wage. Both variants are not applied at the same time. If the employee's
pay exceeds the minimum wage, deductions are not made for the
amount below the minimum. However, if the employee's pay falls
below the minimum wage, the program applies deductions for the
lower portion.

Amount

Percentage

Use Keeping Amount ® )
Keeping Amount 584,00
Keeping Percentage 3333

Claim Below Minimum (]

Claim % (Below Min.) 20,00
Minimum Wage (Belo. 584,00
"Subsistence Level (Be 220,00
Target Amount 2 655,00
Withheld Amount 2 655,00

Remaining Amount

The marker is not enabled, and the fields for claiming below the
minimum are not filled: In this case, long-term debtor additional
deductions are not applied to the employee. Deductions are only made
on the amount that exceeds the minimum wage.

Amount

Percentage

Use Keeping Amount . '_'
Keeping Amount 584,00
Keeping Percentage 3333
Claim Below Minimum @ )

Claim % (Below Min.)

Minimum Wage (Belo

"Subsistence Level (Be

Target Amount 1500,00
Withheld Amount 1 500,00

Remaining Amount

Claim % Field represents the percentage deducted from the difference between
(Below Min.) MINIMUM WAGE (BELOW MIN.) and SUBSISTENCE LEVEL (BELOW MIN.).

For example: (584 —220.00) x 0.2 = 72.8.

ERP / HRM. CRM
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Claim % (Below Min.) 20,00
Minimum Wage (Belo... 584,00
"Subsistence Level (Be 220,00

Minimum
Wage (Below
Min.)

Field allows you to set the minimum wage for deductions made on the portion
of the employee's pay that falls below the minimum wage.

Subsistence
Level (Below
Min.)

Field allows you to set the subsistence level for deductions made on the
portion of the employee's pay that falls below the minimum wage.

Target Indicates the total amount to be deducted from the employee's wages.
Amount
Withheld Is a calculated field that displays the total amounts already deducted from the
Amount payroll entries within this claim.
Remaining Is a calculated field that shows the amount still required to be deducted from
Amount the employee's pay.
Locked Indicates if the claim has been satisfied or prematurely terminated; it is marked
as locked.
3.1.11.2.  Fast tab: Collector Information

Collector Information

Collector No T Payment Receiver Tiit Tuul
Collector Name Tiit Tuul IBAN EE338987879879
Document No. Bank No DNB v
Document Date 25.08.2019 i Bank Name Luminor Bank AS
Receipt Date 30.08.2019 & Reference No
Payment Description Parkimistrahv
Bank Account
Field Explanation
Collector You can select the collector from a drop-down menu as described previously. When
No. you choose a previously described collector, fields such as NAME, BANK NO, BANK
NAME, REFERENCE NUMBER, and IBAN are automatically filled in based on the
collector's card. If the collector hasn’t been described earlier, you can manually enter
the same data.
ANM Anna Neem-Saar coorP EE200009387 Anna Neem-Tuul 2234555
1T © it Tuul DNB EE33898787. Tiit Tuul 2239877
Collector When you select COLLECTOR NO., the name is filled in automatically.
Name
Document | Describes the document number for the claim for which deductions are performed.
No.
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Document | Aninformative field for entering the date.

Date

Receipt An informative field for entering the arrival date of the claim.

Date

Payment Filled automatically when you select the creditor, but you can change it manually if

Receiver necessary.

IBAN Filled automatically when you select the creditor, but you can change it manually if
needed.

Bank No, Filled automatically when you select the creditor, but you can change it manually if
needed.

Reference | Filled automatically when you select the creditor, but you can change it manually if

No. needed.

Payment Enter the payment description, which is added to the default bank payment file. You

Description | can still modify the description when generating the file if needed.

The deduction is calculated based on the claim card within the regular payroll calculation, for
example, the calculation of wages or sick pay. Deductions are made on a payout period basis. This
means that if at the beginning of the month, on payday, the calculated amount for the employee
isn't sufficient for deductions, but additional earnings like vacation pay are added in the middle of
the month, the program calculates and withholds the possible deduction amount.

The deduction scheme that the program initially applies isn't recalculated during a later payroll
calculation if related entries have been made in the Payroll Journal or have already been posted. For
instance, if an employee has the condition of an alimony minimum applied during the payroll
calculation on payday, but during the month, bonuses or holiday pay accumulate to an amount that
would allow another condition to be applied, the program won't make this change unless you post or
include the previous entries in the Payroll Journal.

When calculating the deductions, the program checks entry numbers, and deductions won't be
applied to payouts calculated before the execution of the enforcement order in the company.

3.1.12. MANAGER ASSISTANTS

For using the ASSISTANT solution, you need to activate the ASSISTANT marker in the APPLICATION
AREA SETUP.

The list of manager's assistants is primarily associated with the functionality of the employee portal.
For an employee who is a manager, their list of assisting employees or staff members is entered.
Once employees are added to this list, they can be granted all the same rights and permissions in the
employee portal as the manager has for viewing their subordinates' data and submitting leave
requests.

01.01.2022 a
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Field Explanation

Assistant Select the employee who assists the manager from the dropdown menu.

No.

Assistant Displays the name of the assistant.

Name

Assistant Displays the assistant's status from the EMPLOYEE CARD.

Status

Assistant Displays the assistant's job title from the EMPLOYEE CARD.

Job Title

Valid From | You can enter dates during which the employee assists the manager.

Date/Valid

to Date

Allow Add a marker if you want to grant the employee similar rights to the manager in the

Portal EMPLOYEE PORTAL. Additional settings are still needed in the PAYROLL REQUEST
TYPES location.

To enable the added assistant in the list to assist the manager and perform necessary actions on their
behalf in the portal, you must configure settings in the PAYROLL REQUEST TYPES under the column
SHOW ASSISTANT. For detailed instructions on configuration, refer to the chapter on PAYROLL
REQUEST TYPES.

3.1.13. ASSISTANT MANAGERS

For using the ASSISTANT solution, you need to activate the ASSISTANT marker in the APPLICATION
AREA SETUP.

The list is primarily related to the functionality of the employee portal and is essentially the same as
the MANAGER'S ASSISTANTS list. When a manager's assistant's details are added to the list, the
manager's information is displayed in the same list for the assistant. It doesn't matter which list is
filled out because data is displayed in both lists. All the same rights that the manager has for viewing
their subordinates' data and submitting vacation requests in the employee portal can be added to
the assisting employees.

Search -~ New  [@% Edit List Delete
> T008 I Elar Példma Active Raamatupidamine ]
Field Explanation
Manager Select the manager from the drop-down list that the employee is assisting.
No.
Manager The manager's name is displayed.
Name
Manager The manager's status is displayed from the EMPLOYEE CARD.
Status
Manager The manager's job title is displayed from the EMPLOYEE CARD.
Job Title
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Valid From | You can enter the dates from when to when the employee is assisting the manager.

Date/ Valid

to Date

Allow Mark if you want to grant the employee similar rights to the manager in the

Portal EMPLOYEE PORTAL. Additional settings still need to be made in the PAYROLL
REQUEST TYPES.location.

To enable the assistant to assist the manager and perform necessary actions on their behalf in the
portal, settings must be added in the REQUEST TYPES location, specifically in the column SHOW
ASSISTANT. For detailed instructions on how to configure this, please refer to the PAYROLL REQUEST
TYPES.section.

3.1.14. TAX TABLE

For using the TAX TABLE solution, you need to activate the TAXTABLE marker in the APPLICATION
AREA SETUP.

The functionality described allows for the management of withheld income tax amounts for Estonian
employees working in Norway, following Norwegian tax regulations. In Norway, the income tax
percentage or amount is determined based on the number of days worked and the amount earned
during a specific period. The applicable percentage or amount for an employee is always on an
annual basis.

Annually, the Norwegian tax authorities review and, if necessary, adjust the national tax tables. As a
result, it's essential to regularly update these tax tables in the business system (BC).

In the employee card's sub-card TAX CARD, you can input the OFFICIAL TAX PERCENTAGE (%) or
OFFICIAL TAX TABLE set by the Norwegian government for the employee, which is used for
withholding income tax. Additionally, you have the option to input the ACTUAL TAX PERCENTAGE (%)
and TAX TABLE if, for any reason, the official percentage and table are not applied.

To use the information entered for an employee in the TAX CARD sub-card in payroll calculations, you
need to configure the corresponding settings in PAYROLL FORMULAS. Without these settings, the
information entered for the employee will be purely informative, and Norwegian income tax will not

be withheld.
Search -+ New B Edit List Delete B3 Active Entries Actions
» 01.01.2022 : 10,00 20,00
Field Explanation
From The dates of the tax card's validity period are entered. The period is always on an
Date/To annual basis.
Date
Official Tax | You can choose the applicable OFFICIAL TAX TABLE CODE for the employee from the
Table drop-down list. The tax table is used to determine the amount of income, the period

(number of days) over which the income was earned, and the amount of income tax
to be withheld accordingly.

Actual Tax | You can select the applicable TAX TABLE CODE for the employee from the drop-down
Table list if, for any reason, the official tax table is not applied. The tax table is used to
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determine the amount of income, the period (number of days) over which the
income was earned, and the amount of income tax to be withheld accordingly.
Official Tax | Enter the valid income tax percentage for the employee if the tax card has not been
% issued.

Actual Tax | Enter the applicable income tax percentage for the employee if no tax card has been
% issued and, for some reason, the official percentage is not applied.

Issued Date | Enter the date when the tax card was issued.

3.1.14.1. Tax tables

In order to select the applicable TAX TABLE on the EMPLOYEE’S CARD, it must be configured in
advance. In addition to the tax tables, you need to set up the validity PERIODS for the tables, UNITS,
and ENTRIES for legal income tax amounts.

To open the configuration, enter TAX CARDS in the BC search window and then open the
configuration window.

Tell me what you want to do o M
e thildre 5 sees Pre
Tax tables lhildren  Employees Previot
|ssets Employee Job Req
Go to Pages and Tasks Skills Employees Vehicle
Tax Tables (HRM4Baltics) Administration o Contact 1
Employee Tax Tables List (HRM4Baltics) Lists

Job Title

In the opened list, you describe the TAX TABLE CODE, DESCRIPTIONS, and enter the CURRENCY CODE
in which the accounting is maintained.

Tax Tables (HRM48Baltics Saved

Search + New B Edit List il Delete &5 Periods 5_ Units
- 1760 : Maksutabel 1760 NOK
1761 Maksutabel 1761 NOK

3.1.14.2. Tax Table Periods
The validity period for tax tables is one year, after which they are reviewed by the Norwegian tax
authorities and necessary corrections are made. Therefore, it's important to enter the validity

periods for tax tables under the PERIODS section by clicking on the ribbon menu button.

oo Tahle [
x Table P

Search + New % Edit List i Delete = entries £ [mport

- 2021 01.01.2021 31122021 5224
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3.1.14.3. Tax Table Units

Under the UNITS section in the ribbon menu button, the day count is configured. Specifically, the
Norwegian income tax calculation is based on worked days and the pay earned during those days.
However, the day count is not a one-to-one correspondence. For example, if an employee worked 16
days in one month, according to the tax table, this might be counted as 14 days, and 10 days could be
considered as one week.

Search -+ New & Edit List 3] Delete

Code 1 Working Time (Min Working Time (Max

- 1KUU : 18 365

1 NADAL 5 10
1 PAEV 1 1
14 PAEVA " 17
2 PAEVA 2 2
3 PAEVA 3 3
4 PAEVA “ -

Field Explanation

Unit Code Enter the symbol for the unit, which represents the count of days, weeks, or

months.
Working Enter the minimum count of days for the unit symbol entered in the previous

Time (Min) | column.

For example: 1 WEEK - A period of one week is considered from 5 to 10 days.
Working Worked days (maximum): Enter the maximum count of days for the unit symbol
Time (Max) | entered in the first column.

For example: 1 WEEK - A period of one week is considered from 5 to 10 days.

3.1.14.4. Tax Table Entries

The count of worked days, the amount of earnings during that period, and the amount (or
percentage) of income tax calculated on the earnings, as determined by the Norwegian tax
authorities, are configured in the list of entries for tax tables. This list can be accessed from the TAX
TABLES PERIODS list in the ribbon menu.

Search -+ New B Edit List i Delete  FEEntries & Import
- 2021 ; 01,01.2021 31.12.2021 5224

Entries can be added manually or imported using the import function, which is accessible from the
TAX TABLE PERIODS list in the ribbon menu.

In the list of entries, you describe the amount of earnings, the tax amount, and the number of days
over which the earnings were obtained.
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le Entries (HRM4Baltics)

() Search —+ New % Edit List Delete

-  Day i LPARY 220 1 PAEV
Day 1 PAEV 240 1 1 PAEV
Day 1 PAEV 260 4 1PAEV
Day 1 PAEV 280 6 1PAEV
Day 1 PAEV 300 9 1PAEV
Day 1 PAEV 320 12 1PAEV
Day 1 PAEV 340 14 1PAEV
Day 1 PAEV 360 17  1PAEV
Day 1 PAEV 380 19 1PAEV
Day 1 PAEV 400 22 1 PAEV
Day 1 PAEV 420 25 1 PAEV
Day 1 PAEV 440 27 1PAEV
Day 1.PAEY 460 30  1PAEV
Field Explanation

Unit Type Unit Type - Options:

DAY: Select if tax calculation is based on days.

PERCENT: Select if tax calculation is based on a percentage.

Unit Code Choose the appropriate uniT cope from the list of units configured in the tax table.
FOR EXAMPLE:

1 DAY

1 MONTH

3 DAYS
Base Enter the amount of earnings obtained during the period defined by the selected
Amount UNIT COST, on which tax needs to be calculated.

FOR EXAMPLE:

Employee worked 1 day and earned 300 NOK, then the income tax is 9 NOK.

Tax Enter the tax amount that should be paid on the earnings obtained during the
Amount period defined by the selected UNIT COST (days, weeks, or months), if the earnings
amount was earned within that period.

FOR EXAMPLE:
Employee worked 1 day and earned 300 NOK, then the income tax is 9 NOK.
Description | This column displays the description of the selected UNIT COST from the list of units.

3.1.14.5. External Projects

To calculate the foreign (e.g., Norwegian) income tax to be withheld from an employee's earnings,
you need to know the number of days worked in a foreign country per month, according to the
previously described tax tables. To achieve this, you should enter the project number and the start
and end dates when the employee worked on the relevant project into the EXTERNAL PROJECTS"sub-
card on the employee's card.

To access EXTERNAL PROJECTS, open the employee card and click on the RELATED/EXTERNAL
PROJECTS ribbon menu.

This information is essential for calculating the foreign income tax to be withheld from the
employee's earnings accurately.
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Employee Card (HRM4Baltics) (&) -+ 0]

TO12 - Mari Murakas

New Process Reports Contract Information  Personal info  Contact  History Actions| Related | Reports  Fewer opt
Global Contract Infomation Contacts History Working Schedule
Basic iformatian B Working Schedules - @ Details
Employee Jobs
No 1012 Sex —— . Employee
First Name Mari Tite s
= Gate Log
Last Name Murakas Search (8] External Projects
Personal ID 60101070825 Previous Name aasikas
Search - New ¥ Edit List Delete Y Active

h 4 ! ( Y"

2 T012 Mari Murakas Active 10 F N09877 01.09.2021 15.09.2021 15
TO12 Mari Murakas 20 NO N09888 10.10.2021 22.12.2021 74
Field Explanation
Employee This displays the number of the employee card for which the EXTERNAL PROJECTS
No. list is opened.
Employee It shows the status of the employee (active, passive, left, prospect).
Status
Line No. Automatically generated by the program, it's the row number.
Country Select the country code where the employee worked on an external project from
No. the drop-down menu.
External Enter the external project number with which the employee worked in a foreign
Project No. | country.
From Enter the date when the employee started working on the external project and
Date/To when they finished working.
Date
Days The program calculates the number of days based on the From Date and To Date.
Locked Mark the row with this marker if the employee is no longer associated with the
specific project.

3.1.15. JOB REQUIREMENTS

It is possible to add demands for employees both position-based and person-based. The EMPLOYEE
PROFESSION REQUIREMENTS list will display both the demands set for the employee on their card
and the demands arising from their position.
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t (HRM4Balt il
Search  Requirements Employee Filters
Date 04.11.2023
pl ed
A 100- 10%
1020-0. D D-kaa
1 03 Ed Kon dus : Bakalaureusekraa
ACO Holger-Kulgur Saviauk 1020-03 ULDINE k eled : Soome keel : Vilurnud
A001 Holger-Kulgur Saviauk 1020-03 ULDINE Training Meeskonnatoo : Koolitus : Sise. KO0025
To01 Karmen Kaks 1020-02 Vanemraamatupidaja ULDINE Docurment D-kaart
Karmen Kaks 1020-02 amatugidaja ULDINE Education Korgharidi
T001 Karmen Kaks 1020-02 Vanemraamatupidaja ULDINE Skih Keeled | Soome
T001 Karmen Kaks 1020-02 Vanemraamatupidaja ULDINE Training Meeskonnato : Koolitus ! Sise. KO0009
T001 Karmen Kaks 1020-02 Vanemraamatupidaja Asset Pohivara : Arvutid : Stlearvuti ARVUTIO0
T001 Karmen Kaks 1020-02 Vanemraamatupidaja Skib Hobid
T00) ! Karmen Kaks 1020-02 Vanemraamatupidaja Skill Hobid : Laulmine
T0016 Paife Kamm 0200-01 Juhatuse esimees ULDINE Document 1D-kaart

To add employee-specific requirements, you can go to the EMPLOYEE CARD menu and select
CONTRACT ->JOB REQUIREMENTS. You can also add demands from the EMPLOYEES LIST by activating
the employee's row and clicking on CONTRACT ->JOB REQUIREMENTS. from the menu. In the opened
window, you can configure requirements that apply only to a specific employee. Position-based
requirements are not displayed in this list.
You can make a requirement mandatory for an employee based on the following criteria:

DOCUMENT

TRAINING

EDUCATION

SKILLS

ASSETS

INSTRUCTIONS

EMPLOYEE FORM

FILE

You can add validity periods to all these requirements, specifying when a particular requirements is
mandatory for the employee. For example, if one of the mandatory training requirements is replaced
with another, you can set an end date for the previous requirement and add the new training
requirement as mandatory from a specific date. Since you can view the list of demands at any chosen
date, it will always show up-to-date information.

Employee-specific and position-based requirements are considered fulfilled if the required data is
entered for the employee. For example, if an employee is required to have an ID card, and the
employee's DOCUMENTS list contains a valid ID card, the corresponding demand in the EMPLOYEE
JOB REQUIREMENTS list will be displayed in black and marked as OK.
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HRM4Balti

Search + New [P Edit List Delete

Education : 01.022020 Higher Educa BA
Document 01.01.2017 D
Skill KEELED VENE 82

Training JUHTIMINE KOouTus SISE
Field Explanation
Required Select the type of requirements you want to make mandatory for the employee.
Type

Based on this field, you can conveniently sort the data in the EMPLOYEE
PROFESSION REQUIREMENTS list using quick filter buttons.

Required Enter the date from which this requirement becomes mandatory for the

From employee.

Required To | Enter the date until which this requirement is mandatory for the employee.

Document Select the document type to be made mandatory from the predefined list of

Type document types. The document can be, for example, a health certificate, a driver's
license, etc.

A mandatory document type should be set for rows where the REQUIREMENTS
TYPE is DOCUMENT.

Training Area | Select the training field to be made mandatory from the predefined list of training
fields.

Select it for rows where the REQUIREMENT TYPE is TRAINING.
Training Select the training type to be made mandatory from the predefined list of training
Type types.

Select it for rows where the REQUIREMENT TYPE is TRAINING.
Training Select the training subtype to be made mandatory from the predefined list of
Subtype training subtypes.

Select it for rows where the REQUIREMENT TYPE is TRAINING.
Education Select the mandatory educational level from the predefined list of educational
Level levels.

Select it for rows where the REQUIREMENT TYPE is EDUCATION.
Education Select the educational level symbol from the predefined list of educational level
Degree symbols. This is made mandatory based on the educational level.

For education, you can make either the educational level or both the educational
level and the educational level symbol mandatory. If only the educational level is
set as mandatory, for example, "Higher Education," then the demand is considered
fulfilled regardless of whether the employee holds a bachelor's, master's, or
another degree. If the educational level "Higher Education" and the educational
level symbol "MA" are both set as mandatory, the employee must have a master's
degree; otherwise, the demand remains unfulfilled.

When setting the mandatory educational level, keep in mind that the system
doesn't understand the content of educational levels. If "Higher Education” (BA) is

e




BCSitera

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

set as mandatory, but the employee's education is marked as "Higher Education”
(MA), the demand won't be considered fulfilled. In this case, the employee should
describe both BA and MA education separately under the education section.

Select it for rows where the REQUIREMENT TYPE is EDUCATION.

Skill Type Select the skill type symbol from the predefined list of skill types.
Code Select it for rows where the REQUIREMENT TYPE is SKILLS.
Skill Code Select the skill code from the predefined list of skill codes. To select a skill code, a
skill type code must be chosen beforehand.
Select it for rows where the REQUIREMENT TYPE is SKILLS.
Skill Level Select the skill level code from the predefined list of skill level codes. This field is
Code not mandatory. The configuration works even if the skill level is unspecified (e.g.,
English language is selected but no specific level is chosen).
Select it for rows where the REQUIREMENT TYPE is SKILLS.
Asset Select the asset category to be made mandatory from the predefined list of asset
Category categories.
Code
Select it for rows where the REQUIREMENT TYPE is ASSETS.
Asset Type Select the asset type to be made mandatory from the predefined list of asset
Code types. To select an asset type, you need to choose an asset category first.
Select it for rows where the REQUIREMENT TYPE is ASSETS.
Asset Select the asset subtype to be made mandatory from the predefined list of asset
Subtype subtypes. To select an asset subtype, you need to choose an asset category and
Code asset type first.
Profession Requirements (HRM4Baltics)
£ Search -+ New  EREditlist  [i] Delete
Education
Document
Skill KEELED VENE B2
Training
-2 Asset MUUD KAARDID KUTUSEKAART
Select it for rows where the REQUIREMENT TYPE is ASSETS.
Instruction Select from the predefined list of INSTRUCTUON CODE.
Code
Instruction For INSTRUQTION REQUIREMENTS, you can select the instruction code you want to
Template make mandatory. Instruction Template Select from the predefined list of
Code INSTRUCTION TEMPLATES. The template includes various training and education
activities. Selecting it allows you to make all the activities in the template
mandatory at once.
Description Displays the description corresponding to the selected requirement code.
Important Enter a marker if you want to display this demand in the EMPLOYEE PROFESSION

REQUIREMENTS list in bold.
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3.1.16. PERSONAL DOCUMENTS

Employee Card (HRM4Baltics)
TOO16 - Palle Kamm

New Process Reports Contract Information
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/.ﬂ

E\‘ \

B
_l_
=)

Personal Info

Contact History Actions

@s Education Bz Vehicles [E5] Personal Documents

Basic Information

!t Occupational Diseases @ Previous Experiences

No. T0016

First Name

‘ Palle

Sex | Male

Title | M.

Documents related to an employee can be accessed from the EMPLOYEE LIST by clicking on
PERSONAL INFO/PERSONAL DOCUMENTS. The information about documents entered here can also
be viewed in the EMPLOYEE DOCUMENTS report and the EMPLOYEE DOCUMENTS list.

To associate a file with a PERSONAL DOCUMENT, select the document row and press the ADD FILE
button in the factbox on the right side of the window from the FILES menu. Then, add the desired
file. Another option is to drag and drop the file(s) into the blue box in the window (as described in
the image below, labeled as "2 FILES”). The factbox panel displays a preview of the added files.
Previews are only displayed for file types supported by the user's browser.

Valid fr

@ Details I Attachments (0)

10.02

Files

(=3

Add File 2 files

? Preview File
| Preview ' |4 Save 3 Take Picture X
@ Save File

€3 Take Picture ¢

[l Delete nRson

ditud fail
€8 Open in Excel

The file is added to the employee's files under the source name EMPLOYEE DOCUMENTS. The file is
also added to the lists EMPLOYEE FILES and EMPLOYEES FILES.

Employee Documents (HRM4Baltics) Search + New [REditlst & Delete | Files

45 TUNNISTUS Tunnistus
SYND_TUN Sannitunnistus

FKDIFsS PASS sy

COVID TOEND  Covid

TER_TOEND  Tervisetbend

or.oaz022 18082022

PPA Poiitsei-ja Pirvaheamet

KOOLITAJA OU Kooitaja OU

L Poitses-ja Prtvalveamet

MNT Maanteeamet

ERP / HRM. CRM
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Field Explanation
Document No. Allows you to enter the document number.

Allows you to select from a dropdown list of document types. You can create
your own document types by selecting NEW in the dropdown list window at
Document Type the bottom left corner and entering the DOCUMENT TYPE and DOCUMENT
TYPE DESCRIPTION in the window that appears (see Document Type Setup for
details).

The field is automatically filled with the DOCUMENT TYPE DESCRIPTION
corresponding to the selected DOCUMENT TYPE (see the previous row).

Type Description

Document Subtype/ | From the dropdown menu that opens, you can select the subtype for the
Document Subtype | previously chosen document type. The description of the subtype is
Description generated automatically upon selecting the subtype.

Allows you to select from a dropdown list of DOCUMENT PUBLISHER. You can
create your own publisher by selecting NEW at the bottom left corner of the
dropdown list window and entering the Issuer and Name in the window that
appears.

Publisher

The field is automatically filled with the name corresponding to the selected
publisher (see the previous row).

Allows you to enter the start and end dates of the document's validity.
Valid From/Valid To | Document's validity end date is automatically added if the document type is
set with an expiration formula in the setup.

Publisher Name

Comment Allows you to enter a free-text note about the document.

Attachment Name | Displays the name of the attached file on the row.

If this field is marked, the information in the document row will not be

L
ocked presented in the EMPLOYEE DOCUMENTS report.

3.1.16.1. Document Types Setup

In the document list, you can choose from pre-configured document types. To configure new types,
the user must open the dropdown menu window and press NEW in the lower left corner. In the
opened list, you can describe the new document type and other related settings.

Document Types (HRMdBlaltics): A Seach (@ ) Anolyze b New Jelete T Edit List W Subtypes

0 0D-koart PPA SY-1D Abways
JUM_LUBA Autojuhilosd MNT

PASS Pass (2 1oy Aways
SYND_TUN
TER_TOEND
™V

100 Lwsa

TUNNISTUS

TUNNISTUS_ESMAAB! Esmanbianda tunnistus

Field Explanation

Code Enter the document code.
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Description | Enter the description corresponding to the document code.

You can enter a default publisher for the document type. When adding a document
Publisher to an employee, the issuer column is automatically filled. If necessary, the issuer,
automatically filled, can be manually edited.

You can set an expiry formula for the document type to determine the validity
period. When adding a document to an employee, the expiry date is automatically
calculated based on the issuance date and the formula.

For example:

2K - the document expires 2 months after issuance -> valid from 12.12.2021 to
12.02.2022

5A-1P - the document expires 1 day before 5 years -> valid from 12.12.2021 to
11.12.2026.

Expiration
Formula

Notify Depending on the document type, you can specify whether a notification is sent to
the designated person when the document expires. Other notification settings (who
receives the notification and how many days or weeks before expiration) are
configured in:

HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ADMINISTRATION/INFO
SETUP/ NOTIFICATION SETUP

Options:
EMPTY- no notification is sent.
ALWAYS - a notification is sent when the document of this type has expired or
not extended.
NOT RENEWED- a notification is sent only when the document of this type
has not been extended.
Use to When an employee moves from one company within a group to another, the data
Transfer entered on the employee card, including documents, can be automatically copied to
the new company. To specify which document types are included when copying, you
need to add a marker to the respective type.
Allows you to enter an external identifier for the document type, used for reporting
External ID |outside the company. For example, if the company is part of a group and a specific
identifier is required for reporting purposes, you can enter it here.

Subtypes can also be configured for document types, and for this purpose, there is a button called
SUBTYPES on the list of types

3.1.17. INFO ENTRIES

Preconfigured INFO TYPE tables allow users to add various employee-related information as INFO
ENTRIES. Users can easily configure and modify the INFO TYPE tables used in the company.

Specific INFO ENTRIES related to an employee can be entered from either the EMPLOYEE CARD or the
EMPLOYEES LIST under the location HOME/MENU/ PAYROLL AND HUMAN RESOURCE 365 MENU
/LISTS/EMPLOYEES LIST.

To open specific INFO TYPE entries related to an employee, click on INFORMATION ->INFO ENTRIES in

the employee card's ribbon menu, and then select the INFO TYPE name. The active list is displayed in
orange.

e
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Employee Card (HRM4Baltics) (/> —+ I
i

TO12 - Mari Murakas

New Process Reports Contract Information Personal Info Contact History Actions Re

r@ Info Entries [i_"a Skils [¥2 Instructions &l Assets Trainings %a Health Inspection 3 Brigades

Basic Information

No. 1012 Sex | Female

First Name ‘ Mari Title | Mrs.

You can view, enter, and modify INFO ENTRIES for all employees at once from the locations
HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/LISTS/PAYROLL INFO TYPES.

The configuration of INFO TYPES is done at the location HOME/MENU/PAYROLL AND HUMAN
RESOURCE 365 MENU/ADMINISTRATION/INFO SETUP/INFO TYPES.

3.1.18. SKILLS
You can enter and view a specific employee's skills information in the list called SKILLS.

To access the EMPLOYEE SKILLS list, follow these steps:
In the EMPLOYEE LIST, activate the corresponding employee's row, and press the action click
on the ribbon menu, INFORMANTION then select SKILLS.
From the specific EMPLOYEE CARD, click on the ribbon menu, INFORMANTION then select

SKILLS.
27
Employee Card (HRM4Baltics) ( V4 ) — [i]
oA
T012 - Mari Murakas
New  Process Reports  Contract Information Personal Info  Contact  History Actions Rel:

"8 Info Entries [ skils [¥2 Instructions &4 Assets [©] Trainings %o Health Inspection =3 Brigades

Basic Information

wn

No. T012 Sex | Female

== i jE— o e

A filtered list of EMPLOYEE SKILLS for the selected employee will open.

To add a new line of information related to a skill for the employee in the list, click NEW in
the ribbon menu. Enter the desired information in the new row.

To edit an existing row in the EMPLOYEE SKILLS list, click EDIT LIST in the ribbon menu. Make
the desired changes to the row.

ERP / HRM. CRM
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aved

B2 Edit List ¥ Delete

VENE Vene keel Al Algtase B2

RMT Raamatupidamine SPETSIALIST Spetsialist SPETSIALIST
KORVPALL

LAUL Lauimine

ased oskused JUHTIMINE Juhtimisoskus SPETSIALIST

Field

Explanation

Skill Type Code

Allows you to select the skill type code from the list of PAYROLL SKILL TYPES.

Skill Type Displays THE SKILL TYPE DESCRIPTION corresponding to the selected skill type

Description code from the list of SKILL TYPES.

Skill Code Allows you to select the SKILL CODE from the list of PAYROLL SKILLS for the
employee's specific skill.

Skill Displays the skill description corresponding to the selected skill code from the

Description list of SKILLS.

Level Code Enables you to choose the level code for the skill from the list of SKILL LEVELS
configured for the selected SKILL TYPE CODE.

Level Displays the level description corresponding to the selected LEVEL CODE.

Description

Requested Allows you to select the required level code from the list of SKILL LEVELS

Level configured for the selected SKILL TYPE CODE.

Requested Displays the skill level description corresponding to the selected required level

Level code.

Description

From Date Allows you to enter the date when the skill entered on this line became
effective, such as the date when the employee received a certificate or
qualification for the skill.

To Date Allows you enter the date when the skill level on this line is no longer valid, such
as the date when the employee received a higher-level certificate or
qualification for the same skill. In this case, you can close the previous skill level
row by entering a date in this field.

Skill Age Based on the dates entered in the FROM DATE and TO DATE fields, the
employee's skill experience is calculated. The calculation method for experience
must be pre-configured in PAYROLL SKILLS SETUP under the AGE CALCULATION
column.

Comment A free-text field for additional information.

Applied Displays the DOCUMENT NUMBER associated with the skill and its validity

Document periods from the EMPLOYEE DOCUMENTS list.

Required Credit | Shows the required credit points configured for the skill type.

Points

Skill Credit Displays the credit points received from training related to the specific skill.

Points

You can view the skills information for all employees at once in the EMPLOYEE SKILLS list.

e
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3.1.19. INSTRUCTIONS

The list is used to enter mandatory instructions and training for employees, which may have already
been completed or are still pending.

Employee Card (HRM4Baltics) (2) ! |

TO12 - Mari Murakas

New Process Reports Contract Information Personal Info Contact History Actions Related Rep

" Info Entries (6 Skils | [% Instructions | & Assets [®] Trainings %o Health Inspection [¥2 Brigades

Basic Information Show less

No T012 “e Sex Female v

First Name Mari Title Mrs. 4
Search + New Ex Edit List 5 Delete

valid

KOR2 KORISTAMINE 06.11.2022 06112022 06112026 T009 Pirgit
> KOR3 KORISTAMINE 06.11.2022 06.11.2022 06.11.2025 T009 Pirgit

Field Explanation

Instruction Select a pre-configured instruction/training code.

Code

Instruction Displays the description corresponding to the instruction/training code.

Description

Instruction Displays the type of instruction/training associated with the instruction code.

Type The type helps categorize different instructional activities.

Remark A free-text field for additional notes.

Instruction Enter the date of the instruction.

Date

Valid From This field is automatically filled with the same date as the INSTRUCTION DATE
field. You can manually change the date if needed.

Valid To Enter the date until which the instruction/training is valid. If the instruction code
has a default validity period, this field will be automatically filled. You can
change the date if necessary.

Instructor No. Select the employee card number of the person who conducted the
instruction/training from the dropdown menu.

Instructor Displays the name of the selected employee from the previous field.

Name

This solution can also be used with the EMPLOYEE PORTAL. From the employee portal, the employee
can submit information about their training and instruction through an application, or the
employee's manager can do it. In the REQUEST LIST OF HR MANAGER, the HR specialist reviews the
submitted data and approves the application. Once approved, the submitted data will automatically

appear in the employee card's INSTRUCTIONS.
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Additionally, this solution can be integrated with the PROFESSION REQUIREMENTS functionality (see
the relevant section). This allows making training/instruction mandatory for employees and tracking
their completion in the EMPLOYEE PROFESSION REQUIREMENTS list.

To open the list of all employees' instructions/training, enter EMPLOYEE INSTRUCTIONS in the search
window.

3.1.20. EMPLOYEE ASSETS

You can access the specific assets associated with an employee by opening the EMPLOYEE LIST and
then selecting EMPLOYEES: or by using the INFORMANTION/ASSETS option from the employee
card/list ribbon menu. In the opened window, you'll see the list of the relevant EMPLOYEE ASSETS.

Employees: | All L Search -+ New il Delete Process Reports Contract Information Personal
(@& Skills
No. T First Name Last Name Birth Date Sex s
|¥2 Instructions
1012 Mari Murakas 07.01.2001  Female otja
il Assets
T017 Siiri Saare 12.08.1965 Female raamatupid
%a Health Inspection
1015 Kekri Kadi
5| .
7020 Viktooria Holgur 05041973 Female & Info Entries
T024 Kaia Muna 08.09.2003 Male =3 Brigades
T098 Mango Rukis 12.01.1975 Male [ Working Schedules atupidaja
T1234 Dennis Tuvi 18.02.1970  Male TLOOG4 Raamatupidaja
Employee Card (HRM4Baltics) ( 7)) ]
T012 - Mari Murakas
New Process Reports Contract Information Personal Info Contact History Actions Related Rep
% Info Entries [ Skils |5 Instructions| &k Assets [®] Trainings %o Health Inspection [5% Brigades
Basic Information Show less
No. 7012 Sex Female v
First Name Mari Title | Mrs. 2
Last Name Murakas Search Name MM
Darcanal IN ANTNTNTNRDE Draviniie Nlama NMaacilac

By default, the list is filtered based on the work date, so you'll only see those assets that the

employee has in use on the specified work date.

If desired, you can remove or change the default filters and view other assets that the employee has

used.

ERP / HRM. CRM
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To link a file to an EMPLOYEE ASSET, select the corresponding row and click ADD on the right side of
the window's in the FILES factbox. The file will be added to the EMPLOYEE FILES with the name

Employee Assets (HRM4Baitics) /Saved of
O Search —+ New [@Editlist [ Delete i Conveyance of Assets (& Return of Assets 59 Clearance Form [k Files ® Y = @0
Asset Code Name Asset Status Asset Number Asset ID From Date ToDate W
KAART000S Kitusekaart Active 44434 343455 12022020 © Details  § Attachments (0)
~» ARVUTI002 +  Arvuti Lenovo Thinkpad Active 773666 776656 01.09.2017 g
Files
( Drag and drop a file here )

+ Add Preview | | Save €3 Take Picture X

Fllename

ERP / HRM CRM/ BI



BCSitera

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

Field Explanation

Asset Code This field allows you to choose an asset code from the ASSETS LIST that you want
to assign to the employee. This field is automatically filled when creating a new
employee asset using the functionality ASSET ADDS ASSET TO EMPLOYEE.

Name Displays the name corresponding to the ASSET CODE.

Asset Status Shows the status of the asset based on the selected ASSET CODE.

Asset Number

Displays the asset number associated with the selected ASSET CODE.

Asset ID Shows the ASSET ID corresponding to the selected ASSET CODE.

From Date Allows you to enter the date when the asset was handed over to the employee.
This field is automatically filled if the functionality ASSET ADDS ASSET TO
EMPLOYEE is used, and the responsible employee for this asset is set in the FIXED
ASSET GENERAL fast tab card related to this employee asset.

To Date You can enter the end date for when the employee stops using this asset.

In Use If the asset is used by multiple employees simultaneously, this field will display
the employee number of the other employee using it in red text.

Value You can enter the value of the asset. This is a freely fillable numeric field. By
default, it displays the value from the asset's fixed asset list for the selected asset
code, but you can change it if needed.

Asset Category | Displays the ASSET CATEGORY associated with the selected ASSET CODE.

Code

Asset Type Shows the ASSET TYPE related to the selected ASSET CODE.

Code

Asset Subtype | Displays the ASSET SUBTYPE linked to the selected ASSET CODE

Code

FA No. Shows the FIXED ASSET NUMBER corresponding to the selected ASSET CODE.

FA Description

Displays the FIXED ASSET DESCRIPTION related to the FIXED ASSET NUMBER of
the selected ASSET CODE.

FA Location It displays the LOCATION of the asset issued to the employee from the asset card.

Code By clicking on the location, you can view historical records of the asset's location,
showing where the asset was located from when to when.

FA Current Shows assets current location.

Location

FA Acquisition
Cost

Shows the AQUISITION COST related to the FIXED ASSET NUMBER of the selected
ASSET CODE.

FA Value Displays the residual value linked to the FIXED ASSET NUMBER of the selected
ASSET CODE.
PV Inactive Shows the inactive value related to the FIXED ASSET CARD of the selected ASSET
CODE.
FA Under Displays if the asset is on the MAINTENANCE from the fixed asset card of the
Maintenance selecte ASSET CODE.
PV Blocked Shows the LOCKED VALUE from the fixed asset card of the selected ASSET CODE.
Entry No Shows the order number of the entry in the employee assets list for the specific
employee. The entry numbers are added automatically as follows:
the first entry is numbered 1,
the second entry is numbered 2,
and so on.
Attachments Displays how many documents/files/attachments have been added to the

employee's asset list. You can ADD, OPEN, or DELETE attachments using the FILES
option in the factbox on the right side of the window.

e
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Usage Ending | Automatically calculates the end date of the allowed use based on the usage
Date period assigned to the ASSET SUBTYPE of the selected ASSET CODE.
Expiration Shows the EXPIRY DATE set for the asset.

Date

Assets can be added to an employee via the RESPONSIBLE EMPLOYEE (PAYROLL) field on the FIXED
ASSET CARD. By selecting the employee from the dropdown menu, to whom the asset is being
assigned, the asset is automatically added to the employee's asset list in the HRM4BALTICS solution.

PV000011 - Ford Mustang

Process Reports More options

General Show more
No PV000011 Search Description FORD MUSTANG

Description Ford Mustang Responsible Employee A001

FA Class Code POHI Responsible Employee (Payroll) T017

FA Subclass Code om g Responsible Employee Name ( Siiri Saare

Serial No Request Status

If the responsible employee is changed on the fixed asset card, the date of the change is added as the
return date for the previous user in THE TO DATE column, and the date of providing the asset to the
new employee is added as the change date, which follows the date of the change. The dates can be
modified if necessary in the opened window.

Edit - FA Dates 7 X

Do you want to update the employee asset ?

FA Old Location KONTORIS
Asset return date from previous resp. (Mari Murakas) 26.02.2024 [
Asset given date to new resp. (Kekri Kadi) 27.02.2024 g
FA New Location KONTORIS

Manually, you can add a new employee asset to a specific employee's EMPLOYEE ASSETS list by
selecting NEW in the EMPLOYEE ASSETS list's ribbon menu and filling in the required columns in the
newly added row.

You can create reports for the CONVEYANCE OF ASSETS and RETURN OF ASSETS from the respective

icons in the EMPLOYEE ASSETS list's ribbon menu or from the location:
HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/TASKS->ACTIONS-> CLEARANCE FORM.

3.1.21. TRAININGS

The training related to the individual and the associated costs can be accessed by navigating to the
EMPLOYEES list and then choosing the EMPLOYEES: ribbon menu and selecting INFORMATION ->

e
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TRAININGS. "Alternatively, you can access this information from the INFORMATION-> TRAININGS
option within the employee's card.

Employee Card (HRM4Baltics)

A003 - Hannes Koosla

=)
L

New Process Reports Contract Information Personal Info Contact History Actions Related Repor
o= ~ - . L -~ P
5 Info Entries (@ Skils [ Instructions B Assets [®] Trainings | & Health Inspection  [¥& Brigades
Basic Information Show less
A
No. |A003 Sex Male v
e
First Name Hannes Title Mr. v
Last Name Koosla Search Name HK
Personal ID 37406270345 Previous Name
ning Participants List (HRM4Baltics)
L Search New 5@ Edit List @ Delete [®] Training % Employee Training Cost Yearly =
rainng Plan Employee No Employee
i ing N Type i 4 Employee Name Profession Dest Amount
- KO0026 P Planned ADO3 Hannes Koosla Active Vastuvdtu juht 1 000,00
Xoo0027 Ajajuhtimine Planned AD03 Hannes Koosla Active Vastuvdtu juht 198,00
KO0028 Ajajuhtimine Planned ADO3 Hannes Koosla Active Vastuvétu juht 0.00
KO0029 Todohutus ja téotervishoid Unplanned  A003 Hannes Koosla Active Vastuvdity juht 6 020,00
KO0039 Soome keel Planned AD03 Hannes Koosla Active Vastuvdtu juht 0.00
Field Explanation

Education No.

Displays the unique identifier for THE TRAINING CARD

Training Name

Shows the name of the training corresponding to the training card
number.

Training Company

Displays the VENDOR NAME associated with the training from the

Name VENDOR LIST.

From Date Displays the start time of the training.

To Date Displays the end time of the training.

Amount Displays the total cost associated with the individual's training.

Training Dimensions Displays the costs related to individual training according to pre-set COST
costs TYPES and in sequence.

3.1.22. HEALTH INSPECTION

Employee HEALTH INSPECTION data can be added and viewed from the HEALTH INSPECTION CARD.
All the HEALTH INSPECTION CARDS for a specific employee can be opened from:
The EMPLOYEE LIST by selecting the respective employee's row and pressing INFORMATION->
HEALTH INSPECTION in the menu.
The respective EMPLOYEE CARD by pressing INFORMATION-> HEALTH INSPECTION in the

menu.

ERP / HRM. CRM
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Employee Card (HRM4Baltics)

TO12 - Mari Murakas

New Process Reports Contract Information Personal Info Contact History Actions Related Repol

"EInfo Entries  [83 Skils |33 Instructions Sy Assets  [@] Trainings | %o Health Inspection | [¥3 Brigades

Basic Information Show less
No. T012 Sex Female v
. A
First Name Mari Title Mrs. v
I act Nlama Miirakac Saarrh Nama MM
Health Certificates (MRM4Baltics)
2 Search T New Manage 51 Documents = Files More option
Health Check Health Check Neat Health Further Glasses
Status W Type Package Code Date Check Date Note Studies Massage Exigt
TEROO31 T Active Period 07.08.2022 09.08.2023

The respective employee's HEALTH CERTIFICATES list will open. The employee's health check records
list displays the information entered in the HEALTH CERTIFICATE CARD.

To open a HEALTH CERTIFICATE CARD, select the corresponding row and click MANAGE -> EDIT. To
create a new card, click NEW.

The HEALTH CERTIFICATE CARD consists of three fast tab cards: HEALTH CERTIFICATE, RESULTS, and
HEALTH CERTIFIICATE RISK FACTORS.

The HEALTH CERTIFICATE fast tab card displays the date of the conducted check and the healthcare
institution's details that performed the check. The employee's contractual information displayed on
the card is retrieved from the EMPLOYMENT contract sub card. If the employee's job details are
changed after creating the health certificate card, the data on the health certificate card remains
unchanged since the employee's health was checked against the job and its risk factors valid on the
check date. If necessary, the data can be edited manually.

ERP / HRM. CRM
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Health Certificate Card (HRM4Baltics) (&Z) + 0] / Saved
TEROO31
[ Documents |k Files L ]
Health Certificate Files~/
( Drag and drop a file here )

Healt Check Job : o
Health Certificate No TER0O31 Profession No. 0200-01 ., + Add Preview | | Save g3 Take Picture X
Status Active :

Profession Name Juhatuse esimees
Health Check Date 07.08.2022 =} ke e
Health Check Time Osakond No. 14 v {There is nothing to show in this view)
Company No. HO0001 ~ Osakond Name Teenindus
Company Name Qualitas AS Alliksus No.
Location Code PARNU MNT Alliksus Name -
Location Address Parnu mnt 134, Il korrus Todpere No v File Preview
Heaith Check Type Period i Taopere Name =
Package Code bt Grupp No.
Employee Info Grupp Name =
Employee No. T012

In the RESULTS fast tab card, the doctor's decision details are entered. To associate a file with the
HEALTH CHECK, such as the doctor's decision, click the ADD button on the FILE menu that opens on
the right side of the window and add the desired file. Another option is to drag and drop the file or
files into the FILE section of the factbox info window. The added files in the quick info window also
display a file preview. The preview is only shown for file types supported by the user's browser.

Health Certificate Card (HRM4Baltics) ( V4 ) -+ [i]
TEROO31

[ Documents K Files

Results
Next Health Check Date ~ |09.08.2023 = Eye Inspection

P ' Eye Inspection Date ‘ &=
Further Studies ® )

Left Eye Inspection ‘

Massage @ )

Right Eye Inspection ‘

Eyesight Changed @ )
Glasses Exists e )
Glasses Compensation ‘ 0,00
Glasses Compensatio... ‘
Resolution [ Health Certificate Proposals
Proposal ‘ -
Notes

ERP / HRM CRM/ BI
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In the HEALT CERTIFICATE RISK FACTORS fast tab card, the safety factors previously associated with
the profession are automatically added when creating the health certificate card. Automatically
added safety factors cannot be manually changed, added, or deleted.

Health Certificate Risk Factors Manage

FYSIO Fusioloogiline FY03 sundasendid- ja Higutused

> PSYH Psuhholoogiline PO2 stress

In addition to files, you can also add documents to the list in the EMPLOYEE DOCUMENTS from the
health certification card, such as a health certificate issued by a doctor or other document. To add a
document, use the EMPLOYEE DOCUMENTS button in the card's ribbon menu.

3.1.23. ABSENCES

Absences registered for a specific employee can be accessed by:
Selecting the corresponding employee row from the EMPLOYEE LIST and pressing HISTORY->
ABSENCES button in the ribbon menu.

Clicking on HISTORY-> ABSENCES in the ribbon menu when on the specific employee's card.

Employee Card (HRM4Baltics) (&) 0|
A003 - Hannes Koosla
New  Process Reports Contract Information  Personal Inffo  Contact | History Actions  Related R
*_ Holiday Balance [ Absences [, Payroll Entries
Basic Information Show less
No. A003 Sex Male v
First Name Hannes Title Mr. v
Last Name Koosla Search Name HK

The ABSENCE LEDGER ENTRIES filtered by the specific employee's card number are displayed.

e
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Absences (HRM4Baltics

O Search Absence

Employee No, +

A003
A0O3
ADO3
A003
A003
ADO3
ADO3
ADO3
ADO3
ADO3

ADO3

Actions

Employee Name

Hannes Koosla

Hannes Koosla

Hannes Koosla

Hannes Koosla

Hannes Koosla

Hannes Koosia

Hannes Koosla

Hannes Koosla

Hannes Koosla

Hannes Koosla

Hannes Koosla

Payment Filters Date Filters

From Date &
30.10.2023
09.01.2023
10,10.2022
22.08.2022
21.06.2022
06,05.2022
18.04.2022
18.04.2022
12.04.2022
12.04.2022

12.04.2022

Reports

To Date

31102023
13.01.2023
14.10.2022
31.08.2022
22.06.2022
06.05.2022
18.04.2022
18.04.2022
12.04.2022
12.04.2022

12.04.2022

Cause of
Absence Code

P_PUHKUS
P_PUHKUS
L_ISAPUHK
H_HAIGE

P_PUHKUS
P_PUHKUS
P_PUHKUS
P_PUHKUS
P_PUHKUS
P_PUHKUS

P_PUHKUS

Description
Puhkus
Puhkus
Isapuhkus
Haige
Puhkus
Puhkus
Puhkus
Puhkus
Puhkus
Puhkus

Puhkus

Méealuse 2/4, B korpus,

Absence Days

Date 1
30.10.2023
31.10.2023

Substitutions

Substitution

12618 Tallinn / itera.ee

Weekday
Monday

Tuesday

30.10.23 - 31.10.23 Holger-Kulgur Saviauk

By removing the filter in the opened window, all ABSENCE LEDGER ENTRIES for all employees are

displayed.

3.1.24. HOLIDAY BALANCE

To view an employee's holiday balances, you can click on HISTORY in the EMPLOYEES LIST/EMPLOYEES
CARD ribbon menu, then select HOLIDAY BALANCE.

In the opened view, you will see the employee's vacation balances according to the configurations

made in the CAUSE OF ABSENCE setup.

You can view vacation balances on a daily basis by entering the desired date in the DATE field. The
SALDO column will then display the balance of the respective type of leave, and the DAYS TYPE
column indicates whether the balance is in calendar days or workdays.

N\
Employee Card (HRM4Baltics) &{) + |
A003 - Hannes Koosla
New Process Reports Contract Information Personal Info Contact History Actions Related
*_ Holiday Balance | FE Absences  [EE, Payroll Entries
Basic Information Show Ie
No. A003 Sex | Male
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Employee Holiday Balance (HRM4Baltics)

Date 07.11.2023

Description

Isapuhkus

Oppepuhkus (tasemekoolitus)
Puhkus

Staazpuhkus

Taiendavad puhkepaevad

Talvepuhkus

3.1.25. PAYROLL ENTRIES

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

v/ Saved

B
=

Saldo Days Type
10 working days
16,18 days
10 days

To view all the PAYROLL ENTIRES registered in the payroll data for a specific employee:
Go to the EMPLOYEE LIST/EMPLOYEE CARD. Select the row for the specific employee you're
interested in. Click on HISTORY-> PAYROLL ENTRIES.

This will open a view displaying all the salary entries for the selected employee.

Employees:  All O Search -+ New [il Delete  Process - Reports Contract Information - Personal Info Contact History Il
A Holiday Balance
No. t First Name ! a5t Name Birth Date Sex Contract No Job Title
Main Contant [,‘—;\ Absences
0024 Tonu Tonurist TLOT09
12334 vdvdfbt TLO117
AQ01 Holger-Kulgur Saviauk 10,12,1957  Male TLOD76-4 Koristaja Active
A002 Kuldar Kuldar Kuldar Kul... Petersell Petersell Peterse... 04.03.1976 Male Active
A003 Hannes Koosla 27.06.1974  Male TL0077 Active
A004 Triinu Pommer 07.04.1991  Female TLOO39 Active
Employee Card (HRM4Baltics) @ =+ il
New Process Reports Contract Information Personal Info Contact History Actions
* Holiday Balance [E Absences | EE Payroll Entries
Basic Information
No. A003 Sex | Male
= SOV PRI ‘n .... Thla f Mr

This will open a view displaying all the payroll entries for the selected employee.

ERP / HRM CRM/ BI
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ayroll Entries
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HRM4Baltics | I=
O Search % Splitted Entries 'Y = 0
Views X
Emplayee No. Previous Accounting Pay
Al : Account No Contract No Amount  Description Period *
Filter list by 4010 i ADO3 19,00  Normtodpaevi kuus 2022-02 20
< Employee No. @ 4020 A003 1900 Todtatud tédpaevad 2022-02 20
A003 4030 ADO3 27,00 Kalendripdewi, ritkl. pihadeta 2022-02 20
b Filter 4040 ADO3 2700 Tootatud kalendripdevi kuus, va. rilklikud puhad ja.. 2022-02 20
5090 ADO3 7300 Normtunde kuus 2022-02 20

If you want to remove the filter and see all payroll entries for all employees, you can do so by

clearing the filter in the opened window.

3.1.26. CHILDREN

The list of employees' children can be accessed by clicking on CONTACTS/CHILDREN in the EMPLOYEE
LIST ribbon menu or CONTACTS/CHILDREN in the EMPLOYEES CARD ribbon menu.

Employee Card (HRM4Baltics)

TO12 - Mari Murakas

+

New Process Reports Contract Information Personal Info Contact History

sxs Children &% Related Persons e Insiders
Basic Information
No. T012 Sex | Female
First Name Mari Title I Mrs.

—

The information entered here is displayed in the EMPLOYEES CHILDREN list and in the EMPLOYEES

CHILDREN report.
Employee Children (HRM4Baltics) aved o
£ Search - New B2 Edit List [ Delete  E Files More options = = ©0
Child Name Personal 1D Birth Date Sox Age Attachment Name
> 1 ¢ TonuMurakas 01.03.2020 30 Files~
( Drag and drop a file here )

+ Add Preview | k4 Save £ Take Picture X
Field Explanation
Line No. The row number in the CHILDREN table.

Child Name

Allows entering the name of the employee's child.

ERP / HRM CRM/ BI
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Personal ID Allows entering the personal ID of the employee's child. Based on the personal
ID, the fields BIRTHDATE and SEX are automatically filled in.
Birth Date Allows entering the birthdate of the employee's child. If the PERSONAL ID field is

filled in or changed, the contents of the BIRTHDATE and SEX fields are
automatically updated.

Sex Allows entering the gender of the employee's child. If the PERSONAL ID field is
filled in or changed, the contents of the BIRTHDATE and SEX fields are
automatically updated.

Age Based on the date entered in the BIRTHDATE field, HRM4Baltics calculates the age
of the child in the AGE field. The age is displayed in complete years.

Attachment Allows adding a file related to the child and displays the name of the attached
Name file. To add a file, you should click on the field, which opens a window for adding
the file.

It is recommended to add the file through the factbox info window. Files added
through this method will also be displayed in the EMPLOYEE FILES list.

Comment Allows entering free-text information.

Locked If this field is marked, the information related to this child is not presented in the
EMPLOYEES CHILDREN report.

Invalid Allows marking whether the child has a disability. If the employee is entitled to

additional paid leave from the state budget due to the child's disability, when
entering absence in the ABSENCE JOURNAL you must select the child's number in
the row. This information is used in the Claiming Compensation from the State
Budget report.

To associate a file with an employee's child, select the relevant row and click on the ADD FILE button
that opens from the FILES dropdown menu on the FACTBOX panel on the right side of the window.
Another option is to drag and drop the file or files into the factbox.

Files

( Drag and drop a file here )

| Preview | Save £3 Take Picture X

The file is added to the employee's files under the source named CHILDREN. The file is also included
in the lists of employee files, both under the specific employee's files and in the general list of
employee files.

e
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Employee Children (HRM4Baltics)

O search -+ New B Edit List [if Delete|] [ Files More options
Line No. 1 Child Name Personal ID Birth Date Sex Age Attachment Name
- 1 :  Tonu Murakas 01.03.2020 30

3.1.27. RELATED PERSONS

In the list of related persons, you can enter the employee's contact persons, with whom you can get
in touch in case something happens to the employee. This list can also include business associations
or affiliations that the employee has.

Employee Card (HRM4Baltics) V4 4 fi]

0024 - Tonu Tonurist

New Process Reports Contract Information Personal Info Contact History Actic

saz Children | %% Related Persons i3 Insiders

Basic Information

No 0024 oos Sex

Search -+ New [ Edit List # Delete
> S1000007 :  Person Toomas Murakas ABIKAASA Abikaasa /] 56 66 55 43 Tammsaare 7-28
S1000007 Person Toomas Murakas ABIKAASA Abikaasa a Tammsaare 7-28
S1000016 Company Kuusepuu AS OSANIK Osanik 55745 678 Jahu 8
S1000016 Company Kuusepuu AS OSANIK Osanik Jahu 8
51000022 Company 4546656 Pirakas Pirukas OU OMANIK Firma omanik Sailakdik 9
Field Explanation
Contact No. Adds the related person's number from the configured numbering series.
Type Options:
e INDIVIDUAL
e BUSINESS ENTITY
Registry ID You can enter the related person's personal ID or registration number in this

field. Based on the ID number, the BIRTHDATE and GENDER fields are
automatically filled in

Relation Type | You can choose from preconfigured relation type codes. To describe new
Code relationship types, open the dropdown menu, select NEW, and provide
descriptions.

Relation Type | Displays the description corresponding to the relation type code.
Description

e
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Primary Indicates the person to contact first in case of any need by marking this field.
Phone No. Allows you to enter the related person's phone number.
Address You can enter the related person's address here.

3.1.28. EMPLOYEE FILES

You can view, edit, delete, and add new files associated with a specific employee in the EMPLOYEE
FILES list.

The EMPLOYEE FILES list can be accessed from the following locations:

e In the EMPLOYEES list, activate the row of the respective employee and select PROCESS / FILES.
* On the specific EMPLOYEE CARD, press the PROCESS / FILES menu.

By default, only files with the LOCKED field unchecked are displayed in the list, but users can change
this filter.

¢ To add a new file to the employee list, press ADD FILE in the open window, and select a file.

* To open a preview of an employee's file, use the PREVIEW FILE button on the menu. The preview is
only available for documents supported by the user's web browser. To open other files, press SAVE
FILE, and the file will be downloaded for you to open.

Employee Card (HRM4Baltics)

TOO1 - Karmen Kaks

New Process Reports Contract Information Personal Info Contact History

& Dimensions [ Custom Fields 2, Split Dimensions H Files == Folder

Basic Information

Employee Files (HRM4Baltics) Search [mEditlist [ Add File F Preview File & Save File f Delete

eated User Name

= 24002014 i Employee (HRM4Baltics) 553 K8 pa 16.10,2020 1216  Kalle Tamm

24002014 Employee (HRM4Baltics) 637K8 [+ 16.11.2020 15:16 Kalle Tamm
24002014 Employee (HRM4Baitics) 553 K8 jpg 16.11.2020 1517  Kalle Tamm
24002035 Payroll Ledger Entry 08 docx 14042021 1403 Ulle Kiivet
24002119 Employee Documents 08 docx 14.03.2022 131 Ulle Kiivet
24008844 Employee Asset 0B docx 27.10.2019 1033 ITERA\YLLEX
24008854 Health Certificate 0B docx 241020191505  ITERA\YLLEK

Field Explanation

Source Displays the table number from which the file was added.

Table No.

Source Shows the name of the table/source from which the file was added.

Name

Filename Displays the name of the added file.

Size Displays the size of the added file.

Fail Type Shows the type of the added file.

Created Shows the date and time of file creation.

Time

e
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Created Displays the Business Central username of the person who added the file to the
User Name | HRM4Baltics module.
Locked Allows marking whether the file is locked. If the field is marked, the file is considered

locked. By default, only files with the UNLOCKED field unchecked are displayed in the
list, but users can change this filter.

File Type This column is visible only when FILE TYPES is enabled in the APPLICATION AREA
SETUP, and file types are used. This solution allows configuring different file types,
sending files for approval, and, for example, creating contracts and other documents
for multiple employees at once and then downloading them as a zip file from the
EMPLOYEE CONTRACTS.

The column displays the designated type according to the FILE TYPE setup.

Request If the file has been sent for approval, the approval status is shown in this column.
Status

All employees' files can be viewed at once from the list of EMPLOYEE FILES.

3.1.29. EDUCATION

Specific employee-related education information can be entered and viewed in the EMPLOYEE
EDUCATION list.
The EMPLOYEE EDUCATION list can be accessed from the following locations:
From the EMPLOYEE LIST, activate the row of the respective employee and press the action
PERSONAL INFO-> EDUCATION.
From the respective EMPLOYEE CARD, press the action in the menu PERSONAL INFO->
EDUCATION.

Employee Card (HRM4Baltics) ¢ ) [

TO12 - Mari Murakas

New Process Reports Contract Information >ersonal Info Contact History Actions Related Repoi
@ Education s Vehicles [E] Personal Documents ! Occupational Diseases & Previous Experiences
Basic Information Show less
N
No T012 Sex Female v/
. A
First Name Mari Title Mrs. v)
Last Name Murakas Search Name MM
TO1 Marn Muraka
Educations (HRM4Baltics) O Search -+ New  [E Edit List | Delete  Ed Files Y
F e ;
- 01.09.2015 T 21062018  Graduated Higher Educa BA Bakalaureusekraad Finantsjuhtimine Eb

The filtered EDUCATION list specific to the selected employee will open:

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee
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To add a new row to the EMPLOYEE EDUCATION list for this employee, click on "NEW" in the
menu and enter the desired information for the new row.

To edit an existing row in the EMPLOYEE EDUCATION list, click on "EDIT LIST" in the menu and
make the desired changes to the row.

Field Explanation

Starting Date Allows you to select the entry date of the employee into the educational
institution.

Starting Year Allows you to select the entry year of the employee into the educational

institution. If the STARTING DATE field is filled on a row, the ENTRY YEAR field
is automatically filled based on it.

Date of Allows you to select the graduation date of the employee from the
Graduation educational institution.
Year of Allows you to select the graduation year of the employee from the
Graduation educational institution. If the DATE OF GRADUATION field is filled on a row,
the GRADUATION YEAR field is automatically filled based on it.
Status Allows you to choose the appropriate status of the education level for the
row. Possible options:
EMPTY,
COMPLETED,
INCOMPLETE,
STUDYING.

Allow Study Leave | Adds a marker if the employee is allowed study leave. The marker is not
related to registering study leaves but is for displaying study leave balances in
the LEAVE BALANCES report.
Education Level Allows you to choose the appropriate education level for the row.
Possible options:

PRIMARY EDUCATION,

SECONDARY EDUCATION,

HIGHER EDUCATION,

OTHER.
Education Degree | Allows you to choose the appropriate degree from the pre-set list of
EDUCATION DEGREES that corresponds to the education level entered in the
EDUCATION LEVEL column.
The dropdown menu for this field only offers those EDUCATION DEGREE for
which the EDUCATION LEVEL column has the same content as the EDUCATION
LEVELS column in the EDUCATION LEVELS list.
Education Degree | Displays the degree description that corresponds to the selected DEGREE

Description from the EDUCATION LEVELS list.

Speciality Code Allows you to choose the appropriate speciality from the pre-set list of
EDUCATION SPECIALITIES.

Additional Allows you to choose the appropriate additional speciality from the pre-set

Speciality Code list of EDUCATION SPECIALITIES.

Educational Allows you to choose the appropriate institution from the pre-set list of

Institution Code EDUCATION INSTITUTION.

Educational Displays the name of the educational institution that corresponds to the

Institution selected INSTITUTION list in the INSTITUTION DESCRIPTION field.

Description

No Diploma Allows you to enter the diploma number issued for the employee's education.

Diploma Date Allows you to enter the diploma date issued for the employee's education.

e
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Paid Amount Displays the amount that the company has paid for or reimbursed the
employee for the specific education or school. Amounts are entered through
the PAYROLL JOURNAL and linked to the employee's education row.

Education data is also used for generating the INF 14 report when the
company reimburses the employee for the costs of level studies.
Description A free-text field for additional information input.

You can view the education information of all employees at once from the list of EMPLOYEE
EDUCATION.

3.1.30. EMPLOYEE VEHICLES

You can enter and view information related to an employee's personal car in the list of VEHICLES. If
the employee receives a car allowance from the company, the information entered in this list is also
used in generating the INF 14 report by linking the compensation amount paid to the employee and
the details of the car used.

The list can be accessed from the following locations:

e In the EMPLOYEE LIST, activate the row of the respective employee and press the ribbon menu
PERSONAL INFORMATION->VEHICLES.

e On the EMPLOYEE CARD, press the ribbon menu PERSONAL INFORMATION/VEHICLES.

Employee Card (HRM4Baltics) (&)

TO12 - Mari Murakas

New Process Reports Contract Information Personal Info Contact History Actions
@ Education B Vehicles (£ Personal Documents ! Occupational Diseases & Previous Experiences

Basic Information

No. T012 [ Sex Female

Employee Vehicles (HRM4Baltics) Soarch + New @ Edit Lint Deolete k4 Files & Dimensions A Exporse Reports
> TB9AK Suziski 15.02.2023 31052023 10,00

To add a new row to the opened list, press the ribbon menu NEW and enter the desired information
for the row. To edit an existing row, press the ribbon menu EDIT LIST and make the desired changes

to the row.
Field Explanation
Vehicles Registration Plate | Enter the vehicle's registration number.
Vehicle Description Enter the vehicle's description, e.g., make and model
From Date Enter the date from which the employee has been using the car
and/or from which the compensation for using the car is paid.
To Date Enter the last date of using the car.

e
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Average Fuel Consumption | It allows entering the average fuel consumption of the vehicle.
The fuel consumption is used in the self-service portal's vehicle
expense reports when it is necessary to determine the fuel
consumption incurred for official trips.

Locked By entering the LOCKED marker, the corresponding car will no
longer be displayed in the list.

Simultaneously, an employee can have multiple different vehicles in use. In the INF 14 report, data
for all cars will be included, and the compensation amount paid will be proportionally distributed.

Information about the vehicles for all employees can be viewed at once in the EMPLOYEES' VEHICLES
list.

3.1.31. WARNINGS

Information about warnings issued to an employee can be added and viewed in the WARNINGS list.
To access the list:

e From the EMPLOYEE CARD, press the ribbon menu RELATED/INFORMATION/WARNINGS.

To add a new warning, use the ribbon menu button NEW, and to edit an existing one, use MANAGE/
EDIT.

Employee Card (HRM4Baltics)

0024 - Tonu Tonurist

New Process Reports Contract Information Personal Info Contact History Actions
Global Contract v Contacts History Working Schedule
i - 3_‘3, Skils
Basic Information Show |
[% Instructions
No 0 ] Sex
iy Assets
First Name Title

-
(®] Trainings

Last Name L Search Name T
%3 Health Inspection

Personal ID ) Previous Name
! Occupational Diseases

Job Title Nickname
<] Occupational Accidents

Serniority - Employee Position
« Previous Experiences

Education Level Fontes Manager Type
=p Warnings

Status A Health Inspection
& Rewards

Rirth Nata TS Emnlavaa Ceatiie Altiiuna

e



BCS itera Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

H-0002

°
Warning Files
one file
H-0002 Warning Descriptio Hilines toole 2 h, ilma pdhjuseta

Ermployes No 012 4 Add | 7 Preview | ) Stve | €3 Take Picture | X

Waming Date 02.12.2019 8

Publication Date 03.12.2019 8 -

alid From Date 03122019 8
alid To Date 31.05.2020
g Type HILINEMINE
k (]

Employee Info

Emplovee Status Active Osakond N 14

Field Explanation

Warning No. Depending on the configuration, the warning number is either
automatically added or can be added manually.

Employee No. Employee card number to whom the warning is issued.

Employee Name Name of the employee to whom the warning is issued.

Warning Date Enter the date when the warning is issued.

Publication Date Enter the date when the warning is notified to the employee.

Valid From Date Enter the start date of the warning's validity.

Valid To Date Enter the last date of the warning's validity.

Warning Type Choose from the predefined warning types in the dropdown
menu. To add a new type, select NEW in the dropdown and
enter a new code and description.

Warning Type Description | Displays the description corresponding to the selected type.

Locked Marking the field as LOCKED will no longer display the respective
warning in the list.

Warning Description A free-text field to describe the reason for the warning.

The fast tab EMPLOYEE INFO displays data from the employee card and contract lines.

3.1.32. REWARDS

You can add recognitions to an employee and view existing ones in the REWARDS list. Entered
monetary recognitions that are to be paid to the employee can be sent directly from the list to the
payroll journal, where the amount can be registered for payroll calculation.

The list can be opened from the EMPLOYEE CARD by pressing the ribbon menu RELATED/
INFORMATION/ REWARDS. In addition, you can add recognition from the general list of recognitions,
which can be found at HOME/LISTS/ REWARDS. In the company-wide recognition list, you can select

the desired rows of recognition and send them all at once to the payroll journal.

e
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Press the NEW ribbon menu button to enter a new recognition, or press MANAGE/EDIT LIST to edit

an existing one.

Additionally, it is possible to import recognitions from Excel. The import option is available both in
the employee-specific list and in the general list.

Employee Card (HRM4Baltics)

TO12 - Mari Murakas

New Process Reports Contract Information Personal Info Contact History Actions Related
Global ~ Contract Infomation v Contacts History Working Schedule ~
. . [%2 Skils

Basic Information Show less
[ Instructions

No T Sex Female 3]
B4 Assets

First Name Title Mrs. v
[®] Trainings

Last Name N, Search Name MM

— &3 Health Inspection

Personal ID 6 ) ) Previous Name Maasikas
! Occupational Diseases

Job Title i : ) Nickname
=] Occupational Accidents

Serniority = . . Employee Position v
e Previous Experiences

Education Level Fontes Manager Type v
[ Warnings

Status A Health Inspection Q
& Rewards

a a
Search -~ New [ Edit List il Delete &% Import from Excel |7 Add to Journal =

- 1004 iT012 Mari Murakas 29.11.2022  PREEMIA Preemia RAHA Rahaline Al

Field Explanation

Reward No. Each recognition is assigned a number from a number series, which must

be configured in the location NO. SERIES and assigned in the PAYROLL
SETUP to the field REWARD DOCUMENT SOURCE NO..

Employee No.

Displays the employee number for whom the recognition is added.

Employee Name

Displays the name of the employee for whom the recognition is added.

Reward Date

Enter the date on which the recognition is made.

Reward
Category/Description

Select a suitable value from the pre-configured REWARD CATEGORIES. To
configure a new category, press +NEW in the drop-down menu and
describe the new category.

Reward
Type/Description

Select a suitable value from the pre-configured REWARD TYPES. To
configure a new type, press +NEW in the drop-down menu and describe
the new type.

Reward Description

Free-text field for describing the recognition.

Amount

If it is a monetary recognition, such as a bonus, enter the gross amount to
be paid to the employee. The amount can be sent directly from the list to
the PAYROLL JOURNAL, where it is registered for payroll calculation. To

e




BCS itera Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

send it to the payroll journal, use the ADD TO JOURNAL button on the
list's ribbon menu. As a result, a payroll journal is created with the
recognition amount added to the worksheet REWARDS.

Registered Registered marker appears after the recognition amount has been added
to the payroll journal worksheet.

Dimensions For monetary recognitions, it is possible to associate the recognition with
specific dimensions.

Attachment Files can be added to the recognition. To add a file, use the fact box on

the right called FILES. The number of attached files is then displayed in
the ATTACHMENTS column.

3.1.33. PREVIOUS EXPERIENCES

Specific employee's previous work experience details can be added and viewed from the PREVIOUS
EXPERIENCES list.

All work experience data for a specific employee can be accessed by:

e Activating the respective employee's row in the EMPLOYEE LIST and pressing ribbon menu
PERSONAL INFO/PREVIOUS EXPERIENCES,

* Pressing the ribbon menu PERSONAL INFO/PREVIOUS EXPERIENCES on the respective EMPLOYEE
CARD.

Employee Card (HRM4Baltics) & -+ (]

TO12 - Mari Murakas

New Process Reports Contract Information Personal Info Contact History Actions Related Report
#s Education Hs Vehicles [ Personal Documents L Occupational Diseases & Previous Experiences
Basic Information Show less
No. T012 Sex Female &
2 Search -+ New [ Edit List i Delete
- 12031997 i 31032002 5 SELVER Selver As KUENDITEEN... Klienditeenindaja Klientide teenindamine Tiit
Field Explanation
From Date Allows entering the date when the employee started working at the
respective previous position.
To Date Allows entering the date when the employee left the respective previous
position.
Seniority If columns FROM DATE and TO DATE are filled, it displays the work tenure at
that position.
Employer Code Allows selecting a suitable symbol for the previous employer from the pre-set
list of PREVIOUS EMPLOYERS.
Employer Name Displays the name of the previous employer corresponding to the selected
symbol from the list PREVIOUS EMPLOYERS.

e
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Job Code Allows selecting a suitable symbol for the previous position from the pre-set
list of PREVIOUS JOBS.

Job Title Displays the position title corresponding to the selected symbol from the list
PREVIOUS JOBS.

Job Description Allows entering information about the job duties for the respective previous
position — free-text field.

Referee Name Allows entering the name of the referee associated with the previous
position — free-text field.

Referee Phone Allows entering the phone number of the referee associated with the

Number previous position — free-text field.

Referee E-mail Allows entering the email address of the referee associated with the previous
position — free-text field.

3.1.34. OCCUPATIONAL ACCIDENTS

Information related to work accidents involving an employee can be entered and viewed in the
OCCUPATIONAL ACCIDENTS list.

The specific OCCUPATIONAL ACCIDENT list for an employee can be accessed from the following
locations:

e Activating the employee's row in the EMPLOYEES list and selecting
RELATED/INFORMATION/OCCUPATIONAL ACCIDENT from the ribbon menu.

* From the employee's card, pressing the ribbon menu RELATED/INFORMATION/OCCUPATIONAL
ACCIDENT.

Employee Card (HRM4Baltics) (Z ) —+ [

TO12 - Mari Murakas

New Process Reports Contract Information Personal Info Contact History Actions Related Reports
Global Contract Infomation Contacts History Working Schedule
- x (€ skils
Basic Information Show less
|5 Instructions
No T Sex | Female v
&y Assets
First Name Title | Mrs. 2

N
[®] Trainings

Last Name N, Search Name MM
& Health Inspection

Personal ID 6 ) ) Previous Name Maasikas
. Occupational Diseases

Job Title V[T - Nickname
g U Occupational Accidents

-

Serniority - : > Employee Position
e Previous Experiences

<«

Education Level Fontes Manager Type

'_
2 Warnings

Status A Health Inspection e
& Rewards

“>

Rirth Nata 0701 2001 A VITS Fmnlauss Statuc | Aktiivne

The OCCUPATIONAL ACCIDENT list for the employee opens. To add a new OCCUPATIONAL ACCIDENT,
press the ribbon menu NEW and enter the required information in the row. To edit an existing

OCCUPATIONAL ACCIDENT, press the ribbon menu EDIT LIST and make the desired changes.
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To associate a file with a work accident, press the ADD button on the FILE ribbon menu on the right
side of the window, and add the desired file. The file will be added to both the EMPLOYEE FILES and
EMPLOYEES'FILES lists.

It is also possible to link a work accident to an absence recorded in the ABSENCES, for example, if a
doctor has issued sick leave related to the work accident. The prerequisite for linking the absence is
the configuration in the CAUSE OF ABSENCE/ CAUSE OF ABSENCE CARD/FAST TAB CHECKING AND
SETUP/MARKER ACTICVE OCCUPATIONAL ACCIDENT.

To link the absence to the work accident, press the list ribbon menu APPLY ABSENCE. A list of
absences will open, allowing you to link the accident with the absence. The related absence data will

be displayed in the fact box of the ABSENCES list.

If an incorrect absence is accidentally associated with the accident, you can unlink it by pressing

Save
Search - New H2Editlist [§ Delete [ Files  Jo Applied Absences B Apply Absence  “o Unapply Absence = a
Emple e N.
v tatus Employeelob Title oot No. =
r Files~
> | T012 :  Mari Murakas Active Vastuvitja 1 08.10
6 one file
+ Add Preview |4 Save £3 Take Picture X
Rapart.nc 561
Absences
Desciption
08102019 ¢ 20102019 Haigusleht, 1566

3.1.35. OCCUPATIONAL DISEASES

Information related to occupational diseases associated with an employee can be viewed in the
OCCUPATIONAL DISEASES LIST.
To open the OCCUPATIONAL DISEASES LIST for a specific employee:
Activate the employee from the EMPLOYEE LIST and press the ribbon menu PERSONAL
INFO/OCCUPATIONAL DISEASES.
From the corresponding EMPLOYEE CARD, press the ribbon menu PERSONAL
INFO/OCCUPATIONAL DISEASES.

The current list of OCCUPATIONAL DISEASES for a specific employee will be displayed.

To add a new OCCUPATIONAL DISEASE, press the NEW button on the ribbon menu and enter the
necessary information in the opened OCCUPATIONAL DISEASE CARD. To edit an existing
OCCUPATIONAL DISEASE CARD, press the EDIT button on the ribbon menu and make the desired

changes on the opened OCCUPATIONAL DISEASE CARD.
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To associate a file with the OCCUPATIONAL DISEASE, press the ADD FILE button on the FILE ribbon
menu on factbox. The file will be added to the EMPLOYEE FILES with the source name OCCUPATIONAL

DISEASE.

Employee Card (HRM4Baltics)

TO12 - Mari Murakas

@

+

New  Process  Reports  Contract  Information | Personal Info | Contact  History Actions  Related  Reports
% Education = Vehicles Personal Documents ! Occupational Diseases & Previous Experiences
. . (
Basic Information Show less
No. ’TO‘IZ Sex | Female v I
I 1 A

Employee Occupational Diseases o

o Se.mh Manage |k Files Mare options 2 Y =0

Locked
Diagnasis Date Diagnosis Description Report Date Heport No, h 4
01.052019 Seljadiski sopistus 24102019 67 Files
2 files
+ Add Preview | |4 Save | £3 Take Picture | X
Employee Occupational Disease Card 2) -+ ® /Saved
H Files More options [ ]
Uldine Files
2files

"
ErriieG Wiz v Report Date 24102019 i
Employee Name Mari Murakas Report No. 67 + Add Preview | | Save 3 Take Picture X
Diagnosis Date 01.05.2019 B Linckadl 6 B

. g = Filename
Diagnosis Description Seljadiski sopistus
=— Raport ne 56 1
Arsti otsus
Employee Occupational Diseases Risk Factors Manage & B
Risk Factor

fisk Type Code Risk Type Description Code Risk Factor Description Risk Leyel
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3.1.36. EMPLOYEE EXEPTIONS
In the EMPLOYEE EXCEPTIONS list, you can grant special privileges or exceptions to an employee.

Employee Exeptions (HRM4Balrics)

£ Search -4~ New 8% Edit List

Employes No, T

-»

[ Delete

HR Specialist

[ B < < B <<

Working Schedule
Allow inserting hours  Portat Allow to

on holidays create employee

' Saved

Alow Others Expense

Allow Merge Events feport

Show Job Queve
Erroe Notification
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Field

Explanation

HR Specialist

This marker grants the employee additional rights. HR Specialist
can: submit, withdraw, process holiday applications on behalf of
others, change substitutes in approved applications, submit
holiday applications on behalf of others that do not comply with
the rules set for the absence type, submit expense reports on
behalf of others, and view the list of holiday applications.

Allow inserting hours
on holidays

Employees can enter work hours for vacation days in the project-
based employee table accessible from the self-service portal.

Create employee

Employees can submit a request for new employee data in the
manager's view of the self-service portal. The request is then sent
to the HR specialist, who can create a new employee card based on
it.

If an employee is allowed to add new employees from the portal,
they also have the right to view all employees' expiring holidays in
the self-service portal.

Allow Merge Events

Grants the employee the right to link similar events into one event.
Other users will not see the link button. Event linking can be done
in the location SIMILAR EVENTS (HRM4BALTICS).

Allow Others
Expense Reports

Grants the employee the right to create and submit expense
reports on behalf of other employees.

Show Job Queue
Error Notification

Displays workflow entry error messages related to the
HRM4Baltics solution in the employee's self-service portal window.
The error message can directly open the list of job queue entries.

3.1.37. EMPLOYEE SICK LEAVES

Employee sick leave queries over X-road can be initiated from the EMPLOYEE CARD ribbon menu by

clicking on ACTIONS/SICK LEAVES/SICK LEAVE REQUEST.

Employee Card (HRM4Baltics)

TO12 - Mari Murakas

New Process Reports

[3 send User

Basic Information

E® Copy Employee

Contract Information Personal Info Contact History

Actions

Connections I% Pension Fund & Sick Leaves

B! Sick Leave Request

&l Sick Leave Request Log

No. T012 Sex Female
First Name Mari Title Mrs.
Last Name Murakas Search Name MM

The user is presented with a query window filtered based on the employee's personal identification

code.

e

Related

[® Working Register

“»

“»
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Filter Page SOX

| Filter: Sick Leaves

Personal ID 60101070825

From Date 211120

e

All queries related to sick leaves made in the BC for the employee can be viewed from the EMPLOYEE
CARD ribbon menu by clicking on ACTIONS -> SICK LEAVES -> SICK LEAVE REQUEST LOG.

If the same sick leave information is imported multiple times from the Health Insurance Fund, it will
be reflected in the corresponding query log on multiple lines.

For all employees at once, the sick leave data exchange over X-road can be initiated from the
location: HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ACTIONS/SICK LEAVE REQUEST.

3.1.38. EMPLOYEE INFORMATION

To extract information from employee data, click on the REPORTS-> EMPLOYEE REPORTS-> EMPLOYEE
INFORMATION button on the EMPLOYEE CARD ribbon menu. In the opened window, you can choose
which employee data you want to include in the report. By default, the following employee data are
included in the report: CHILDREN, EDUCATION, DOCUMENTS, BANK ACCOUNTS, ACCIDENTS,
DISEASES, EXPERIENCES, TRAININGS, HEALTH, INSIDER, ABSENCES. Unchecking the respective boxes
will exclude the corresponding data from the report.

In the employee list, you can open the same report by selecting REPORTS -> EMPLOYEE
INFORMATION from the ribbon menu. In the opened window, select the employee card number in
the EMPLOYEE fast tab. for whom you want to create a report.

Employee Card (HRM4Baltics) i (]

0024 - Tonu Tonurist

New Process Reports  Contract Information Personal Info Contact History Actions  Related Reports

Salary Reports Employee Reports Absence Reports

. R & Employee Information
Basic Informatio Show less

i@ employees List

No = Sex
ld! Employee Contracts
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Printer (Handled by the browser)
Options
ildrer e
Educat Q
Document [ o]
Bank Accounts [ o]
Actidents [ o]
Diseases [ o]
Experienc [ o]
Training @
Heaith m
sicler Q
Absence @
Send to.. Print Proview & Close Cancel
3/29/2024 10:30:35 AM +02:00
EMPLOYEE INFORMATION Ulle AS
Name: Paul Praanik
Personal ID: 51808190021
Birth Date 19.08.18
Address Kaare tee 23, Tallinn 10119, Harju
maakond, Eesti
1
Mobile Phone 54673322
E-Mail paul@gmail.commm
Citizenship Eesti
Bank Accounts
Bank Name IBAN Receiver Name Amount Percentage
AS SEB Pank EE641010010317154014 Paul Préanik

3.1.39. COPY EMPLOYEE

Data entered on the employee card and sub-cards can be copied from one company to another or

within the same company to a new EMPLOYEE CARD. The prerequisite for copying data is to have

previously configured settings in the following locations:
HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/LISTS/PAYROLL ACCOUNTS
HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ADMINISTRATION/PAYROLL

INFO/PARAMETERS

SETUP OF DOCUMENT TYPES

ERP / HRM CRM/ BI
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To copy employee data, first, create a new empty EMPLOYEE CARD and add a number manually or
automatically according to the number series setup.

On the EMPLOYEE CARD click on ACTIONS, then COPY EMPLOYEE for copying data.

Employee Card (HRM4Baltics) [: V4 ) = ]

A003 - Hannes Koosla

New  Process Reports  Contract  Information Personal Inffo ~ Contact  History Actions Relat
[} Send User E@ Copy Employee Connections {#} Pension Fund 2 Sick Leaves - EB Working Regis

A window will open where you can specify from which company, which employee, and which data to

copy.
Copy Employee (HRM4Baltics | & T 3 =
A003 - Hannes Koosla
23 Copy Employee More options
Copy Employee
Company Mark All . ‘
Employee No Employment ._i
Employee Name Non Resident .7
Only New Lines @ Inactivities ® )
With Dimensions .i Contracts C )
With Structure @ Fontes ® )
Check Data @ Salries (I
Includes entries (to ca ‘.i Parameters .—
Bank Accounts @
Children '.; )
Relatives @ )
Field Explanation
Company From the drop-down list, you can choose the company from which you want

to copy employee data.
Employee No. | You can select the employee from the drop-down list whose data will be

copied.
Employee The selected employee's name will be displayed from the EMPLOYEE NO.
name field.

Only new lines | By adding a marker to this field, only newly added rows from the selected
employee's data will be copied. This is useful when an employee moves
between the same company’s multiple times, and you only want to include
data added during the interim period.

e
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With When adding the marker, the copying process will also include the values of
Dimension dimensions added to the employee card in another company.

With Structure | Adding the marker will include organizational structure data when copying
the employee's information, where the employee worked in another
company.

Check Data Adding the marker will validate the copied data by checking if there are
matches in the configuration of the new company. For example, when
copying employee salary data (TASU_TUND), the corresponding salary type
(TASU_TUND) must also be configured in the target company. If data is not
checked, the information is copied and saved without validation against the
configuration.

Includes By adding a marker to this field, the employee's absences for the last 7
Entries (to months and the necessary sums for calculating the average will be included.
calculate To include these sums, the copying company must have a configuration set
average) for the field COPY TO ACCOUNT NUMBER in the PAYROLL ACCOUNT CARDS,

and these accounts must exist in the target company.

After selecting the company and employee, and adding the markers, you need to press the COPY
EMPLOYEE button on the ribbon menu.

t

TRI-0223 - JURI HAAG

Copy Employee

Lum\ Mark All o)
1
Employee No TODOS Employment Q

(:)) Do you want to copy the information?
=

With Structure Yes No

Includes entries (to ca ® ) Parameter 0

If the CHECK DATA marker is added, the program displays error messages if there is no match for the
copied data in the configuration.

When copying only newly added rows of an existing employee (if the employee already has a card in
the company), the program generates an error message indicating that the copied personal
identification code is already in use. Pressing the OK button in the notification window proceeds with
copying the data.

When copying an employee without employment data, a new employment record is automatically
created for the employee. The start date is set to the day following the end date of the previous
employment in the other company. Additionally, the SENIORITY DATE is automatically added to the
record, using the start date of the previous employment in the other company. The creation of a new
employment record is conditional on the termination of the employee's previous employment in the
other company.

e
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3.2. All Companies Employees

Group companies have the option to view employee data across companies in a unified list based on
dates. This is a type of report list where data is displayed in real-time from different companies into a
single list.
To access cross-company data, you can open the following lists:

EMPLOYEE LIST

SKILLS

ASSETS

CHILDREN

EDUCATION

To access the cross-company employee list, go to: HOME/MENU/PAYROLL AND HUMAN RESOURCE
365 MENU/LISTS/COMPANIES EMPLOYEES.

To open other cross-company lists, use the INFORMATION button on the employee list ribbon. By

default, the lists display data as of the current date. To change the date, click the MORE
OPTIONS/ACTIONS/CHOOSE DATE button while viewing the list.

Total 130 (101123

Payroll All Companies Employees L0 Search  New Reports Information More options =
Comparry Name * No.? Furst Name Last Name Birth Date Ses b Title Status W Nov
Ulle AS TRI-0155 Tarvi Toomepuu 03022002 Male Vanemraamatupidaja Active
Ulle AS TRI-0164 Priit Pullerits 23102002 Male Active
Ulle AS TRI-0165 Priit Pullerits 23102002 Male Raamatupidaja Active
Ulle AS TRI-0167 Marianne Komm 22071977  Female Pearaamatupidaja Active
Utle AS TRI-0170 Mati Talv Active
Ulle AS TRI-0188 Kana Munes 13.09.2007 Active
Ulle AS TRI-0192 Silvi Kalmet 2509.1979  Female Active
Ulle AS TRI-0194 Marko Tamm Active
Ulle AS TRI-0198 Vello Vaher 23031978  Male Raamatupidaja Active
Ulle AS TRI-0199 Vello Vaher-Kuusk 21031978 Male Raamatupidaja Active
Ulle AS TRI-0200 Velio Vaher-Tund 2303.1978  Male Raamatupidaja Active
Ulle AS TRI-0201 Velio Vaher-Graafik Active
Ulle AS TRI-0211 Test Uus-Tootaja Active
Ulle AS TRI-0218 Jaan dfghjk Active
Olie AS . TRI-0220 Paul Prasnik 19.08.2018 Male Active

repTotal Total: 130 (10.11.23)

The data in these lists is for viewing only, and editing is not possible. To edit data, you need to open
the relevant company and access the EMPLOYEE CARD.

You can configure which companies' employee data is displayed in the list at HOME/MENU/PAYROLL

AND HUMAN RESOURCE 365 MENU/ADMINISTRATION/CONFIGURATION/PAYROLL SETUP/FAST TAB
NUMBERINGS AND LINKS/FIELD COMPANY GROUP.

ERP / HRM. CRM
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3.3. Central Employees

The functionality of a centralized employee list provides a group of companies with the ability to see
all employees across different companies and part of their data in a unified list. A new employee
record is created in the company where the employee actually works, but their information is
synchronized and stored in a central list visible to all group companies where the marker CENTRAL
EMPLOYEES is enabled.

Configuration and functionality are applicable only if the marker CENTRAL EMPLOYEES is enabled in
the location APPLICATION AREA SETUP. In this case, menus and configuration buttons become visible
to users.

i Saved 1] 2 %

Application Area Setdp (HRM4Baltics)

5 Application Areas

Employee

Central Employees 0 Employee Percentages ® )
Contract Addendum S Q Trainings e
Seniority Types 0 Public Service o
QOutlook Calendar O Recruitment c
Payroll Currency ! On-Offboarding ‘.i D)
Instructions 0 Interviews ‘Q ‘
Vehicles o File Types 617 )

and PAYROLL SETUP fast tab GLOBAL SETTINGS/ CENTRAL EMPLOYEES field EMPLOYEE NOS TYPE.

aved

Payroll Setup (HRM4Baltics)

5 Penods .’. Structure =3 Notofications }‘o Tax Declaration Setup & Related Dimensions Actions
Training Vendor Registration N 24007770
Education Numbers KOOLITUS Vendor Template Code PLK
Training Plan Nos Views
Training Over Comp. %1-%2 Company Group HRM
Training Document N KL-DOK Employee Sync. Filters VERSION(1) SORTING(Field1)
Default Training Feed Synchronize BC Empl 0
Health Synchronize Simple E D
Health Certificate Nos TERVISEKON Company Extemal ID 8000
Risk Factor by Professi Q RKA Allowed @
Health Certificate Doc TER_TOEND Central Employees
Fixed Assets Central Employee R
Local
FA Use Payroll Employ o Employee Nas, Type v Global g
FA Connection [ o] Company Main EHAK 0037375840298L6

In the configuration window CENTRAL EMPLOYEE SETUP, the first number of the central list number
series and the data to be synchronized between companies are determined. The number in the
number series field increases each time a new employee record is created. Therefore, the last used
employee card number is always visible in the number series field.

ERP / HRM. CRM
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Ulle AS Lists Tasks Documents Archive Menu =
Employees Payroll Accounts  Analysis Views Sick Leaves List Notifications
Central Employees  Registers Tax Declarations  Holiday Schedule Employees Contrz
Info Types Payroll Entries Absences Working Schedules  Employees Salarie
Actions

> Setup > Calculation [ State Reports [El Salary Reports [E Absence Repot

® Payroll Setup ews [ Statistic Reports El Employee Reports [E All Companies

% Working Schedule Setup

& Central Employee Setup

& Event Setup Payroll Cal
'o Portal Setup

4& Recruitment Setup Date 1

% Application Area Setup 16.11.2023
16.11.

3 Data Setup 6.11.2023
16.11.2023

-,
vo Reports Setup 2

.v' . 18.11.2023

|| 169112023

(Z ) -+ |} V Saved 0 et
Central Employee Setup (HRM4Baltics)

Last Central Employee No TRI-0223

Synchronize Employeed
Synchronize Children
Synchronize Documents
Synchronize Educations

Synchronize Non-Residents

Synchronize Bank Accounts

The following employee data can be synchronized to the central list: EMPLOYEE CARD, CHILDREN,
DOCUMENTS, EDUCATION, BANK ACCOUNTS, and NON-RESIDENCY. Additionally, the list shows the

employee's status, date of joining, and departure on a company basis.

Despite using the functionality CENTRAL EMPLOYEES, a new employee's EMPLOYEE CARD is still
added to the company where the employee is employed. When using the central list functionality,

the EMPLOYEE CARD creation opens with a filter window where the employee's PERSONAL
IDENTIFICATION CODE, FIRST AND LAST NAME must be entered.

ERP / HRM CRM/ BI
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New Employee (HRM4Baltics) 7 X

Filter: Employee (HRM4Baltics)

Personal ID 49101310222
First Name Siiri

Last Name Taevas

Filter totals by

By pressing OK in the bottom right corner, the system checks based on the personal identification
code whether the employee card already exists in the same company or in the central list. If the
personal identification code field is empty, the system searches for the employee based on the
name. If an employee with the same personal identification code and/or name is found, a message is
displayed, and by pressing YES, the data from the employee card found in the central list is used
when creating a new card.

Personal ID 37107112748 exists in central employees Aivo Altsaar,
do you want to use it?

Yes No

If the employee is found in the same company, the previously created card for the employee is
opened.

If an employee with the same personal identification code is not found in the CENTRAL LIST, a
completely new employee card is created. Depending on the setting in the PAYROLL SETUP field
EMPLOYEE NOS TYPE, a number is assigned to the new EMPLOYEE CARD either from the company-
specific numbering series or the global numbering series.

Regardless of whether a completely new card is created for the employee or the data from the
central list is used when creating the card, the employee's data on the card must be reviewed.
Missing information must be added, and employment relationships, contracts, salaries, etc., must be
entered.

e
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Central Employees: Al Search Delete  Bi Companies = = A |

Kristjan Alver 38403256521 Male 2503.1984

Companies
TO004 Marko Anok 38106012717 Male 01.06.1981
Rein Vader 39509060013  Male 06.09.1995
vo Aru 36306022737 Male 02.06.1963 21 Terminat
Raivo Aru 36709112774 Male 11.09.1967 Prospect
Margus Arumets 37010056539  Male 05.10.1970
Aavo Audova 36011082716 Male 08.11.1960
T0013 Liv Grate Pairee 38304250160 Male 25041983

In the central employee list, the employee card can be opened by pressing the number displayed in
the column EMPLOYEE NO. It is not possible to edit the data on the opened card. Data can only be
modified in the company where the employee works. The company name is displayed in the fact box
window of the employee card. It is also possible to open the list of companies by pressing the button
COMPANIES in the ribbon menu of the central employees list. In the opened list, companies where
the employee works or has worked, their status, the start and end date of the employment
relationship, and a marker indicating whether the employee has a valid probationary period are

displayed.
Search + New % Edit List Delete
y ¢
- A003 : Ulle AS A003 Active 01.01.2022

By pressing the name of the company in the fact box window of the employee list, the user is shown
the start date of the employee's employment relationship in that particular company.

3.4. Payroll Accounts

The HRM4Baltics module uses PAYROLL ACCOUNTS to classify and store various information
necessary for payroll calculation, similar to general ledger accounts.

The required information for payroll calculation is recorded on the respective PAYROLL ACCOUNT as a
PAYROLL ENTRY. PAYROLL ENTRIES are always associated with specific employees and time periods.
Information such as the normative and actual working hours per calendar month, calculated wages,
compensations, deductions, absences, used and unused vacation reserve days and amounts, taxes
and tax bases, paid wages, etc., is registered on the PAYROLL ACCOUNT.

Information from PAYROLL ENTRIES on the PAYROLL ACCOUNT is used, for example, in:
Taxation of wages; each PAYMENT TYPE calculation is associated with calculation formulas.
Posting payroll costs, vacation reserves, compensations, etc., in the general ledger.
Employee PAYSLIPS.
Declaration of wages and taxes to the Tax and Customs Board (7SD).
OVERVIEWS AND REPORTS, including payroll analyses and summaries.

e
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The standard set of PAYROLL ACCOUNTS and the configuration of individual PAYROLL ACCOUNTS can
be customized and modified according to the specific needs of a particular company in the
HRM4Baltics standard solution.

When adding new PAYROLL ACCOUNTS or modifying their configurations, functionalities using the
PAYROLL ACCOUNT information, such as reports, analyses, etc., must be aligned accordingly.

PAYROLL ACCOUNTS are described on the same principles as general ledger accounts in FINANCIAL
ACCOUNTING.

PAYROLL ACCOUNTS are displayed in two different ways:
As a list, where each line represents a PAYROLL ACCOUNT.
As a PAYROLL ACCOUNT CARD - where each line in the PAYROLL ACCOUNTS LIST corresponds
to a PAYROLL ACCOUNT CARD.

PAYROLL ACCOUNTS can be accessed from the location: HOME/MENU/PAYROLL AND HUMAN
RESOURCE 365 MENU/LISTS/PAYROLL ACCOUNTS

Payroll Accounts Custom fiftered Search  New ¥ Delete Process Posting Absences More tic = ~ R
‘‘‘‘ o ‘
1000 i ARVESTATUD TULUD 0,00 Heading 0
1010 Puhkuse ja keskm.palg 0,00 Heading 0
1o Avanss 125406 Registering 1.AVANSS Left Box 10 0
110 Kuupalk 39313721953  Registering 1.POHITASU 9001 Left Box n 0
1 Kuupalk (graafik) 12463359 Regsstenng 1.POHITASU Left Box 10 0
1120 Tunnitasu 1760587 Registering 1POHITASU Left Box 10 0
1121 Tunnitasu, 66tasu sisaldub t 14145  Registering 1POHITASU Left Box 10 0
1130 Ohtuste tundide tasu 000 Registering 1.LISATASU Left Box 10 0
1140 Oiste tundide tasu 72791 Registering 1.LISATASU Left Box 10 0
1160 Risgipthade tasu 9369 Regstening 1LISATASU Left Box 10 0
1161 RiigipGhade tasu, Shtusel ajal 000 Registering 1.LISATASU Left Box 10 0
1162 Riigipihade tasu, bisel ajal 000 Registering 1 LISATASU Left Box 10 0

3.4.1. FIELDS IN PAYROLL ACCOUNT LIST

In the PAYROLL ACCOUNTS LIST, fields from the PAYROLL ACCOUNT CARD are displayed.

In the PAYROLL ACCOUNTS LIST, there is a field called AMOUNT,which shows the total of payroll
entries. By clicking on the AMOUNT field, detailed payroll entries are displayed.

To open the PAYROLL ACCOUNT CARD, you need to select a row in the PAYROLL ACCOUNTS LIST and
click on the number of the payroll account.

3.4.2. FIELDS IN PAYROLL ACCOUNT CARD

The information from the fast tab of the ACCOUNT is used in payroll calculations, payroll analyses,
etc. The information from the fields of the PAYROLL ACCOUNT CARD is also displayed in the
corresponding columns of the PAYROLL ACCOUNTS LIST.

e
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Mo

2 Dimensions

Account Dimensions

No 1110 Search Name PALK $

Name Kuupalk Direct Registering [ o] TEGEVUS : TEENINDUS

Account Type Registering : Posting Group 1.POHITASU

Totaling Default Payment Type n"

Copy To Account No 9001 Require Payment Type D

Currency Code usD Blocked i J

Target Company Name Birgit OU v External ID

Group Sreliectrioq

Field Explanation

No. Enter the PAYROLL ACCOUNT number.

Name Enter the description corresponding to the PAYROLL ACCOUNT number. The name is
displayed on the pay slip unless a different name is specified in the PAYROLL REPORT
NAME field.

Account Specifies the substantive reason for using the payroll account.

Type Options: REGISTERING, TOTAL, HEADING, PAYMENT. The default account type for a

new payroll account card is always REGISTERING.
Totalling Allows entry of the numbers of summable PAYROLL ACCOUNTS and/or ranges of
payroll accounts.

Copy to Used to copy employee data, including amounts based on a 6-month average, from
Account one company to another.
No.

The copying account is typically added only to those accounts used in the calculation
of a 6-month average and to the vacation reserve account. Other wages or values
stored in the accounts can be configured and included if necessary.

The payroll account card for the accounts whose data is to be copied to another
company must specify the account number in the COPY ACCOUNT field, where the
copied employee's wages in the other company are stored. The entered account
must be configured in the other company; otherwise, there is nowhere to save the
copied data.

For example:

The sums of an employee's last 7 months, recorded on the payroll account 1110
MONTHLY SALARY, are saved when copying data to another company on the payroll

account 9001.
Currency Opens a drop-down menu with the financial solution's currency settings. Adding a
Code currency symbol to a payroll account calculates the sum for all entries registered on

the account in that currency.
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The currency rate is found in the currency settings of the financial solution, so
correct configuration there is a prerequisite. The conversion of the sum into the
currency is controlled by the time formula assigned to the payroll calculation group.
If the accounting date for monthly pay is always the last day of the previous month,
the exchange rate is found in the payroll calculation window under the POSTING
DATE using the JP formula — CURRENT DAY. If the last day of the month falls on a
weekend where the rate is missing, the program automatically takes the last valid
rate (i.e., the rate on the last working day).

Target From the drop-down menu, select the company in the same database to which you
Company want to send and post for payroll entries from the PAYROLL JOURNAL.
Name
This functionality is used, for example, when there are multiple companies in one
database, but only one company's accounting functionality is used, or when all or
part of payroll entries need to be sent for accounting to another company.
For payroll journal entries to be sent to another company, the same company name
must be selected on the WORKSHEET of the PAYROLL JOURNAL as is selected on the
payroll account. The journal offers only those entries where the payroll account and
the destination company and currency symbol on the worksheet are the same.
To send entries to another company's PR JOURNAL, select ACTIONS/SEND ENTRIES on
the journal ribbon. The entries to be accounted for are then visible on the worksheet
of the destination company as determined by the PR journal worksheet settings. If
these entries are accounted for there, the PR journal worksheet is cleared in the
company from which the data was sent, and the status of the entries becomes
POSTED.
Search Allows you to enter a short name used when searching for the PAYROLL ACCOUNT.
Name
Direct Allows you to specify whether payroll entries can be posted on the PAYROLL
Registering | ACCOUNT only from the PAYROLL JOURNAL or also during PAYROLL CALCULATION.
If the field is marked, entries can be posted on the PAYROLL ACCOUNT from
both the PAYROLL JOURNAL and during PAYROLL CALCULATION.
If the field is not marked, entries can be registered on the PAYROLL
ACCOUNT only during PAYROLL CALCULATION.
Posting Allows you to specify which PAYROLL ACCOUNTING GROUP is used when accounting
Group for payroll information on BC financial module GENERAL LEDGER ACCOUNTS based
on the PAYROLL ACCOUNT.
Default If the PAYROLL ACCOUNT CARD field is filled in, the corresponding PAYMENT TYPE
Payment CODE is automatically added to this payroll account when registering payroll entries.
Type

The field should always be filled with a payment type code related to residents.
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If non-resident and/or certificate Al-related worker payroll entries are added to this
payroll account, the payment type associated with these payroll entries is found on
the worker's card under SALARIES on the corresponding salaries line.

It is possible to record payroll entries with different payout types on the same
payroll account.

Require Allows you to specify whether payroll entries can be registered on the PAYROLL
Payment ACCOUNT without associating them with a PAYMENT TYPE.
Type If the field is marked, only payroll entries associated with a PAYMENT TYPE

CODE can be saved on this payroll account.

If the field is not marked, payroll entries without a PAYMENT TYPE CODE can
also be saved on this payroll account.

Blocked Allows you to specify whether payroll entries can be registered on the PAYROLL
ACCOUNT. If the field is marked, the PAYROLL ACCOUNT is locked, and entries cannot
be registered on the PAYROLL ACCOUNT.

Only unlocked PAYROLL ACCOUNTS are displayed by default in the PAYROLL
ACCOUNTS list, but the user can remove the default filter. To do this, press ALL in
blue next the title of the list, and select SHOW FILTER PANE in the drop-down menu,
and clear filter BLOCKED.

On the payroll account card ribbon, there is a button DIMENSIONS. Through the opened card, default
dimensions can be set for the payroll account. These dimensions are always added additionally to all
entries registered on the account and entries calculated automatically from the entries. For example,
if a default dimension is added to the monthly salary account and taxes are calculated from the
monthly salary, the default dimension is automatically added to all tax entries. Entries with
automatically added dimensions are later posted to the general ledger account.

Default Dimensions (HRM4Baltics) Not saved

O Search -+ New  B¥ Edit List [il Delete & Y =
Dimension Code 1 Dimension Value Code Value Posting
- OSAKOND FIN
Field Explanation
Dimension | Selected from the drop-down menu of dimension symbols.
Code
Dimension | Selected from the drop-down menu of dimension values.
Value Code
Value On posting, the following control options can be used:
Posting CODE MANDATORY: The entry must have the dimension added during

posting, but the value can differ from the configured one.

SAME CODE: The entry must have the dimension added during posting,
and the value must be the same as configured.

NO CODE: The entry does not have to have the dimension and value
during posting.

EMPTY: No check for dimension and value is performed.
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3.4.2.1. Fast tab: Group Selection

Group Selections are used in CALCULATIONS and PAYROLL ANALYSES.

Group Selection

A’

No. t Description Selected
- 6K 6-kuu keskmise alus
6KJ 6-kuu keskmise alus, juhatus
MIN Tootasu alammadra kontrollgrupp
PK Pensionikohustuse alus
SM Sotsiaalmaksu alus
TK Todtuskindlustuse alus, todtaja
TKE Tootuskindlustuse alus, ettevote
Field Explanation
No. PAYROLL ACCOUNT GROUP number

Description | Description corresponding to the PAYROLL ACCOUNT GROUP number from the
PAYROLL ACCOUNT GROUP list.

Selected Allows determining whether the PAYROLL ACCOUNT belongs to the corresponding
PAYROLL ACCOUNT GROUP or not. If there is a mark on the field, the PAYROLL
ACCOUNT belongs to the specified PAY GROUP, and the information about the
PAYROLL ACCOUNT's salary entries is used according to the configured payroll
calculations and salary analyses.

3.4.2.2. Fast tab: Payroll Report

Payroll Report

Payroll Report Type Left Box 2 Payroll Report Sorting 0
Payroll Report Level Account 2 Payroll Report Dimens... 1.dimension v
Payroll Report Name Kuupalk Payroll Report Qty. Ac... 5010 v
Payroll Report Neg. N... Payroll Report No Peri.. (@ )
| %1 Account No.
@ %2 Account Name
%3 Dimension Code
%4 Dimension Name
|
| oK
Field Explanation
Payroll Report | Allows determining in which section of the PAYROLL REPORT the information
Type about the PAYROLL ACCOUNT is displayed, options:
e LEFT BOX

ERP / HRM. CRM
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e [OWER LEFT

® RIGHT BOX (WITHHELD)

e [OWER RIGHT
Payroll Report | Allows determining how detailed information about PAYROLL ACCOUNT entries is
Level displayed on the PAYROLL REPORT:

® ACCOUNT — The sums of PAYROLL ACCOUNT entries for the corresponding
period are displayed on the PAYROLL REPORT as a single total sum.

® DATE — The PAYROLL REPORT displays the sum along with the POSTING DATE of
the PAYROLL ENTRY. If there are multiple PAYROLL ACCOUNT ENTRIES with the
same POSTING DATE, they are displayed on the PAYROLL REPORT as a sum.

This setting is typically used for PAYROLL ACCOUNTS with the PAYMENT TYPE of

PAYMENT.
Payroll Report | Allows specifying the text displayed on the PAYROLL REPORT. If the field is
Name empty, the text entered in the ACCOUNT field of the PAYROLL ACCOUNT CARD's

fast tab is displayed on the PAYROLL REPORT. On the PAYROLL REPORT, in
addition to the configured text, the following can be displayed (see the picture
above):

e ACCOUNT NO, enter %1 in the field for this,

e ACCOUNT NAME, enter %2 in the field for this,

e DIMENSION CODE associated with the corresponding amount/hours, enter %3
in the field for this,

* DIMENSION NAME associated with the corresponding amount/hours, enter %4
in the field for this.

Displaying information with dimension and hour details on the PAYROLL REPORT
is only possible for PAYROLL ACCOUNTS where hourly salaries are registered for
employees (SALARY TYPES standard setting: HOURLY SALARY and/or NIGHT
HOURLY SALARY).

The display of dimension and hour details on the PAYROLL REPORT works
correctly only if the PAYROLL ACCOUNT ENTRIES registered on the PAYROLL
ACCOUNTS have a connection to the corresponding dimension value, and hours
are registered with day precision. (The day is determined by the POSTING DATE
of the payroll entry).

If a configuration for dimension and hour details on the PAYROLL REPORT has
been made for a PAYROLL ACCOUNT, but an employee's hourly salary changes in
the middle of the month, and their hours are registered with one entry per
calendar month, the correct information will no longer be displayed on the
payroll report.

Generally, the display of dimension and hour details on the payroll statement is
used only for those PAYROLL ACCOUNTS where hours are registered from the
work schedule with day precision.

Payroll Report | It is possible to display a different name on the payroll report when the

Neg. Name displayed amount is negative. For example, if vacation pay that has been paid
out needs to be deducted or withheld, the payroll report displays the amount
with a minus sign and a different description than when initially paid out.
Payroll Report | Allows determining the sequence of information about PAYROLL ACCOUNTS on
Sorting the PAYROLL REPORT. If the PAYROLL ACCOUNT SORTING is not specified, the
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information about PAYROLL ACCOUNTS is displayed on the PAYROLL REPORT in
numerical order of PAYROLL ACCOUNT numbers.

Payroll Report | Allows configuring the PAYROLL DIMENSION to be displayed on the PAYROLL
Dimensions REPORT next to the sum and hours of the PAYROLL ACCOUNT.

Payroll Report | Allows configuring PAYROLL ACCOUNTS from which the PAYROLL REPORT displays
Qty.Account wages and hours related to dimension values (see explanation above for the
PAYROLL REPORY NAME field).

Payroll Report | If this field is marked, the PAYROLL REPORT will not display ACCOUNTING PERIOD
No Period or calendar months for which the sum of the PAYROLL ACCOUNT was earned.

Typically, the field is marked for those PAYROLL ACCOUNTS where (annual)
bonuses are periodized.

Possible options:

¢ The field is not marked - The PAYROLL REPORT will display the calendar month
for which the sum was earned next to the sum of the PAYROLL ACCOUNT.

o If the field is marked, the PAYROLL REPORT will not display the calendar
months for which the corresponding sum was earned next to the sum of the
PAYROLL ACCOUNT.

3.5. Info types

INFO TYPES allow for the flexible addition of various data and information related to HRM4Baltics
employees. For example, users can configure INFO TYPE tables and their columns specifically for
entering data about family members, development discussions, and more.

INFO TYPES can be accessed from: HOME/MENU/PAYROLL AND HUMAN RESOURCE 365
MENU/LISTS/PAYROLL INFO TYPES.

3.5.1. INFO ENTRIES

Specific INFO ENTRIES related to a particular employee can be entered, viewed, and modified either
from the EMPLOYEE CARD or the LIST OF EMPLOYEES. To view all INFO TYPE records for specific
employees, you need to go to: HOME/MENU/PAYROLL AND HUMAN RESOURCE 365
MENU/LISTS/PAYROLL INFO TYPES, select the corresponding INFO TYPE row, and press the
PROCESS/ENTRIES in the ribbon menu or click on the number in the ENTRIES column of the
respective row.

ayroll Info Type
Search - New  Manage R-:p<u!:~ Mote options 7,

g Entries

UKSEKAARDID : Uksekaardid 1 1

VESTLUSED Arenguvestlused 2

e
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Arenguvestiused

Info Entries (HRM4Baltics) O Search T Export to Excel
Employee No

t Employee Name Status
o0  Karmen Kaks Inactive
T012 Mari Murakas Active
T012 Mari Murakas Active

uupdey
09.04 2020
03102019

01.042019

Jargmise
vestluse
Kuupaeva
30.09.2020
31.03.2020

31.10.2020

Vesthuse

Siim Susi

Margaret Hanson

Pille Pall

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

ibaga Vesthuse i

POOLAA

Filters can be used to limit the amount of presented information.

3.5.2. INFO TYPES IMPORT/EXPORT TO EXCEL

" Kirjeldus
ERAKORRALL. Erakorraline vestius

ERAKORRALL.. Erakorraline vestius

STAV... Poolaastavestius

Venekeele

Seminar: M

To export INFO TYPE entries to Excel, select on the ribbon menu ACTIONS and EXPORT TO EXCEL.

Arenguvestiused

Info Entries (HRM4Baltics) £ Search

9 Import from Excel Export to Excel

Employee Name

1001 :  Karmen Kaks
T012 Mari Murakas
T012 Mari Murakas

Export to Excel

Status

Inactive

Active

Active

Actions Fewer options

kuupdev kuupaeva

Vestluse labiviija

09.04.2020  30.09.2020  Siim Susi

03.10.2019  31.03.2020

01.04.2019

31.10.2020  Pille Pall

Margaret Hanson

To import specific INFO TYPE entries from Excel, mark the corresponding INFO TYPE. In the ribbon
menu, select ACTIONS and IMPORT FROM EXCEL.

Arenguvestlused

Info Entries (HRM4Baltics) £ Search

Employee Name

1001 * Karmen Kaks
T012 Mari Murakas
T012 Mari Murakas

[ Import from Excel Export to Excel

=] Export to Excel Actions
Status kuupaev
Inactive 09.04.2020
Active 03.10.2019
Active 01.04.2019

Fewer options

kuupdeva
30.09.2020
31.03.2020

31.10.2020

Vestluse labiviija
Siim Susi
Margaret Hansol

Pille Pall

During import, the column headers in the Excel table must match the column headers described in
the settings of the respective INFO TYPE.

The import process does not check whether records with the same information for an employee

have already been entered or not.

ERP / HRM. CRM
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3.6. Trainings

In the HRM4Baltics module TRAININGS, it is possible to keep track of training sessions, participants,
and training costs, as well as send feedback questionnaires to participants. You can copy data from
one training card to another, create related training sessions, and for group companies, it is possible
to create a training card in one company and select participants from across companies.

3.6.1. TRAININGS LIST
In the TRAININGS list, all entered training sessions and their main information are displayed.

The TRAININGS list can be accessed from the location HOME/MENU/PAYROLL AND HUMAN
RESOURCE 365 MENU/LIST/TRAININGS.

D Search -+ New ¥ Edit List [ Delete & Edit 3 View Training Feedback Training Cost More options 2 vV = @
= KO0001 {  Raamatupidamise ABC FINANTS Finantsalased teadmised KOOLITUS Koolitus Details Attachments (0
KD0002 Ametialane inglise keelrrrrrrenr.. KEELED Voorkeelteoskus KOOUTUS Koolitus

Esmaabiandja taiendkoolitus TOOTERVIS Tobtervishoid ja tddohutus KOOUTUS Kaolitus Training Cost -

MMMMMMMMMANTMMmm.

Kuidas lennutada lohet? MEESKOND Meeskonnatod oskused KOOLITUS Koolitus Name Not Poss
Raamatupidamise ABC Euroop... FINANTS Finantsalased teadmised KONVERENTS  Konverer
Elektrikute padevuskoolitus TOOTERVIS Todtervishoid ja tddohutus KOOLITUS Koolitus Ol
Soome keele kursus KEELED Vodrkeelteoskus KOOLITUS Koolitus
Rabarberikoogi kipsetamise to.. MEESKOND Meeskonnatod oskused KOOLITUS Koolitus fcoNte iy 138
Jalgrattasdidu koolitus MEESKOND Meeskonnat66 oskused KOOLITUS Koolitus Majutuskulu 240,
KOQDO011 Inglise keel KEELED Vobrkeelteoskus KOOLITUS Koolitus Toitlustus 20,
KOPO12 I Tinutamise meistriklass MEESKOND Meeskonnat6s oskused KOOQLITUS Koolitus
KO0013 Exceli koolitus edasijdudnutele  TARKVARA Tarkvara kasutamise oskused KOOLITUS Koaolitus
KO0014 Esmaabiandjad TOOTERVIS Todtervishoid ja tddohutus KONVERENTS  Konveren
KO0015 Suusatamise algkursus MEESKOND Meeskonnatot oskused VEEBINAR Veebinar
KO0016 Ajajuhtimine JUHTIMINE Juhtimine KONVERENTS Ko

KO0017 Investeerimise alakursus FINANTS Finantsalased teadmised KOOLITUS Ke

Field Explanation
No. Displays the unique identifier of the corresponding TRAINING CARD.
Name Displays the name of the training corresponding to the TRAINING CARD number.
Training On the training card, you can determine whether it is a planned, unplanned, or
Plan Type specially organized training.
Options:
PLANNED
UNPLANNED
EXTRAORDINARY
Area Code Displays the field symbol selected for the training from the PAYROLL TRAINING
AREAS list.
Type Code Displays the type symbol selected for the training from the TRAINING TYPES list.
Training Displays the training company number selected for the training from the TRAINING
Company COMPANIES list.
No.
Training Displays the name of the training company from the TRAINING COMPANIES list.
Company
Name
Domestic Marker in this column indicates domestic training.
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Status Displays the status of the training.

Options:
OPEN — It is possible to add, modify, etc., data related to the training on the
TRAINING CARD.
CLOSED — It is no longer possible to add, modify, etc., data related to the
training on the TRAINING CARD. Usually used when the training has already
taken place, and all necessary information related to the training has been
entered.
CANCELLED — It is no longer possible to add, modify, etc., data related to
the training on the TRAINING CARD. Usually used when the training has
been cancelled, but some actions and/or expenses have already been
incurred, and the TRAINING CARD cannot or should not be deleted.

From Date Displays the start time of the training.

To Date Displays the end time of the training.

Academic Displays the duration of the training in academic (45-minute) hours.

Hours

Training Displays the total cost associated with the training.

Amount

Count of Displays the number of participants in the training. By clicking on the number, the

Participants | TRAINING PARTICIPANTS LIST for the training opens.

The specific PARTICIPANTS LIST for a particular training opens by selecting the row
of the training in the TRAININGS LIST or opening the corresponding TRAINING CARD
and pressing the ribbon menu TRAINING -> PARTICIPANTS.

In the opened participants list, you can remove the training card number filter, after
which the list of all participants in the trainings is displayed.

The participants list displays almost all the fields on the training card as columns.

Trainings (HRM4Baltics):  All O Search -+ New il Delete > Edit List Training Feedback Tr

D Partiscipants

From Date To Date Training Locatior - 0
&4 Participant Comapnies
KO0001 ¢ Open 13092019  15.09.2019 W e 1

KO0002 Open 06.05.2019  10.05.2019 16 1 850,00

A 14 A% 309N 13 A% AN 1c

Related No. | If itis a related training, the training number with which the connection is
established is displayed in the column.
Skill Type Displays the SKILL TYPE CODE configured in the PAYROLL SKILL TYPES settings.

Code

Skill Level Displays the LEVEL CODE associated with the SKILL in the SKILL LEVELS settings.
Code

Skill Code Displays the SKILL CODE associated with the PAYROLL SKILLS.

Feedback Displays general feedback entered on the training card.

Multi Marker in this column means that it is a training card where employees have been

Companies | selected across group companies.

In the TRAININGS list, the ribbon menu button FEEDBACK/EMPLOYEES FEEDBACK opens participant-
specific feedback for the actively marked training. The button TRAINING FEEDBACK opens general
feedback for the actively marked training. The list's ribbon menu button ALL FEEDBACK opens the list
of feedback added to all trainings.
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3.6.2. CREATING TRAINING CARD

To create a new TRAINING CARD, click the NEW button on the ribbon menu. To edit/open an existing
TRAINING CARD, select the row of the corresponding training and click on the training number.

KO0008

Iy Copy & Partiscipants 2 Employees Feedback Training Feedback (8 Create Skits (& Skils & Post Absences T Create Cost Document k2]
Detail Attachments ((
General S s
A Files
No KO0008 Open
Name Soome keele kursus - X ( Drag and drop a file here )
Training Amount 0,00 -
KEELED Academic Hours 24 o+ Add Preview | | Save 3 Take Picture X
Area Name Vodrkeelteoskus
pe Code KOOUTUS
At F 4
Koolitus ated N K 8
ShE KEELED
ubty Sisekoolitus SOOME
Bi
Skill Level Code 82
File Preview

3 Plan Type Unplanned

m
HK00003

The TRAINING CARD has the following quick cards:
GENERAL — where general information about the training is entered.
TRAINING PARTICIPANTS — participants are selected for the card, and relevant information
associated with them is displayed.
FEEDBACK — a quick card for entering general feedback.

Fast tab General

Field Explanation

No The identifier/number of the TRAINING CARD. According to the configuration of the
SERIAL NUMBER related to training in the company, you can enter a number
manually or automatically by pressing ENTER in the SERIAL NUMBER.

Name A free-text field for entering the name of the training.

Area Allows you to select the field code from the PAYROLL TRAINING AREAS LIST, which is
Code/name | the abbreviation for the name of the field. Used for filtering and creating reports
based on the TRAINING LIST and PARTICIPANT LIST for analysing data. Each company
can configure training fields according to its needs.

Type Allows you to select the field code from the TRAINING TYPE LIST, which is the
Code/name | abbreviation/name of the field. Used for filtering in the TRAINING LIST and
PARTICIPANT LIST and for creating reports and analysing data. Each company can
configure training types according to its needs.

Subtype Allows you to select the subtype code configured for the training type. The
Code/name | description is automatically filled in when selecting the symbol.
Budget Allows you to select the budget indicator configured for the training type. The

Code/name | description field is automatically filled with the description added to the code.

To enter a new code, open the drop-down menu and press +NEW.
Training You can determine whether it is a planned, unplanned, or exceptionally organized

Plan Type training. Options:
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PLANNED
UNPLANNED
EXTRAORDINARY
Training Allows you to select a training company from the opening list.
Company
No. If it is a training organized by a group company and the training card is created
through the organizing company, the training company number may be empty, as
the same company may not be in all group companies, and therefore, only the
training company name is added to the card.
Training Displays the name of the training company entered in the TRAINING COMPANY
Company NUMBER field and is automatically entered after selecting the TRAINING COMPANY
Name NUMBER.
To select a training company, companies must be pre-configured in the TRAINING
COMPANIES list. The list includes the company number and description, and if
desired, the company can be linked to the VENDOR CARD in the financial module.
Select - Training Companies (HRM4Baltics) f-New [ Edit List 7 X
H00001 Qualitas AS H00001 Qualitas AS 3
H00011 Koolitaja OU H00011 Koolitaja OU 21
H00012 Ulle AS H00012 Ulle AS 2
Educators A free-text field for entering the names of the trainers.
From Date | Enter the start date of the training
To Date Enter the end date of the training.
Domestic Allows you to indicate whether it is a domestic training. By default, the field is
always marked, but the user can change it.
Multi If it is a company within a group that organizes training, where there are participants
Companies | from all companies, the marker entered in this field allows you to select employees
from other companies on the PARTICIPANTS fast tab.
After adding the marker, the COMPANY NAME becomes the first column on the
PARTICIPANTS fast tab.
If participants from other companies are selected for the card, the same training
card is automatically created in all those companies where participants are selected.
On a card automatically created in this way, it is not possible to change any data
except for training costs and add documents to the employee.
Source Displays the name of the company organizing the training if it is a training organized
Company across companies.
Name
Source Displays the training card number of the company organizing the training if it is a
Company training organized across companies.
Training No
Status Allows you to select the status of the training from the opening drop-down menu.

Options:
OPEN — On the TRAINING CARD, you can supplement, change, etc., training
data.
CLOSED — It is no longer possible to supplement, change, etc., training data
on the TRAINING CARD. Typically used when the training has already taken
place.
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CANCELLED — It is no longer possible to supplement, change, etc., training
data on the TRAINING CARD. Typically used when the training is cancelled,
but some actions and/or expenses have already been made, and it is not
advisable or possible to delete the TRAINING CARD.

Related No | Displays the related TRAINING CARD number. To fill in the field, press COPY on the
ribbon menu, select the training to be linked in the opening copy options window
for the EDU NO: linkable training, make a mark only in the RELATED EDU box, and
press OK.

Training Displays the total cost amount of the registered invoices added to the training.
Amount

Academic Allows you to enter the duration of the training in academic (45-minute) hours.

Hours

Hours Enter the number of astronomical hours.
If the training card registers participation in training as an hourly absence, the
number of missed hours is also found on this field. To register absence from the
training card, TRAINING TYPE must have the appropriate configuration.

Credit It is possible to enter credit points obtained from the training. The credit points

Points entered in the field are automatically added to the column CREDIT POINTS entered

on the TRAINING PARTICIPANTS fast tab, where the user can optionally modify them
for each participant.

Skill Type It is possible to associate a SKILL that the employee acquires with the specific

Code training. A list of PAYROLL SKILL TYPES opens from the drop-down menu, where you
can select the appropriate one. The entered SKILL TYPE is automatically added to the
TRAINING PARTICIPANTS fast tab for each employee, where the user can optionally
modify them for each participant

Skill Code You can choose the PAYROLL SKILLS associated with the previously selected SKILL
TYPE. The entered SKILL is automatically added to the TRAINING PARTICIPANTS fast
tab for each employee, where the user can optionally modify them for each

participant.
Skill Level It is possible to select the level associated with the SKILL TYPE that the employee
Code acquired during the training. The entered SKILL LEVEL is also added to the TRAINING

PARTICIPANTS fast tab for each employee, where the user can optionally modify
them for each participant.

Valid It is possible to add the start and end date of validity to the training, for example, if
From/Valid | itis a training where employees need to attend regularly every 2 years.
To

Comments | Allows entering a description characterizing the content of the training.

Fast tab Training Participants
Information from the General fast tab is also displayed on this card.

Field Explanation
Company Displayed only if the marker is added to the MULTI COMPANIES field. The
Name company name is not selected for the line where the participant from the

organizing company is selected. The company needs to be selected first on
the line where the participant from another group company is selected.
Employee No | Allows selection from the dropdown list of employees. If multiple employees
need to be added simultaneously, the "ADD PARTICIPANTS" button on the fast
tab ribbon must be used. Pressing the button opens the employee list, where
multiple participants can be selected by holding down the Ctrl key. If the
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EMPLOYEE NO is entered on the line, the following fields are automatically
filled based on the employee data:

NAME

PROFESSION NO

PROFESSION DESCRIPTION

Additional information related to organizational units is filled in based on
employee data. The column names depend on the specific configuration of
organizational units made for the specific company.

If the participant is selected from another group company, the job title and
department code/description are displayed only if the same codes and
numbers are used in the organizing company. Otherwise, the columns remain

empty.
Amount Displays the total cost of the specific participant's training.
Invoice No. A free-text field where the invoice number related to the participant can be
entered.
Participated By default, the field is always marked, but the user can remove the marker.
Feedback Allows the entry of feedback given by the employee for the training.

Credit Points Displays the CREDIT POINTS entered on the GENERAL fast tab. Users can
modify them for individual participants if necessary.

Skill Type Displays the SKILL TYPE entered on the GENERAL fast tab. Users can modify

Code them for individual participants if necessary.

Skill Code Displays the SKILL entered on the GENERAL fast tab Users can modify them for
individual participants if necessary.

Skill Level Displays the SKILL LEVEL entered on the GENERAL fast tab. Users can modify

Code them for individual participants if necessary.

Fast tab Feedback

Field Explanation

Feedback If the HRM4Baltics self-service portal is in use, feedback questionnaires can be
Questionnaire | sent to training participants from here. Participants receive both an email
Code containing a link to the sent questionnaire and a notification in the self-

service portal. After answering and submitting the questionnaire, the
responses become visible to the training specialist in the FEEDBACK list on the
training card.

Feedback Field | A general free-text field where, for example, the organizer of the training can
enter an overall summary of feedback.

3.6.3. TRAINING FEEDBACK QUESTIONNAIRE

On the training card, it is possible to send a feedback questionnaire to participants. The
questionnaire must be configured beforehand, and then the appropriate questionnaire variant can
be selected for the training card's quick card on the FEEDBACK field under FEEDBACK
QUESTIONNAIRE CODE.

To send the feedback questionnaire, open the training card, click on the FEEDBACK button, and then
select TRAINING PARTICIPANT FEEDBACK.
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From the participant rows, you can choose the employees to whom you want to send the
questionnaire. To send, select the SEND QUESTIONNAIRE NOTIFICATION button from the ribbon

menu.
= Training Feedbacks List
[% Questionnaire E1 Send Questionnaire notification ¥ Questionnaire Overview ] Questionnaire Log

Training Feedbacks List

Education No
) Training Name Employee No Employee Name

Hea koolitus oli

KO0015 Suusatamise algkursus T009 Joonas Haas
=> KO0015 :  Suusatamise algkursus T002 Kati Karula
KO0015 Suusatamise algkursus TO09 Kalle Suss

Regarding the questionnaire, the employee receives a notification via email, and they also see a
message in the self-service portal information window, where they can immediately start filling out
the questionnaire.

If a participant has not responded to the questionnaire within a certain period, it is possible to send a
reminder email. To configure this notification, go to NOTIFICATION SETUP under the type FEEDBACK
in the location TRAINING FEEDBACK.

Once a participant has answered the questionnaire and submitted the responses, the training
specialist can see in the feedback window the status of the questionnaire on the participant's rows,
the date the participant submitted the answers, and the answers themselves. To see a summary of

the answers, use the OVERVIEW OF QUESTIONNAIRE OVERVIEW button in the feedback window
ribbon menu.

3.6.4. COPING INFORMATION FROM PREVIOUS TRANING CARD
On the TRAINING CARD, data can be entered manually or copied from an existing TRAINING CARD.

To copy, first create a new TRAINING CARD, enter either manually or automatically the training
number in the NO. field, and press the menu button COPY.
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Copy Training 7 X
|

Options
Edu. No
Include Header info °
Include Participants @
Related Edu @
Advanced >

Schedule... 0K Cancel

In the opened copying options window, you can choose the training from the TRAINING LIST in the
field EDU. NO., from which you want to copy the data, and mark which data you want to copy.
The options are:
INCLUDE HEADER INFO - the data from the GENERAL quick card is copied to the new training
card.
INCLUDE PARTICIPANTS - most of the data from the PARTICIPANTS fast tab is copied to the
new TRAINING CARD (excluding the SUM field).
RELATED EDU.- the number of the copied TRAINING CARD is added to the RELATED NO field
on the GENERAL fast tab of the new TRAINING CARD.

By pressing OK, the data is entered into the new TRAINING CARD.
You can also create a connection between different training cards that already exist. In this case, you
can select only the RELATED TRAINING field in the copying options window.

3.6.5. ENTERING AND ALLOCATING TRAINING EXPENSES

One training session can be associated with multiple invoices, such as accommaodation invoices,
training invoices, etc. Each invoice can be added separately to the training card. It is also possible to
add only one invoice that describes different training expenses.

Before adding expenses to the TRAINING CARD, participants must be entered on the PARTICIPANTS
fast tab of the TRAINING CARD, between whom the expenses will be distributed. The distribution of
expenses can be done automatically equally among all participants or manually for each participant.

Expenses related to training can also be linked to an invoice and an order in the financial solution.
Expenses related to training can be entered by opening the TRAINING CARD and pressing the menu
button CREATE COST DOCUMENT. A card opens to describe the cost document and distribute
expenses among participants. Each cost document is assigned a unique number from the numbering
series.
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Cost Document Card

},'-\ Cost Sharing 3 Training Cost Entnies [:1': Open Purchase 1 Create New Purchase :'; Update Purchase
Document
Document No. KL_DK00004 Posting Date TR
Training No KO0003 Buy-from Vendor No. HO0001
Training Name Esmaabiandja taiendkoolitus Buy-from Vendor Name  Qualitas AS
Document Amount 790,00 Vendor Docurment No 768-R
Allocated Amount 790,00
Posted

Training Cost Document Lines Manage

t Typ description Posting Type Posting Ne¢ ost Amount cies ,\,,.

2 KOQL Koolituse kulu G/L Account 3659 790,00 395,00

Field Explanation

Document No, | Displays the document number.
Training No. Displays the training number to which the cost document is added.
Training Name | Displays the name of the training to which the cost document is added.
Document Displays the total amount entered on the cost document.
Amount
Allocated Displays the total amount distributed on the cost items. The document
Amount amount and the distributed amount should be equal; otherwise, part of the

amount has not been distributed.

Dimensions 1-
4

Default dimensions can be added to the cost document; in this case, the same
dimensions are added to the costs for all participants.

Posted

Marker is automatically added when the cost document is posted. Posting is
recommended to be done last when all costs are entered and distributed and,
if necessary, related to purchase invoices, purchase orders, etc. After posting,
costs cannot be modified.

After posting, the amount is displayed on the training card.

Posting Date

The training document's posting date is added to the purchase invoice in the
POSTING DATE field.

Vendor name

Due Date Enter the payment deadline for the cost document. The payment deadline is
also included when linking the cost document to the financial solution.

Buy-from The seller-vendor is selected from the VENDORS list.

Vendor No.

Buy-from Displays the selected VENDORS’s name.
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Pay-from Select the payee if the invoice issuer is one vendor, and the payee is different.
Vendor No.
Pay-from Displays the selected VENDORS’s name.
Vendor Name
Vendor Enter the invoice number. The invoice number is also included when linking
Document No | the cost document to the financial solution.
Purch. Select the type of document you want to create in the financial solution or the
Document type of existing document to which to enter distributed entries.
Type Options:
® ORDER
e INVOICE
e CREDIT MEMO
e POSTED INVOICE
e POSTED CREDIT MEMO
Purch. Opens the list of selected orders, invoices, credit memos, posted invoices,
Document No | posted credit memos. Select the correct order/invoice number from the list
only if you want to add/link distributed entries to a previously created order
in the financial solution.
If the invoice/order/credit memo/posted invoice/posted credit memo has not
been previously entered into the financial solution, nothing is selected here.
Instead, a new invoice/order/credit memo/posted invoice/posted credit
memo is created, and the field is automatically filled.

3.6.5.2. Training Cost Document Lines

On the document lines, training costs are described, such as TRAINING COST, ACCOMMODATION
COST, etc., which are distributed among the participants.

Training Cost Document Lines Manage
» KOOL Koolituse kulu G/L Account 3659 600,00 300,00 600,00
MAJUT Majutuskulu G/L Account 2110 190,00 95,00 190,00
Field Explanation
Cost Type Selects the training expense type.
Cost The field is automatically filled with the description of the expense type.
Description

Posting Type

Displays the posting type selected in the expense type configuration, such as
the general ledger account (GL account).

Configuration is necessary only if the expenses are linked to the financial
solution.

Posting No Displays the posting number selected in the cost type configuration, such as
the general ledger account number to which the cost is posted in the general
ledger.

Configuration is necessary only if the cost is linked to the financial solution.

Cost Amount Displays the total amount for the corresponding cost type.

By entering an amount in the field, the system asks whether to distribute the
amount equally among all participants. If answered "YES," the amount is
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distributed equally among all participants, but this automatic distribution can
be manually adjusted.

If the total amount for the cost type is not known, and the amount for one
participant is known, the field can be left blank, and the participant's amount
can be entered in the ALLOCATION UNIT AMOUNT field.

If training cost are linked to the financial solution, keep in mind that the
amount entered in the field will also be added to the purchase
invoice/purchase order. If the purchase invoice/purchase order requires the
inclusion of the amount excluding VAT, the amount excluding VAT must also
be entered in the field.

Allocation Unit | Displays the amount distributed to one participant.

Amount It is possible to enter the amount for one participant in the field, after which
BC calculates the total amount in the COST AMOUNT field.

Not Shared Displays the undistributed amount for the corresponding cost type. If the cost

Amount is correctly distributed, the column is empty.

Allocated Displays the amount distributed among participants, which, when correctly

Amount distributed, must equal the amount in the COSTAMOUNT column.

3.6.5.3. Training Cost allocation

After describing the lines of the document, it is possible to distribute the costs. If the costs were
distributed equally among all participants, then if necessary, the distribution can be manually
modified. Dimensions can also be added/modified. Dimensions are taken by default either from the

employee card or from the default dimensions added to the expense document.

For cost distribution, there is a button on the ribbon menu: COST SHARING.

Training Cost Document (HRM4Baltics)

1l Post | @#aCost Sharing | [B Open Purchase 17 Create New Purchase
Document
Document No KL DK0000S

A list opens displaying participants added to the training, training cost categories, and distributed
amounts.

KO0002 Kati Karu JUH 550,00 500

KO0002 Neeme Salo UK 1,00 550,00

In case one employee's expense is distributed among different dimensions, you can add rows to the
list or copy an existing row. On the ribbon menu, there is a button for this purpose: COPY LINE and
ADD PARTICIPANT. By pressing the ADD PARTICIPANT button, a list of participants opens, from which

e



Bcs itera Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

you can select a participant to be added to the list. The COPY LINE button duplicates the row marked
as active.

On the rows, you can manually modify participants' dimensions and also the automatically
distributed amounts.

3.6.5.4. Linking training expenses to Financial Solution

The costs entered and allocated on the training expense document can be linked to the financial
solution order, invoice, credit note, accounted credit note, and accounted invoice. For this purpose,
there is a button on the ribbon menu: PURCHASE DOCUMENT.

To add the distribution of costs from the training card to an invoice/order, necessary configurations

must be made in the financial solution, such as configuring the general business posting group and
the VAT business posting group.

Training Cost Document (HRM4Baltics) L&) 1 ]

KL_DKO0005
ifi Post #1a Cost Sharing f_ Open Purchase 1 Create New Purchase B Update Purchase 7 Add To Purchase
Document
Document No 7KL_DKOOOOS Posting Date
Training No KO0002 Due Date
Field Explanation
Open By pressing the button, the financial solution's purchase document associated
Purchase with the training expense document is opened. The link must be established
through the fields PURCHASE DOCUMENT TYPE and PURCHASE DOCUMENT
NUMBER.
Create New Pressing the button opens the card of the document created in the financial
Purchase solution. The prerequisite for creating the document is that one of the
following types is selected in the fast tab field DOCUMENT for the PURCHASE
DOCUMENT TYPE:
ORDER
INVOICE
CREDIT MEMO

It is not possible to create posted invoices and posted credit memos.

When creating a new purchase document in the financial solution, the
following details from the fast tab are added to the document being created
in the financial solution: BUY-FROM VENDOR and PAY-TO VENDOR, VENDOR
DOCUMENT NO, DUE DATE, and POSTING DATE.

Additionally, the distributed costs are included based on dimension
combinations.

Update If costs are added to an existing invoice, order, etc., in the financial solution,
Purchase pressing the UPDATE PURCHASE button overwrites the previously described

cost lines on the invoice/order.
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Add To If costs are added to an existing invoice/order in the financial solution,
Purchase pressing the ADD TO PURCHASE button adds the costs distributed in the
training expense document to the previously existing cost lines on the
invoice/order.

3.6.5.5. Training Cost Document posting

After describing and allocating the expenses, it is possible to post the expense document. Upon
posting, the document card is closed for further changes, and the document amount is displayed in
the TRAINING CARD under the field TRAINING AMOUNT.

To register the expense document, there is a button on the ribbon menu: POST.

Training Cost Document (HRM4Baltics)

KL_DK00003

il Post | ## Cost Sharing  [@ Open Purchase 1) Create New Purcha:

Document

Document No. KL_DKO0003

Training No. KO0001

Training Name Raamatupidamise ABC

Status Open v
Training Amount 622,11
Academic Hours 16
Hours
Credit Points 3

3.6.6. REGISTERING ABSENCE FOR TRAINING

Attendance at the training can be recorded as an absence in the ABSENCES ENRIES. To register an
absence, there must be an absence configuration for the type of training.

Absence can be either hourly or daily. In the case of hourly absence, the affected hours are
determined from the TRAINING CARD field HOURS.

To register an absence, there is a button on the training card ribbon menu: POST ABSENCES. A list
opens showing for whom the absences are being registered. No further changes can be made in this
view. To record the data, press the REGISTER button. If absence is already registered for a
participant, their row will be displayed in red. To register absences for newly added participants,
press the REGISTER NON CONFLICT button.
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Norking Schedule Absences (HRMA4Baltics)

Manage ¥ Register '-;“ Register Non-Conflict
Employee Nt Employee Name From Date To Date ,'.r‘/.‘w-,‘.,r Code Quantity Descriptior Days
TOo08 Elar Példma 07.06.2021 11.06.2021 V_KOOL 5  Koolitus 5
1010 Siin Kaevand 07.06.2021 11.06.2021 V_KOOL 5 Koolitus 5
TO12 Mari Murakas 07.06.2021 11.06.2021 V_KOOL 5  Koolitus 5
1314 +  Julger Saviauk 07.06.2021 11.06.2021 V KOOL 5 Koolitus 5
3.7. Employee Contracts list
The list of EMPLOYEE CONTRACTS displays information entered on the CONTRACTS sub-card of the
EMPLOYEE CARD for all employees across the company. The list of all employee contracts can be
accessed from:
HOME/ CONTRACTS
It is not possible to edit or add new rows of contract data in the list. However, you can send data
from the list to TOR open the CONTRACTS sub-card of the EMPLOYEE CARD, create a new contract
template for the selected employee, and compile a set of files or a file for selected employees that
can be sent to the self-service portal for approval if needed. Creating and sending a set of files or a
file for approval requires the use of file types functionality, which can be enabled in APPLICATION
AREA SETUP.
Contracts: Al Search [ Employee Cantracts  Send to Working Register 3 Working Register Log 0 Create Salaries By Structure 'Y Active 2 R |
h g
0024 Tonu Ténurist Active . Addendum 11 3
0024 Tonu Tonurist Active = Directive 21 TLO109 TL0109 3
ADDY Holger-Kulgur Saviauk Active Koristaja Addendum 10 TLOO76-4 TLOO76 a 12.06.2023
ADDY Holger-Kulgur Saviauk Active Koristaja Addendum 10 TLOO76-4 L0076 Bl 01.01.2023
ADO1 Holger-Kulgur Saviauk Active Koristaja Contract n HO00020 T0102
ADY Holger-Kulgur Saviauk Active Koristaja Contract n K00025
ADDY Holger Kulgur Saviauk Active Koristaja Addendum 10 KALLE-1 KALLE 1 01012023
ADO2 Kuldar Kuldar Kuldar Kuldar Kuld_.. Active Addendum 10 01.01.2023
ADO3 Hannes Koosla Active = Contract 10 077 TLo077 01.12.2022
ADO3 Hannes Koosla Active as Addendum 10 TLOD77-1 w077 1

The list provides filters for filtering employee contracts:
ACTIVE — Only active, currently valid contracts are displayed.
NOVICIATES — Only employees on probation are displayed.
THIS MONTH — Only employees whose contract ends in the current month are displayed.
NEXT MONTH — Only employees whose contract ends next month are displayed.
IN FUTURE — Only employees whose contract ends in the future are displayed.
BAD ENTRIES — Only employees with missing FROM DATE on their contract are displayed.
Faulty entries in the filter can be deleted using the RELATED-> DELETE FAULTY ENTRIES button
and pressing YES.
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Active _ Directive 21
iauk Active Koristaja Contract 11
iauk
@ Do you want to delete 17 invalid entries?
Yes No

Active

Active

Addendum 10

Raamatupidamine Contract 10

ALL - All the above-mentioned filters are removed, and all contracts for all employees are
displayed at once.

3.7.1. PRINTING CONTRACTS ON TEMPLATE

To create a new contract template for an employee from the list of contracts, you need to activate
the row of the employee's contract for which you want to print the template. After that, choose the
option PRINT CONTRACT from the ribbon menu under REPORTS.

0024 - Tonu Tonurist v’ Saved =
Payroll Select Contract Template O Search -~ New ¥ Edit List i Create Contract - 2 Y =
Save Propeties
Saye10 Lontiat Q Saved Contract Type Word v
Save to Employee Files e
Description Last Modified Last Modified by User
— Leping 09.12.2021 16:20 MERILINAUL
Field Explanation
Save to When the checkbox is activated, the created file is saved in the ATTACHMENT
Contract NAME column on the employee's contract row.
Save to When the checkbox is activated, the created file is also saved in the list of

Employee Files

employee files. The file is named as CONTRACT_EMPLOYEE NAME_CONTRACT
START DATE.

File Type The field is visible only when the file type of functionality used, which is
enabled in APPLICATION AREA SETUP.
The location FILE TYPES displays the file type created based on the
configuration made.

Saved It also shows the format in which the file is saved on the contract row and in

Contract Type | the list of files. The displayed value can be modified.

Options:
PDF
WORD
If a file has already been saved on the employee's contract row, the program

notifies and provides the option to replace it.
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At the bottom rows of the contract printing window, you can choose a pre-configured contract
template based on which the employee's contract will be created. To print the contract template,
there is a button on the ribbon menu: CREATE CONTRACT.

Payroll Create Contract 7 X

Printer (Handled by the browser)

Filter: Employee Banks

1 Filter totals by

| Advanced >

Send to... Print Preview & Close Cancel

In the opened window, you can then choose whether you want to print a PDF file (button PREVIEW
AND CLOSE) or a Word document (SEND/MICROSOFT WORD DOCUMENT)

3.7.2. CREATING REQUIRED FILES IN THE LIST OF CONTRACTS

In the list of employee contracts, it is possible to create either one file or a set of files for one or
multiple employees at once. For this, the FILE TYPES checkbox must be enabled in APPLICATION AREA
SETUP, and configurations must be made in the locations REQUIRED FILE SETS and FILE TYPES.

In the list of contracts, you first need to mark the employees for whom you want to create a file/set
of files. Then, on the ribbon menu, press RELATED/CREATE REQUIRED FILES.

Employees Contracts: Al Search Employee Contracts 5 Send to Working Register Working Register Log "% Create Salarles By Structur

Y This Month

0024 Tony Tonurist Active @dendum

-] 0024 Tonu Tanurist Active = 1 Directive Y Next Month L0109

(] : AQDY Holger-Kulgur Saviauk Active Koristaja Addendum Y In Future TLOO76 4 12.06,
AD0D1 Holger-Kulgur Saviauk Active Koristaja Addendum ¥ Al L0076 = 0101

¢ . I
ADDY Holger-Kulgur Saviauk Active Koristaja Contract D Bad entries TLo102
ADDY Holger-Kulgur Saviauk Active Koristaa Contract
Related

A0D1 Holger-Kulgur Saviauk Active Koristaja Addendum 0101
ADD2 Kuldar Kuldar Kuldar Kuldar Kuld.., Active _ Addendum 01.01.
ADO3 Hannes Koosla Active — Contract 0112
AD03 Hannes Koosla Active = Addendum 10 TLOO77-1 TLOO77 1

In the opened window, you must select a pre-configured file set for the field FILE SET CODE. A file set
does not always have to contain multiple files; it can also consist of just one, for example, a contract
or an annex to a contract.
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Create Files Set 7 X
| |
i
Options Show more |
[}
Files Set Code | SET1
Show Created Files Q

Filter: Employee Contracts

|

' From Date
| ;

To Date

Osakond | Tase No
Alluksus No,
Toopere No.

\ Grupp No

\ Profession No

Advanced >

| Schedule... oK Cancel

To create the files within the file/file set, there is a button in the middle at the bottom labeled OK.
After pressing it, the program notifies how many employees and how many files will be created. By
answering YES, files are created for the employees, visible in the employees' FILE LIST.

]
@ 1 Files will be generated for 2 employee(s)
Do You want to continue?

Yes No

By selecting the rows created in the file list, it is possible to save them all at once as a zip file.
Similarly, in the file list, it is possible to download in bulk and create zip files for all other files added
to employees.

les Lisat (HRM4Balti

) Search ¥ Preview File H Save File I Save Selected Files Actions Fewer options
Employee No Source Table
° Employee Name No t Source Name Filename Siae File Type
@ o024 Tonu Tonurist 24002014  Employee (HRM4Baitics) gif type_Tonu Tonurist_ - 0B xisx
© A0  Holger-Kulgur Saviauk 24002014  Employee (HRM4Baitics) gif type_Holger-Kulgur Savi.. 0B xlsx

If the approval process is configured for the selected file type in the file set, the created file is sent to
the self-service portal's approval process. The file awaiting approval can be seen by the assigned
approver in the portal's MY APPROVALS box.
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3.8. List of Salaries

THE LIST OF SALARIES displays information entered on the SALARIES sub-card of the EMPLOYEE CARD
for all employees across the company. The list of all employee salaries can be accessed from:

HOME/EMPLOYEE SALARIES

It is not possible to edit or add new rows of salary data in the list. However, you can directly open the
employee's salary list from the list, where you can modify the data.

Employees Salaries : Al Seach & Employes Card I Employee Salaries Y Valid Satarins 'Y Future Salaries % All Salaries

A1 Holger-Kulgur Saviauk Active Koristaja TASUXUUPA - 01012021 31122022 2000  Kuupalk, plevapbhine arvestus  EELARVE

ADOY Holger-Kulgur Savisuk Active Koristaja TASU KUU.. 01.01.2023 33 Uus todtasu FIN HK00977 H
A002 Kuldar Kuldar Kuldar Kuldar... Active = TASU_KUU.. 01.01.2022 600 Kuupalk, pdevapdhine arv...

ADO2 Kuldar Kuldar Kuldar Kuldar Kuld . Active = TASU_TUND 01.04.2023 30052023 10 Tunnitasu FIN

ADO2 Kuldar Kuldar Kuldar Kuldar Kuld . Active - TASU_TUND 01052023 12062023 10 Tumnitasu JAE

A003 Hannes Koosla Active = TASU_KUU.. 01.01.2022 1000 Kuupalk, plevapbhine arv.. SPETSIALIST Ki
A0O4 Triinu Pommer Active = TASU_KUU.. 14.11.2022 208522 Kuupalk, plevapdhine arv.. JAE

ADO4 Triinu Pommer Active . ASENDUS 01102023 31102023 200  Asendustasu JAE

o0 Karmen Kaks Inactve Vanemmamatupsdaja TASU GRAAFIX 09102014 20082021 1450 Kuupalk, tunnipdhine arvestus  RMTP RTS001

To0 Karmen Kaks Inactive Vanemraamatupidaja TASU_KUUPA . 17072018 31082019 1000  Kuupelk, pdevapOhine arvestus  FIN

To0 Karmen Kaks Inactive Vanemraamatupidaga TASU_TVL 01082019 2008.2021 100 Toowdulepngu tasu FIN JKO00Y s}

3.9. Non-residents

THE LIST OF NON-RESIDENTS displays information entered on the NON-RESIDENTS sub-card of the
EMPLOYEE CARD for all employees across the company. The list of all non-resident employees can be
accessed from:

HOME/NON-RESIDENTS

It is not possible to edit or add new rows of non-resident data in the list. However, you can directly
open the list of non-resident employees from the list, where you can modify the data.

Non-Residents - All O search & Employee Card & Employee Entries Al Y Active Y Future More opt : P |

ployre a >
Employwe Name Emgloyaniob Trse ype [

0013 i Maire Aunaste Active Vastuvitis Non-Reside.. 02.10.2023 BE

T0016 Pallo Kamm Actve Juhatuse esimees Non-Reside... 02.10.2023 AU 553466756 33333333

T006 Priit Pedanik Actve ~ Non-Reside

T007 Tanel Kaupmees Active Koristaja Non-Reside

317 Kaarel Kajakas Active = Non-Reside,.. 01.022022 AU 60101070825

T342 Ribo Otsa AcUve Raarr pidamine Non-Reside... 01012023 BE

Tas7 Annika Kannike Active ohga koristaja ja poole ko.. Non-Reside.. 01012022  30.042022

1358 Naiss Ass Active Foreign ID AT 343434343

3.10. Employee Documents
The EMPLOYEE DOCUMENTS LIST displays information entered for employees. It is possible to add
documents directly to the list.

The list can be accessed from:

ROLE CENTER/DOCUMENTS

ERP / HRM. CRM
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Ulle AS Lists

Employee

Payroll Account

Documents: Al Search N [# Delete B Editlist  Employee
Gan ¥

0024 i Tonu Tnurist Active .

A001 Holger-Kulgur Saviauk Active = 8

A0O1 Holger-Kulgur Saviauk Active 9

A0O1 Holger-Kulgur Saviauk Active 10

AOO2 Kuldar Kuldar Xuldar Kuldar Kuld.. Active EE 78-67

ADO3 Hannes Koosla Active 45

ADO3 Hannes Koosla Active

A0O3

Hannes Koosla

Active

Report

TER_TOEND
TUNNISTUS

TER_TOEND

TUNNISTUS_

TUNNISTUS

Document Filters
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Status Filters

Tervisetdend

Tunnistus

Tervisetdend
Esmaabiandja tunnistus

Tunnistus

PERH PERM

KOOLITAJAOU Koolitajs OU

KOOLITAJAOU Koolitaja OU

KOOLITAJA OU Koolitaja OU

21022022

25032022

01.07.2022

01022022

26.04 2022

COVID TOEND  Covid

TER_TOEND Tervisetdend MNT Maanteosmet

The DOCUMENT FILTERS ribbon menu button opens:
Quick filter ACTIVE DOCUMENTS — opens the list of EMPLOYEE DOCUMENTS, where only valid

documents are filtered.

Quick filter EXPIRED DOCUMENTS — opens the list of EMPLOYEE DOCUMENTS, where only

expired documents are filtered.

Quick filter NOT EXTENDED — opens the list of EMPLOYEE DOCUMENTS, where only non-

extended documents are filtered.

Quick filter SOON EXPIRED/LATELY EXPIRED — opens the list of documents expiring or expired

within the month.

Quick filter ALL DOCUMENTS — opens the list of all documents, both expired and valid.

The STATUS FILTERS button in the list opens:

ACTIVE EMPLOYEES — displays only documents of active employees.
ALL EMPLOYEES — opens the list of all employee documents.

The DELETE button in the list allows deleting all documents in the filter. This is useful, for example,
for deleting all expired documents at once. A log entry is created in the PAYROLL CHANGE LOG ENTRY
when deleting, providing a record of the action.

To associate a document with an individual, select the corresponding row and press the ADD FILE
button in the FACTBOX. Then, add the desired file. Files can also be dragged into the quick info panel
one by one or in batches. Preview of added files is displayed if the user's browser supports it.

Status Filters

[~

) Details

PEF
| Files l
| T\ Add File I

T Preview File

§ Attachments (0)

( Drag and drop a file here )

‘unnistus Preview | k4 Save | &8 Take Picture | X

§. Save File
¥ Take Picture
[i] Delete

ﬂ Open in Excel
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The document with the name EMPLOYEE DOCUMENTS under the source name is added to the
EMPLOYEE FILES and EMPLOYEES FILES lists.

Field Explanation

Employee Displays the EMPLOYEE NUMBER associated with the document

No.

Employee Displays the EMPLOYEE NAME corresponding to the EMPLOYEE NUMBER in the

Name EMPLOYEE LIST.

Employee Displays the employee's status information (ACTIVE, PASSIVE, PROSPECT,

Status TERMINATED) from the EMPLOYEE LIST based on the corresponding EMPLOYEE
NUMBER.

Citizenship Displays the citizenship selected in the employee card field CITIZENSHIP.

Code

Document Displays the DOCUMENT NUMBER.

No.

Document Displays the DOCUMENT TYPE associated with the DOCUMENT NUMBER.

Type

Type Shows the DESCRIPTION OF THE DOCUMENT TYPE corresponding to the

Description DOCUMENT TYPE.

Publisher Displays the document /ISSUER.

Publisher Displays the ISSUER NAME corresponding to the ISSUER.

Name

Valid Displays the start and end dates of the document's validity.

From/Valid

To

Employee Displays the skill from the EMPLOYEE SKILLS list with which the document is

Skills associated. For example, a driver's license is associated with driving skills.

Comment Displays the note from the COMMENT column in the EMPLOYEE DOCUMENT
window for the document.

Attachment Allows attaching a document/file to the record from the computer. The file is also
added to the EMPLOYEE FILES and EMPLOYEES FILES lists.

Locked Displays information about whether the document is open or locked. By default,
the EMPLOYEE DOCUMENTS list is filtered to not display LOCKED documents, but
the user can change the filter. If the field is marked, the information for this
document row is not presented in the EMPLOYEE DOCUMENTS report.

3.11 Employee Files
In the EMPLOYEE FILES list, information entered into the EMPLOYEE FILES lists is displayed.
The EMPLOYEE FILES list can be accessed from the location: ROLLCENTER/MENU BAR/FILES.

By default, the list displays only those files for which the LOCKED field is unchecked, but the user can
modify this filter.
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To preview an employee file, select the corresponding row and click on the PREVIEW FILE button in
the ribbon. The preview is available only for files supported by the user's browser, such as PDF, JPG,
etc. To view other file types, select SAVE FILE, and the file will be downloaded for opening.

To download multiple files at once, select the rows corresponding to the desired files and click on the
SAVE SELECTED FILES button in the ribbon. This action creates a zip file containing the selected files.

Files: Al

D Search ¥ Preview File

e Save File

I Save Selected Files

-] 24002033 Payroll Journal epiim_TSDfob 783,45 KB 210120
Q - yee Oc | Disease Arst otsus.docx 08 docx 250220
(-] _ 24008455  Employee Occupational Disease  Arsti otsus.docx 0B docx 15.03.20
-] Occup Disease 4 jpg 63 KB jpa 250320
(-] _ Oco | Disease  Arsti otsus.docx 0B docx 060420

3.12 Employee Assets

The list of EMPLOYEE ASSETS entered into the HRM4Baltics module can be accessed from the
location: HOME/MENU/PAYROLL AND HUMAEN RESOURCE 365 MENU/LISTS/EMPLOYEE PAYROLL

ASSET

Employee Assets:

Asset Code

All ! Search ™ New [] Delete Y Expired !\' Expire (month) ¥ Show All

Asset Category

Asset Type

Asset Subtype

Asset

Name Status W Code Number Asset |D Value  Empl N
ARVUTIOOT  ©  Arvuti Lenovo ThinkPad Active POHIVARA ARVUTID SOLEARVUTI 7878789 776656 150000 T001
ARVUTIO02 Arvuti Lenovo Thinkpad Active POHIVARA ARVUTID LAUAARVUTI 773666 776656 278900 TO02
H00017 Hankija number MUUD KAARDID PANGAKAART 123 12 000 _
HO0018 000 _
K00023 Kliendi number POHIVARA ARVUTID LAUAARVUTI 34 000 _
KAARTO001 Ukskaart Active MUUD KAARDID UKSEKAART 8989 78090 2500 TOO1
KAART0005 Kutusekaart Active MUUD KAARDID KUTUSEKAART 44434 343455 5400 T012

The EMPLOYEE ASSETS LIST is, by default, filtered to not display assets in the CLOSED status. Users
have the option to remove and modify default filters as needed.

To edit EMPLOYEE ASSET information, activate the EDIT button on the ribbon.

A new EMPLOYEE ASSET can be created:
Automatically using the functionality ADD FIXED ASSET TO EMPLOYEE.
Manually by selecting NEW on the EMPLOYEE ASSETS LIST ribbon and filling in the desired
fields in the newly added row.

Field Explanation

Asset Code Allows adding a unique symbol to the asset, corresponding to the ASSET
NUMBER SERIES.

Name Allows entering a name corresponding to the ASSET CODE. A freely
editable/modifiable text field.

Status Allows determining the ASSET STATUS. Possible choices: ACTIVE, MAINTENANCE,
CLOSED.
The field can also be left blank. Selecting simplifies asset filtering and analysis.
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ACTIVE is added to the field by default when creating an EMPLOYEE ASSET, but
users can change it.

Asset Allows adding an asset category from the list.

Category Filling in this field simplifies asset filtering.

Code

Asset Type Allows adding an asset type from the list. If you have previously chosen an ASSET
Code CATEGORY for the row, only asset types corresponding to the selected ASSET

CATEGORY are offered in the dropdown menu.
If you first select an ASSET TYPE for the row and then add an ASSET CATEGORY
that is not the category for the selected type, the content of the ASSET TYPE field

is deleted.

Filling in this field simplifies asset filtering.
Asset Allows adding an asset subtype from the list. If you have previously chosen an
Subtype ASSET CATEGORY or ASSET TYPE for the row, only subtypes corresponding to the
Code selected ASSET TYPE are offered in the dropdown menu. If you first select an

ASSET SUBTYPE for the row and then add an ASSET TYPE and/or ASSET CATEGORY
that is not the subtype or type for the selected subtype, the content of the ASSET
TYPE and/or ASSET SUBTYPE fields is deleted.

Filling in this field simplifies asset filtering.

Asset Allows entering the asset number. A freely editable text field.

Number

Asset ID Allows entering the asset ID. A freely editable text field.

Value Allows entering the asset value. A freely editable numeric field.

Employee Displays the EMPLOYEE NUMBER to whom the asset currently belongs.

No. An asset can be simultaneously added to the EMPLOYEE ASSETS list for multiple

employees. In this case, the field shows the EMPLOYEE NUMBER to whom the
asset was last added.
Employee Displays the EMPLOYEE NAME corresponding to the EMPLOYEE NUMBER in the

Name EMPLOYEE LIST.
FA No Allows selecting from the FIXED ASSETS LIST the FA NUMBER associated with the
asset.
The same FA NUMBER can be selected for multiple rows of EMPLOYEE ASSETS.
FA Displays information from the FIXED ASSET CARD field FA DESCRIPTION
Description corresponding to the FA NUMBER.
FA Displays the amount from the FIXED ASSET CARD field FA ACQUISITION COST
Acquisition corresponding to the FA NUMBER.
Cost
FA Value Displays the amount from the FIXED ASSET CARD field FA RESIDUAL VALUE

corresponding to the FA NUMBER.

FA Inactive Displays the value from the FIXED ASSET CARD field INACTIVE: corresponding to
the FA NUMBER.

FA Under Displays the value from the FIXED ASSET CARD field UNDER MAINTENANCE:
Maintenance | corresponding to the FA NUMBER.

FA Blocked Displays the value from the FIXED ASSET CARD field BLOCKED: corresponding to
the FA NUMBER.

Usage Period | Displays the period assigned to the asset subtype, indicating how long the
respective asset is allowed to be used.

Unusage Displays the number of days remaining until the asset can no longer be used.
Days
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Usage Displays the automatically calculated end date of use according to the USAGE
ending Date | PERIOD assigned to the ASSET SUBTYPE

Expiration Displays the EXPIRATION DATE assigned to the asset.

Date

The fields in the EMPLOYEE ASSETS LIST: ASSET CODE, ASSET NAME, STATUS, EMPLOYEE NUMBER,
EMPLOYEE NAME, FA NUMBER, FA DESCRIPTION, FA ACQUISITION COST, FA VALUE, FA INACTIVE, FA
MAINTENANCE, and FA BLOCKED are automatically filled in when an asset is created using the
functionality ADD FIXED ASSET TO EMPLOYEE.

The fields in the EMPLOYEE ASSETS LIST: FA DESCRIPTION, FA ACQUISITION COST, FA VALUE, FA
INACTIVE, FA MAINTENANCE, and FA BLOCKED are automatically filled in if the FA NUMBER column is
filled in for the row. Users cannot manually change these fields.

The fields in the EMPLOYEE ASSETS LIST: ASSET CATEGORY, ASSET TYPE, ASSET SUBTYPE, ASSET
NUMBER, ASSET ID, and ASSET VALUE are not automatically filled in even when the EMPLOYEE ASSET
is added automatically using the ADD FIXED ASSET TO EMPLOYEE functionality.

If you want to categorize EMPLOYEE ASSETS into ASSET CATEGORIES, and further into corresponding
ASSET TYPES and ASSET SUBTYPES, you need to make configurations in the location:

HOME/MENU/PAYROLL AND HUMAN RESURCE 365 MENU/ADMINISTRATION/ASSETS->EMPLOYEE
ASSET CATEGORIES.

The NUMBER SERIES used when entering ASSET CODE must be configured beforehand in the location:
HOME/MENU/PAYROLL AND HUMAN RESURCE 365 MENU/ADMINISTRATION by opening the PAYROLL
SETUP card and selecting on the fast tab card NUMBERS in the field ASSET NUMBERS an appropriate
preconfigured NUMBER SERIES.

3.12.1. EMPLOYEE ASSET HISTORY

By activating a specific asset row in the EMPLOYEE ASSETS LIST and selecting the HISTORY option from
the ribbon menu, the transaction history of the corresponding asset in the HRM4Baltics module will

be displayed.

Employee Assets:  All O search -+ New [l Delete | ® History | Y Expired B Expire (month) W Show All
Asset Code Asset Category Asset Type Asset Subtype Asset
1 Name Status 'YW Code Code Code Number Asset ID Value
ARVUTIOO0 Arvuti Lenovo ThinkPad Active POHIVARA ARVUTID SULEARVUTI 7878789 776656 1500,00
ARVUTI002 Arvuti Lenovo Thinkpad Active POHIVARA ARVUTID LAUAARVUTI 773666 776656 2 789,00
H00017 Hankija number MUUD KAARDID PANGAKAART 123 12 0,00
H00018 0,00
K0002. :  Kliendi number POHIVARA ARVUTID LAUAARVUTI 34 0,00
KAART0001 Ukskaart Active MUUD KAARDID UKSEKAART 8989 78090 25,00
KAART0005 Kutusekaart Active MUUD KAARDID KUTUSEKAART 44434 343455 54,00

3.12.2. ADD FIXED ASSET TO EMPLOYEE

In the HRM4Baltics module, you can also use the functionality ADD FIXED ASSET TO EMPLOYEE.

ERP / HRM. CRM
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This functionality allows you to choose an employee from the EMPLOYEE LIST in the Business Central
Finance module on the GENERAL tab of the FIXED ASSET CARD. When selecting an employee in the
employee field, you can automatically create the corresponding asset in the EMPLOYEE ASSETS LIST
and add the asset to the specific EMPLOYEE ASSETS list.

PV000010 - LENOVA 101

Process Reports More options

General Show more
No PV000010 Serial No

Description LENOVA 101 Search Description LENOVA 101

FA Class Code - Responsible Employee

FA Subclass Code 101 - Responsible Employee (Payroll) A001

If an employee is selected or changed in the RESPONSIBLE EMPLOYEE(PAYROLL) field on the FIXED
ASSET CARD, the system prompts the user with the following question:

@ Do you want to update the employee asset 7

B = BN S

Yes No

If the user responds YES:

If the asset is not yet in THE EMIPLOYEE ASSETS LIST, it is added.

The change date is added to the TO DATE field of the corresponding employee's asset row in
the EMPLOYEE ASSETS LIST.

A new row for the asset is added to the EMPLOYEE ASSETS LIST for the employee now
responsible for the asset, and the FROM DATE field is filled with the change date.

The user has the option to further modify and supplement the automatically entered information in
the EMPLOYEE ASSETS LIST and the EMPLOYEE ASSETS list.

The content of the RESPONSIBLE EMPLOYEE field on the FIXED ASSET CARD is not automatically
changed if an employee using the asset is added or modified in the HRM4Baltics module.

To use the HRM4Baltics functionality "ADD FIXED ASSET TO EMPLOYEE," it is necessary to configure
the following:
1. In HOME/MENU/PAYROLL AND HUMAN RESURCE 365 MENU/ADMINISTRATION/PAYROLL
SETUP, on the GLOBAL SETTINGSL fast tab, check the box for FA USE PAYROLL EMPLOYEE.
2. In"HOME/MENU/PAYROLL AND HUMAN RESURCE 365 MENU/ADMINISTRATION/PAYROLL
SETUP, on the NUMBERS tab, select the appropriate NUMBER SERIES for the field ASSET
NUMBERS.
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3.13. Employee Children’s

EMPLOYEE CHILDREN LIST can be accessed from: HOME/MENU/ PAYROLL AND HUMAN RESURCE 365
MENU/LISTS/EMPLOYEE CHILDREN

or

HOME/EMPLOYEE CHILDREN

In the list, information entered for employees in the EMPLOYEE CHILDREN list is displayed. New data
cannot be entered into the CHILDREN list, but files related to a child can be added to the fact box
FILES. The file is also added to the list EMPLOYEE FILES with the source name CHILDREN.

Employees Registers Analysis Views Sick Leaves List Notifications Non-Residents Emplovee Documents
Info Types Payroll Entries  Tax Declarations  Holiday Schedule Employees Contracts  Claims List
Payroll Accounts  Reqruitments Absences Working Schedules  Employees Salaries Health Certificates "EMpPIOYEE ASSers
Employee Children:  All +J Search  Process Reports
Employee N Employee
1 Employee Name Status 'YW Line No. 1 Child Name Personal 1D Birth Date Sex
AD02 i Kuldar Kuldar Kuldar Kuldar Kuld,,, Active 1 Sille Petersell 01.022021 Female
A003 Hannes Koosla Active 1 Mart 03.03.2019
T0015 Maire Aunaste Active 1 Juhan 21.052001 Male
T003 Kalle Tamm Active 1  KAKAK m 11112022  Female
T003 Kalle Tamm Active 2 Juhan 12345678 01.01.2023 Male
T007 Tanel Kaupmees Active 1 Mart Kaupmees 04.052020 Male
T008 Elar Poldma Active 1 Juhan 18.01.2022 Male
Field Explanation

Employee No. Employee number from the EMPLOYEE CARD.

Employee Name | Employee name from the EMPLOYEE CARD.

Employee Status | Displays the employee status from the EMPLOYEE CARD — ACTIVE, INACTIVE,
TERMINATED, PROSPECT.

Structure Code/ | Displays identifiers and descriptions of structural units associated with an

Description active line from the employee contracts list.

Child Name Displays the name of the employee's child.

Personal ID Displays the child's personal identification code.

Birth Date Displays the child's date of birth automatically entered based on the child's
personal identification code.

Sex Displays the child's gender based on the child's personal identification code.

Age Displays the child's age in full years calculated based on the child's personal
identification code.

Comment Displays entered notes.

Locked The field is marked as locked if you do not want to display the child's data in
the list by default.

Invalid The field displays a note if a disability is marked for the child. The note is

important when entering absences with the absence reason L_ISAPUH,
allowing the data for corresponding absences to be displayed in the report
STATE BUDGET FOR COMPENSATION CLAIMS.

Attachments Allows you to add a file from the computer. Files added here are also added to
EMPLOYEE FILES with the source name CHILDREN and EMPLOYEES FILES.

Employee Children list ribbon buttons
| Icon | Explanation |
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Applied Opens the absences of the active row marked as an employee in the CHILDREN
Absences LIST, where the CHILD NO. column in the ABSENCE DATA is filled.
Employee
Card Opens the employee card of the active row marked as an employee.
Employee
Children Displays the list of children for the active row marked as an employee.

Allows you to enter an age filter for children to filter out children whose age is
Filter on Age | greater than XX years. This is a convenient solution for use with the DELETE
Above SELECTED functionality.

Allows you to delete all data for the selected children at once. If, for example,
Delete there are absence records associated with a child, the child's number is deleted
Selected from those records, but the child's name remains.

Allows you to create a report from the list of children. Various filters can be used
Report when creating the report.

3.14. Employee Educations

In the EMPLOYEE EDUCATIONS list, information entered into the EMPLOYEE EDUCATIONS lists for
specific individuals is displayed.

The EMPLOYEE EDUCATIONS list can be accessed from:
HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/LISTS/EMPLOYEE EDUCATION LIST

New data cannot be entered in the EMPLOYEE EDUCATIONS window. By default, only information for
employees whose status in the EMPLOYEES LIST column is currently either ACTIVE or INACTIVEE is
displayed in the list.

Related

Employee Educations:  All O Search

Employee No. Starting Date of S v) Educati t
t Employee Name Employeelob Title Date Graduatior Status Leave evel gree
A001 :  Holger-Kulgur Saviauk Koristaja Basic Educa..

T003 Kalle Tamm Raamatupidaja 01.01.2001 01.01.2010 Graduated Higher Edu.. MA
T008 Elar Poldma Raamatupidamine 01.09.2021 Studying

T010 Siiri Kaevand Transporditodline 01.09.2015 Studying Higher Edu... MA
T010 Siini Kaevand Transporditodline 01.09.2019 30.06.2022 Graduated Higher Edu... BA
T012 Mari Murakas Vastuvétja 01.092015 21062018 Graduated Higher Edu... BA
TRI-0167 Marianne Komm Pearaamatupidaja Secondary ..
Field Explanation

Employee No Displays the EMPLOYEE NUMBER from the EMPLOYEES LIST for which the

education information on this row is displayed.

Employee Displays the EMPLOYEE NAME corresponding to the EMPLOYEE NUMBER in the
Name EMPLOYEES LIST.

Employee Job | Displays the employee's job title from the JOB TITLE field in the EMPLOYEES LIST
Title corresponding to the EMPLOYEE NUMBER.

For descriptions of other fields in the EMPLOYEE EDUCATIONS list, refer to the EDUCATION section.
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3.15. Employees skills

In the EMPLOYEE SKILLS list, information entered into the EMPLOYEE SKILLS lists for specific
individuals is displayed.

The EMPLOYEE SKILLS list can be accessed from:
HOMIE /LISTS/EMPLOYEE SKILLS LIST
New data cannot be entered in the EMPLOYEE SKILLS window. By default, the list displays only

currently valid skills and only information for employees whose status in the EMPLOYEES LIST column
is currently either ACTIVE or INACTIVE.

Employees Skills: Al O Search - New [l Delete B edit List (& skils ¥ Requirements Uncompleted Remove Levels Filter
Employee No
Employes Name No. Osakond | Tase Name AllOksiss No Alliksus Name Téopere No. Toop
ADD1 :  Holger-Kulgur Saviauk 10 Finantsosakond .- = = -
A001 Holger-Kulgur Saviauk 10 Finantsosakond
ADD1 Holger-Kulgur Saviauk 10 Finantsosakond
A0D1 Holger-Kulgur Saviauk 10
ADO1 Holger-Kulgur Saviauk 10
ADD2 Kuldar Kuldar Kuldar Kuldar Kuld., _
ADD2 Kuldar Kuldar Kuldar Kuldar Kuld.,. _ =
A003 Hannes Koosla
T001 Karmen Kaks 10 1020 Raamatupidamine
T0O01 Karmen Kaks 10 1020 Raamatupidamine
1001 I Karmen Kaks 10 Finantsosakond 1020 Raamatupidamine
Field Explanation

Displays the EMPLOYEE NUMBER from the EMPLOYEES LIST for which the skill
Employee No | information on this row is displayed.

Employee Displays the EMPLOYEE NAME corresponding to the EMPLOYEE NUMBER in the
Name EMPLOYEES LIST.

Employee Job | Displays the employee's job title from the JOB TITLE field in the EMPLOYEES LIST
Title corresponding to the EMPLOYEE NUMBER.

In the fact box to the right of the list, the sum of CREDIT POINTS obtained from training related to the
skill for the actively marked row's employee is displayed.

For descriptions of other fields in the EMPLOYEE SKILLS list, refer to the SKILLS section.

By pressing the REQUIREMENTS UNCOMPLITED on the ribbon in the EMPLOYEE SKILLS list, only those
rows are displayed where the LEVEL CODE and REQUESTED LEVEL CODE entered in the columns have
different Codes, without checking whether the employee's actual level is higher than the required

level.

To remove this REQUIREMENTS UNCOMPLITED filter, press REMOVE LEVELS FILTER on the ribbon.
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Employees Skills:  All D Search T~ New [i] Delete % Edit List [&2 skils # Requirements Uncompleted [ Remove Levels Filter ]
Employee No Osakond | Tase
1 Employee Name No Osakond | Tase Name Alldksus No Alliiksus Name
A0O1 ¢ Holger-Kulgur Saviauk 10 Finantsosakond - RS
AQ01 Holger-Kulgur Saviauk 10 Finantsosakond = =
A001 Holger-Kulgur Saviauk 10 Finantsosakond _ _
A001 Holger-Kulgur Saviauk 10 Finantsosakond = =
A001 Holger-Kulgur Saviauk 10 Finantsosakond
A002 Kuldar Kuldar Kuldar Kuldar Kuld

3.16. Employees Previous Experiences

In the EMPLOYEES PREVIOUS EXPERIENCE list, information entered into the " EMPLOYEES PREVIOUS
EXPERIENCE lists for specific individuals is displayed. However, new rows can be added and existing
ones edited directly in the EMPLOYEES PREVIOUS EXPERIENCE window.

The EMPLOYEES PREVIOUS EXPERIENCE list can be accessed from:

HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/LISTS/EMPLOYEES PREVIOUS EXPERIENCE
By default, the list displays only information for employees whose status in the EMPLOYEES LIST
column is currently either ACTIVE or INACTIVE.

To add a new row for a EMPLOYEES PREVIOUS EXPERIENCE for an employee, press NEW on the
ribbon and enter the desired information for the row.

To edit an existing row in the EMPLOYEES PREVIOUS EXPERIENCE list, press EDIT LIST on the ribbon
and make the desired changes to the row.

Employees Previous Experiences: Al Search  + New Delate 5 Edit List

ADOY i Molger-Kulgur Saviauk Kaotistaja 01012022 04042022 02

T001 Karmen Kaks Vanemraamatupidaja 12031997  31.032002 5 wir YIT AS KLENDITEEN... Klienditeenind,
Too4 Olga Ruusla = 13042000 15072000 02 STATOIL Statoil AS KONSULTANT  Konsultant
TOOS olger Knudovice Pearaamatupidaja 09072000 31122000 04 RIMI Rirni AS AUDIITOR Audator

12031997  31.032002 5 SELVER Selver As KUENDITEEN... Khenditeenind:

Field Explanation
Displays the EMPLOYEE NUMBER from the EMPLOYEES LIST for which the prior
Employee No | work experience information on this row is displayed.

Employee Displays the EMPLOYEE NAME corresponding to the EMPLOYEE NUMBER in the
Name EMPLOYEES LIST.

Employee Job | Displays the employee's job title from the JOB TITLE field in the EMPLOYEES LIST
Title corresponding to the EMPLOYEE NUMBER.

3.17. Employee Job Requirements

In the EMPLOYEE JOB REQUIREMENTS list, both employee-specific requirements and requirements
based on the employee's job position are displayed.

The list can be accessed from: ROLE CENTER/MENU/EMPLOYEE JOB REQUIREMENTS
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Ulle AS List Tasks Dt Nithve

Employee Job Requiremets: Al Search  Reguirements Employee Filters
Date 04.72.2023
ADOT Holger-Kulgur Saviauk 1020-03 Koristaje QLDINE Training Meeskonnatdd : Kooiitus : Sisekooltus ¥0002S
root Karmen Kaks 1020-02 Vimermraamatipidaje ULINE Document 1D-kaart
X i Kaks 7 RLOINE Ecucation Korgharidus ; Bakalburmuselraaa

oot Karmen Kaks L LVNE Sk Kewlod - Saome keel ! Vilunud keelekas

00 Karmen Kaks 102002 Vanemraamatupidaja LDINE Training Meeskonnatod - Koolitus - Sisekoolitus KO0009
ToO Karman Kaks 1020-02 Vanemraamatupidaja Assat Péhivara | Arvutid ; SUlearvuti ARVUTIOON

Karmen Kaks 10200 Vanemraamatipiciaya Shi Hobid
oo Karmen Kaks 1020-02 Vanemraamatupidaja Skill Hobd : Laukmine
TOO16 Pafie Kamm Juhatuse evmees ULOUNE Document D-kaary

In the EMPLOYEE JOB REQUIREMENTS list, fulfilled requifémenté are displayed in black, and the OK
column is marked checked, while unfulfilled requirements are shown in red.

Similar to all lists, it is possible to add filters to the columns, sort them, and change the order of
columns if needed. To simplify filtering, quick filters have been added to the ribbon menu, allowing
you to display all unfulfilled requirements or all requirements related to education, skills, assets,
training, or documents with a single button press.

Employee Job Requiremets:  All L0 Search  Requirements Employee Filters
Date Al

Y Outstanding

Employee No, Employee Name Profession No Job Ti wpr Important Requirement No Required 1

A001 Holger-Kulgur Saviauk 1020-03 Koris ULDINE Training
% Education

T001 Karmen Kaks 1020-02 Vane ULDINE Docume)
W Skils

T001 Karmen Kaks 1020-02 Vane ULDINE Educatio
W Assets

T001 Karmen Kaks 1020-02 Vane ULDINE Skill
- .

7001 : Karmen Kaks 1020-02 Vane M Edu. List OLDINE Training
=y

001 Karmen Kaks 1020-02 Vane ¥ Personal Documents Asset

T001 Karmen Kaks 1020-02 Vane i' Employee Forms Skill

T001 Karmen Kaks 1020-02 Vane g Files Skill

T0016 Palle Kamm 0200-01 Juhatuse esimees ULDINE Docume)

To view the list as of a specific date, there is a button on the ribbon menu REQUIREMENTS ->
CHOOSE DATE. This way, you can see which requirements are currently valid for an employee or are
about to expire in the near future.

It is also possible to navigate directly to the employee's card sub-cards from the list, where you can
modify data if needed. To do this, select the employee row in the list and choose the shortcut button
EMPLOYEE from the ribbon menu.
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Employee Job Requiremets:  All - L Search

Date

Employee No. T Employee Name

A001 Holger-Kulgur Saviauk
7001 Karmen Kaks
1001 Karmen Kaks
1001 Karmen Kaks
T001 Karmen Kaks
T001 Karmen Kaks
7001 Karmen Kaks
T0O01 Karmen Kaks

3.18. Employee Working Permits

Requirements

Profession ) Assets

1020-03

1020-02

1020-02

1020-02

1020-02

1020-02

1020-02

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

Employee ~  Filters
% Education 04.12.2023
(& skils
Requirement No.
ULDINE
[®] edu. List
daja ULDINE
[&] Personal Documents )
daja ULDINE
E=5 Employee Forms ) )
daja ULDINE
[Z] Employee Files 1aja ULDINE

Vanemraamatupidaja
Vanemraamatupidaja

Vanemraamatunidaia

For working permits, there is a special solution that allows for the registration, management, and
printing of various types of certificates of employment issued to employees. To use this functionality,
you need to configure settings in the following location:

ROLE CENTER/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ADMINISTRATION/WORKING

PERMITS

Employees' working permits can be registered in the following location:
ROLE CENTER/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ADMINISTRATION/EMPLOYEE

PERMITS LIST

Payroll and Human Resource 365 Menu

Profession Requirements

Estonian Classification of Occupations
Profession Groups

Fontes Family

Payroll ISCO Code

Structure Code

Payroll Grounds for Terminat.

Cause of Insider Addition

Cause of Insider Removal

Working Permits

Employee Permit Type

Employee Permit Gates

Info Setup

Info Types

Pavrall Name Dave

Training Areas

Training Cost Types

Assets

Employee Asset Categories

Clearance Form Templates

Occupational Safety and Health

Hazard Types

Working Environment Representative Types
Health Check Packages

Education

Education Degrees
Education Institutions

Education Specialties
Skills

Previous Experience Employers
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04.12,2022 00:00 0 00002
01.02.2023 23:59 0 [ 00001

In the opened window, the displayed columns are:

Column Explanation

Card No. Displays the employment certificate number.

Card Type Allows to select from the employee permit types predefined list a value.
Employee

Name Displays the employee's name from the EMPLOYEE LIST.

Valid From Allows the selection of the start date of the permit type validity.

Valid To Allows the selection of the end date of the permit type validity.

Printed Time

Displays the time the employees permit was printed.

Printed Count

Displays the number of times the employees permit has been printed.

Closed

Allows marking the employees permit as closed.

Closing Allows the selection of the closing reason from a predefined list of EMPLOYEE
Reason PERMIT CLOSING REASONS.
Barcode Displays the barcode number.

Displays the CAR NUMBER associated with the employees permit from the CARS
Cars list.
Notes Free-text field for entering additional information.

3.19. Employee Warnings

In the WARNING list, all warnings entered for employees are displayed.

The WARNING list opens from the location:
ROLE CENTER/LISTS/EMPLOYEE WARNINGS

It is possible to add new warnings to employees in the list. To do this, select the NEW button on the
ribbon and enter the warning details on the opened card.

Wamings: Al Search  + New i Delete

H-0001 PoT0m Inactive 17010222248 1020-03 Raamatupidaja Vanemraamatupidoi 02122019 02122019 0

5 8030-04 02122019 03122019 O

3 1020-03 22.04.2023 14.04.2023 1

34 8010-02

3.20. Employee Rewards

In the REWARDS list, all recognitions entered for employees are displayed. Recognitions can be
added either from the EMPLOYEE CARD or from the general REWARDS list.

The REWARDS list opens from the location:
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ROLE CENTER/LISTS/ REWARDS

It is possible to add new rewards for employees in the list. To do this, select the NEW button on the
ribbon and enter the rewards details for the employee.

Ulle AS Lists Tasks Documents Archive Menu =
Employees Payroll Accounts  Contracts Employee Assets  Employees Skills List ~ Requests List  Insaiders
Central Employees Info Types Documents  Children Previous Experiences  Warnings Insaider Related Contact List
Companies Employees  Trainings Files Educations Permits Notifications
Rewards:  All - B Search + New  [i Delete  BEREditlist &% Import from Excel  [# Add to Joumnal
Reward No Reward
t Employee No. Employee Name Revard Date  Category Reward Category Description Reward Type Reward Type Descr
1001 i ADD4 Triinu Pommer 02.11.2022  BIRX Birgit pirtsutab JOOGID Tasuta joogid au
1002 A003 Hannes Koosla 03.11.2022  ULLE Ulle Gllatab JOOGID Tasuta joogid au
1003 T003 Kalle Tamm 02.11.2022  TRINU Triinu teeb triibu JOOGID Tasuta joogid au
1004 T012 Mari Murakas 29.11.2022  PREEMIA Preemia RAHA Rahaline
1005 A003 Hannes Koosla 26042023  TRINU Triinu teeb trilbu RAHA Rahaline
1006 T006 Priit Pedanik 30.06.2023  PREEMIA Preemia JOOGID Tasuta joogid au
1007 T001 Karmen Kaks 31.07.2023 BIRX Birgit pirtsutab MOTLEMAPA... Matlemapanev
1008 A004 Triinu Pommer 08.082023 ULLE Ulle Gllatab MOTLEMAPA... Mdatlemapanev
1009 T0015 Maire Aunaste = =
1010 T0015 Maire Aunaste

With the ADD TO JOURNAL button on the list ribbon menu, you can send the selected entries from
the list to the payroll journal for registration at once.

3.21. Employee Vehicles List

In the EMPLOYEES' VEHICLES LIST, information entered in the VEHICLES list from the EMPLOYEE CARD
for specific individuals is displayed.

The EMPLOYEES' VEHICLES LIST opens from the location:
HOME/MENU/PAYROLL AND HR 365/LISTS/EMPLOYEES' VEHICLES LIST

Ulle AS Lists Tasks Documents Archive Menu =

Employees Info Types  Documents Children Employees Skills List  Requests List  Insaiders Sick Leaves List

Companies Employees  Trainings Files Previous Experiences  Warnings Insaider Related Contact List  Occupational Safety and Health 2

Payroll Accounts Contracts Employee Assets  Educations  Permits Rewards Notifications Contract Changes

Vehicles:  All O Search W Expense Reports [ Files e v =07, N0

Vehitle

Empiloyes No Employes Registranon [ Loc
? Empioyse Name St ¥ Emgployeeiob Title Prate * Vehicle Description Reports  From Date * To Date b d Modter
T003 Kalle Tamm Active Brandijuht KANA Datsun 0 1.052023 KALLE
To05 Jolger Krufovice Inactive Pearaamatupidaja 98BRRF 98BRRF 7 YLLEK2
T006 Priit-Jaan Pedanik Active 7655TP Maida 6, 2021 2 022021 YLLEK2
1007 Tanel Kaupmees Active 230177 0 YLLEK
T008 Elar PSldmaa Active . B76TCW Mazdab 0 YLLEK
T009 Pirgit-Mai Guru Active = 123A8C Honda Civic 1 YLLEK2
T009 Pirgit-Mai Guru Active - 987RRY Nissan 0 YLLEK2
To10 Siin Kaevand Active Transporditdoline 986ATY Laada 4 YLLEX2
1012 Mari Murakas Active Vastuvdtja 445RTE Honda Civic 2008 23 YLLEK
T012 Mari Murakas Active Vastuvdtja 454ETR Mazda 6, 2020 o YLLEK
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It is not possible to add new vehicles to the list for employees or modify existing data in the
EMPLOYEES' VEHICLES LIST. To do this, you need to open the EMPLOYEE CARD and use the ribbon
menu button PERSONAL INFO -> VEHICLES.

3.22. Employee Passivity

The list displays data entered under the PASSIVITY subcard on the EMPLOYEE CARD across the
company. By default, only currently inactive employees are shown in the list, but you can change the
default filter under the ribbon menu button FILTERS to display employees who were inactive during
different periods (FUTURE, ACTIVE, CLOSED, ALL).

Additionally, you can directly open the employee card, employment relationship, contract, or the
inactivity list for the displayed employee from the list. It's not possible to edit the data directly in the
list.

The list opens from:
ROLE CENTER/EMPLOYEE PASSIVITY

UlleAS | lists Tasks  Document

Employees Salarle Health Certificates  Employee Assets Employee Job Requiremets

Occupational Diseases  Related Contacts
Employee Passivitys:  All Search  Employee ? 7S R
;

'V sk .Y
1001 I Karmes Kaks Inuctive Vanemeaamatupicais 01.10.2021 JHOOLD Lapsehoolduspuhkus
T00S Pearasmatupidaja 04.10.2022 LHOOLD Vanemapuhkus (kuni lapse 3.3
T00S nactive Pearaamatupidaja 02.11.2023 AJAT Ajateenistus 0n
To24 11.042022 LHOOLD Vanemapuhkus {kuni lapse 3.2
TRI-0120 Mihkel Mes nactive 01.01.2022 LHOOLD Vanemapuhkus (kuni lapse 3.a

3.23. Notifications

In the HRM4Baltics module, it is possible to send automatic NOTIFICATIONS to employees, managers,
substitutes, and additionally to e-mail addresses configured with settings about upcoming events and
deadlines. For automatic sending of notifications, a corresponding JOB QUEUE must be configured.

The list of created notifications can be accessed from the location:
ROLE CENTER/MENU/ PAYROLL AND HUMAN RESOURCE 365 MENU/LISTS/PAYROLL NOTIFICATION

Setsember 20 n
Notification Entries (HRM4Baltics) Search & Update ¥ Previous Year [l Current Year  IP NextYear 4 Previous Month Wl Current Month  ® Next Month 53 Setup "0 Send E-Madl
ate * YW
01122023 TEADEO? Anniversary T364 Heiger Savila 2 tosaasts Not Requited
08.12.2023 TEADED? Anniversary 327 Karu Kell 3. tooassta Not Required
11122023 TEADEOG Nameday 1007 Tane! Kauprmees “Tanel” nimepaev Not Required
12122023 TEADEDS Birthday 008 Pirgit-Mai Guru 37, assta sunniphey Not Required
24 12.2023 TEADED!

TEADEDT Not Requirec
27122023 TEADEOG Nameday A003 Hannes Koosla "Hannes® nimepiev Not Required
29122001 I TEADEOG Nameday 1368 Merle Hiry “Merle” nimepliev Not Requiced
31122023 TEADE26 Vacation Expiration  A004 Trilw Pommer 31,1223 aegub 2,14 paevs publust Not Required
31122023 TEADE26 Vacation Expiration T003 Kalle Tamm 31.12.23 aegub 11,74 paeva puhkust Not Required
31122023 TEADE26 Vacation Expiration  T004 Burxi-Birx Kiunvja 31,1223 aegub 27,96 pieva puhkust Not Required

NOTIFICATION STATUS — Displays information about the issuance of the notification.
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The displayed status types are:

e NOT REQUIRED — Sending is not configured for the respective notification type.

® SENT — The notification has been sent.

e WAITING — The configuration for sending the notification type is in place, and the notification will
be sent out when the specified time arrives.

® ERROR

e CANCEL

Sending a notification is recorded in the PAYROLL REGISTER with the type NOTIFICATION.

The update of the notification list is performed automatically based on the configured JOB QUEUE.
However, if there is a desire to manually update notifications, there is a button UPDATE on the
ribbon menu for this purpose.

3.24. Occupational Safety and Occupational Health

In accordance with the Occupational Health and Safety Act (TTOS), companies are obligated to
conduct a workplace risk analysis. The objective is to map out factors that have a detrimental impact
on the physical and mental health of employees and continuously work on eliminating hazards.
During the risk analysis, workplace hazards are identified, the parameters of these hazards are
measured, and the risks to employee health and safety are assessed.

In addition to the risk analysis, employers are required to consistently address occupational health.
Within the first month of a new employee's arrival, the employer must arrange for the employee to
undergo a medical examination by an occupational health physician to check the employee's health
suitability for the position, thus preventing potential occupational diseases. This process takes into
account the identified hazards.

Occupational health involves various activities, generating a considerable amount of information that
companies need to retain, including:

Workplace risk analysis along with an action plan for all activities to prevent and reduce

potential health risks.

Identified hazards from the risk analysis, which serve as the basis for sending employees for

health checks. These hazards include:

o Physical hazards: noise, vibration, radiation, air temperature and humidity, air pressure,
moving and sharp parts of machinery and equipment, lighting, falling, and electrical
shock hazards.

o Chemical hazards: various chemicals and materials containing them.

o Biological hazards: various microorganisms (bacteria, viruses, fungi, etc.), and other
biologically active substances that can cause infectious diseases, allergies, or poisoning.

o Physiological hazards: physical workload, repetitive movements, and overexertion caused
by forced postures and movements in work, and other similar factors.

o Psychological hazards: monotonous or work incompatible with the employee's abilities,
poor work organization, prolonged solitary work, and other similar factors.

Safety instructions.

Administration of health checks.

Name of the workplace environmental specialist.

List of workplace environmental representatives (authorizations valid for 4 years).

List of workplace environmental council members (authorizations valid for at least 4 years).

List of first aid providers (training required every 5 years).

Administration of workplace accidents and occupational diseases.

Certificates proving the training of workplace environmental representatives, workplace

environmental council members, and workplace environmental specialists (training every 5

years) — stored in the employee's document list.

e
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Certificates proving the training of first aid providers (training every 3 years) — stored in the
employee's document list.

3.24.1. HEALTH CERTIFICATES

Employee health examination data can be added to the HEALTH CERTIFICATE CARD. All employee
HEALTH CERTIFICATE CARDS are displayed in the HEALTH CERTIFICATE list.

The list can be accessed from:

ROLE CENTER/MENU/ PAYROLL AND HUMAN RESOURCE 365 MENU/LISTS/ OCCUPATIONAL SAFETY
AND HEALTH/HEALTH CERTIFICATE LIST

Through the HEALTH CERTIFICATE list, existing health certificate cards can be modified, and new ones
can be created.

To create a new HEALTH CERTIFICATE CARD, press NEW on the ribbon menu of the opened window
and fill in the required fields on the opened tabs of the HEALTH CERTIFICATE CARD.

To modify an existing HEALTH CERTIFICATE CARD, select the row of the corresponding HEALTH
CERTIFICATE CARD in the opened window and press EDIT on the ribbon menu. Make the desired
changes on the opened tabs of the HEALTH CERTIFICATE CARD.

Health Certificates:  All 2 Search | 1+ New ] Delete  Applied Filters Reports

Health Employe
Certificate Employee Employee Workstation
No. t Status 'YW Employee No. Employes Name Status Profession Name Personal ID Code
TERDOO1 i Active 1001 Karmen Kaks Inactive Raamatupidamine 37010222248 TLN
TERDDO2 Active T003 Kalle Tamm Active Vastuvitu juht 37807194230 TRT
TERDDO3 Active 1004 Olga Ruusla Active Personalispetsialist 48207182234 TIN
TEROOO4 Active T009 Pirgit-Mai Guru Active Pearaamatupidaja 48612124930 TRT

ERP / HRM. CRM
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Health Certificate Card (HRM4Baltics)

TEROOO1

&4 Documents k- Files

Health Check Date 10.10.2019 o Structure

Health Check Time Osakond | Tase No
Company No HOD001 v Osakond | Tase Name
Company Name Qualitas AS Alliksus No.

Location Code > Alldksus Name

Location Address Todpere No

-

Health Check Type Period Téopere Name

Package Code KONTOR Grupp No.

Employee Info Grupp Name

Employee No TO01
Employee Name Karmen Kaks
Employee Status Inactive
Employee Personal 1D 37010222248
Employe Workstation Code TN
Results >

Health Certificate Risk Factors Manage

By selecting the desired health certificate row in the HEALTH CERTIFICATE list window, files associated
with the respective health examination row are displayed in the quick info pane on the right side of
the window.

Subsequently, by pressing FILES -> ADD FILE in the fact box, you can add a new file associated with
the corresponding health certificate row. The file is also added to the EMPLOYEE FILES and
EMPLOYEES' FILES lists. The fact box displays a preview of the added file if the user's browser
supports this file type.

The columns in the HEALTH CERTIFICATE list display information entered in the fields of the HEALTH
CERTIFICATE  CARD.

Fast tab: Health Certificate

On the quick card for HEALTH CERTIFICATE, it is possible to enter the main information related to the
health certificate of the given employee.

e
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Health Certificate
Healt Check
TERDOOA

Active

19.06.2022 Structure

Field Explanation
Health Allows entering the number of the health certification card by selecting a
Certification predefined numbering series for the health certification card number. The
No. configuration must be made on the FAST TAB OF PAYROLL SETUP in the field
NUMBERS for HEALTH CERTIFICATION.
Status Allows determining the status of the HEALTH CERTIFICATE CARD from the
dropdown menu.
Options:

NEW — health certificate card created

NOTIFIED — notification about the health check time has been sent to the
employee

APPROVED — the employee has confirmed the health check time
ACTIVE — the current valid HEALTH CERTIFICATE CARD for the employee
CLOSED —if the date entered in the "Next health check date" field of the
health certification card is reached, the card is marked as CLOSED
CANCELLED — if a health certification card is created for the employee,
but the employee did not attend the health check.

Health Check Allows selecting the date of the employee's health check.

Date
Health Check Allows entering the time of the health check. The entered time can be used in
Time the notification text sent to the employee.

Company No. Allows selecting the number of the company performing the health check from
the dropdown list of VENDORS.

Company Displays the company name corresponding to the selected VENDOR NUMBER in
Name the "Company No." field.

Location Code | Selects the location of the health check from the preconfigured list of HEALTH
INSPECITION LOCATIONS. To configure a new location, open the dropdown
menu, select NEW, and describe the location details.

Location Displays the address of the health check location according to the selected value
Address in the previous field. The entered location address can be used in the notification
text sent to the employee.

Health Check Allows selecting the type of health check to be performed.

Type Options:

e
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PRE — used when the employee needs to undergo a health check before
taking up a position (e.g., individuals working in catering, etc.)

FIRST — the first health check after the employee starts working

PERIOD —the second and subsequent regular health check after the
employee starts working

EXTRA — used when the employee is sent for an extraordinary health
check due to some special reason (e.g., unexpected health problems).

Package Code

Allows selecting the health check package from the preconfigured list of PAYROLL
HEALTH CHECK PACKAGES.

Employee No.

Allows selecting the EMPLOYEE NUMBER associated with the HEALTH
CERTIFICATE CARD from the EMPLOYEE LIST.

Employee Displays the EMPLOYEE NAME corresponding to the EMPLOYEE NUMBER in the
Name EMPLOYEE LIST.

Employee Displays the EMPLOYEE STATUS corresponding to the EMPLOYEE NUMBER in the
Status EMPLOYEE LIST.

Profession No.

Displays the PROFESSION TITLE corresponding to the EMPLOYEE NUMBER in the
EMPLOYEE LIST. The displayed profession title is the one valid at the time of
creating the HEALTH CERTIFICATE CARD. If the employee's profession title
changes, it is not automatically updated on the health certificate card, as the
occupational hazards for the job title on the card were valid during the doctor's
visit.

Employee Displays the PERSONAL ID corresponding to the EMPLOYEE NUMBER in the
Personal ID EMPLOYEE LIST.
Employee Displays the WORKSTATION ADDRESS corresponding to the EMPLOYEE NUMBER

Workstation
Code

in the EMPLOYEE LIST.

Fast tab: Results

Results

Eye Inspection
19.06.2022

05

Eye Inspection 05
Eyesight Changed [ o]
(o]

29.06.2022 o

VBib toatada pearaamatupidajana Heatth Certificate Proposals

Peab kiima korraparaselt massasdis > Jolatug
Masaal Olavootmede 10x30min 6 kuu jooksul
Massaa? seljale kuuridena

£ pese hambaid korralikult Ohoniisutai

Reguleeritava kbrgusega lsud

Field

Explanation

Next Health Check

Date

Allows entering the date of the next health examination.

Further Studies

Allows marking whether the employee has been referred to further
examinations as a result of the health check.

Massage

Allows marking whether massage is recommended to the employee as a
result of the health check decision.

Eye Inspection

Date

Allows entering the date of the eye check if it does not coincide with the
check date.

e
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Left Eye Inspection

Allows entering information about the health check result for the
employee's left eye — a free-text field.

Right Eye Allows entering information about the health check result for the
Inspection employee's right eye — a free-text field.

Marker indicating that compared to the previous check, the employee's
Eyesight Changed visual acuity has changed.

Allows marking whether glasses have been prescribed for the employee
Glasses to use as a result of the health check.
Glasses Allows entering the amount of compensation paid for glasses for the
Compensation employee.
Glasses

Compensation
Date

Allows entering the date of payment for glasses compensation.

Allows entering the decision sent as a result of the health examination as

Resolution free text.
Allows entering suggestions sent as a result of the health examination as
Proposal free text.
Allows entering other important information about the health
Notes examination as free text.
Health Certificate Allows to select a predefined suggestion from the list.
Proposals

To configure a new suggestion, open the dropdown menu on the row,
press NEW+, and describe the new row.

Glasses C 29062022

mnancatian Data

Health Cer|

Proposal 1

Ergonoomiline hiir

Hiirepadi

Jalatugi

Masaaz olavodtmele 10x30min 6 kuu jooksul

Massaaz seljale kuuridena

|+ Newl<—

Select from full list

|

—
—

Fast tab: Health Certificate Risk Factors

On the fast tab of heath certificate, it is possible to add information related to WORKPLACE HAZARDS
from the pre-configured list of RISIK TYPES associated with the employee's job responsibilities.

Field Explanation

Allows selecting the RISK TYPE associated with the employee's job
Risk Type Code responsibilities from the pre-configured list of HAZARD TYPES.
Risk Type | Automatically enters the DESCRIPTION OF THE RISK TYPE corresponding to the
Description RISK TYPE SYMBOL from the list of HAZARD TYPES.

Risk Factor Code

Allows selecting the HAZARD FACTOR associated with the HAZARD TYPE from the
sub-list of HAZARDS related to the HAZARD TYPE.

Risk Factor | Automatically enters the RISK FACTOR DESCRIPTION corresponding to the RISK
Description FACTOR CODE from the sub-list of HAZARDS in the list of HAZARD TYPES.

Allows selecting the risk level of the HAZARD.
Risk Level Options: LOW, MEDIUM, HIGH.
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If the field RISK FACTOR BY PROFESSIONS is marked in the FAST TAB OF PAYROLL SETUP under GLOBAL
SETTINGS, and HAZARDS are added to PROFESSIONS, then RISK TYPES, and RISK LEVELS, on the fast
tab of health certification risk will be automatically filled.

If new RISKS are added to the PROFESSION CARD's fast tab for PROFESSION RISKS, the corresponding
rows of RISKS will be automatically added to the FAST TAB OF HEALTH CERTIFICATE for all existing
HEALTH CERTIFICATE CARDS associated with that PROFESSION.

Fact Box: Files

When selecting a row in the HEALTH CERTIFICATE LIST or opening the corresponding HEALTH
CERTIFICATE CARD, the fact box FILES is displayed on the right side of the window. In the FILES fact
box, it is possible to add and open files related to the employee's HEALTH CERTIFICATE. To do this,
choose ADD FILES in the FILES fact box window and select the desired file for upload. To open an
existing file, choose PREVIEW FILE.

The added file is then added to the list of the employee's FILES with the SOURCE NAME HEALTH
CERTIFICATE.

Health Certificate Files

Healt Check ( Drag and drop a file here )

Jealth Cortificats No TERDOO4 AL B 1620.01 etioiden Preview kd Sove | €3 Take Picture | X

Active - e

Profession Name Pearaamatupedoje
= 2
19.06.2022 ooy =
ealth Check Time 13:04:00 sakond | Tase No 0
HO0001 Osakond | Tase Name Finantsosakond € Open in Exce
pany Name Quaktas AS AlGksus Ne 1020
PARNU MNT Aliksus Name Rasmatupidamine

Files related to the employee's health certificate can also be managed by selecting a row in the
HEALTH CERTIFICATE LIST and pressing the ribbon menu FILES or by opening the corresponding
HEALTH CERTIFICATE CARD and pressing the opened window's ribbon menu FILES.

A list of FILES related to the employee's HEALTH CERTIFICATE, filtered based on the SOURCE NAME
HEALTH CERTIFICATE, is opened. When using the ribbon menu icon ADD FILE in this filtered window,
the file is added to the EMPLOYEE FILES, with the SOURCE NAME automatically set to HEALTH
CERTIFICATE. However, since this opened window is filtered by default based on the SOURCE NAME
HEALTH CERTIFICATE, the added file will not be displayed until the user removes the filter from the
SOURCE TABLE NO and ATTACHMENT GUID fields.

TO01 - Karmen Kaks

Employee Files (HRM4Baltics) L Search  B% Edit List 1 Add File T Preview File & Save File [@ Delete Mare options
" Source Table
Views X No.1 W Source Name Filename
All : - 24008854 i Health Certificate Arsti otsus 0B
24008854 Health Certificate aaaajpg 35,33 KB
Filter list by
& 24008854 Health Certificate 256266727_653718025634149 5. 0B
< Attachment GUID
24008854 Health Certificate 4jpg 0B
{9BBOEOOE-F37C-49DC-A953-FF9ECEB:
% Employee No. @
T001
Locked @
No :
urce Table No. @
24008854

+ Filter

ERP | HRM CRM
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3.24.2. OCCUPATIONAL ACCIDENTS LIST

Information about employee accidents can be entered into the OCCUPATIONAL ACCIDENTS LIST. The
specific list of employee accidents can be accessed from:

ROLE CENTER/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/LISTS/ OCCUPATIONAL SAFETY
AND HEALTH/OCCUPATIONAL ACCIDENTS LIST

To add a new accident to the list, press NEW on the ribbon menu and enter the necessary
information in the row.

To modify existing accident information in the list, press EDIT LIST on the ribbon menu and make the
desired changes to the row information.

< 100
012
ADO2

ADD1 Holger-Kulgur Saviauk

ADO2

1009

lote b Fles e Appiied Absences

W Apply Absence "% Unapply Absence

1 08.10.2019
1 08.10.2019

08102019 1430:00 komistas juh.

08.10201%

14:30:00 komistas juh

4 18022022 22 1240:00

2 17:00:00

2 14.00:00

Pabenga |oikas katte

8 17112021 1712020 16:00:00 Pihlaka 75 Komestas ja kukdus

Field

Explanation

Employee No.

Allows selecting the EMPLOYEE NO. associated with the accident from the
EMPLOYEES LIST.

Employee Name

Displays the EMPLOYEE NAME corresponding to the EMPLOYEE NO. from the
EMPLOYEES LIST.

Employee Status

Displays the EMPLOYEE STATUS corresponding to the EMPLOYEE NO. from the
EMPLOYEES LIST. By default, the ACCIDENTS LIST is filtered, showing only those
accidents where the employee's status is ACTIVE or INACTIVE. Users can modify
this default filter.

Accident No.

Allows entering the ACCIDENT NUMBER - free text field.

Registration Date

Allows entering the registration date of the accident.

Accident Date

Allows entering the date of the accident.

Accident Time

Allows entering the time of the accident.

Accident Place

Allows entering information about the location of the accident - free text field.

Notification Date

Injury Severity Options:

EMPTY

MINOR

SERIOUS

UNSURVIVABLE
Accident Allows entering a brief description of the accident - free text field.
Description
Labour Allows entering the date of notifying the Labour Inspectorate about the
Inspectorate accident.

Report Date

Allows entering the date of submitting the accident report.

Report No.

Allows entering the report number of the accident - free text field.
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Locked Allows marking whether the accident information is locked. By default, the
ACCIDENTS LIST is filtered, showing only those accidents where this field is not
marked. Users can modify this default filter.

To associate a file with an accident, select the corresponding row of the accident and press ADD FILE
in the FILES fact box on the right side of the window, then add the desired file. The file is added to
the EMPLOYEE FILES list with the SOURCE NAME ACCIDENT.

The file is also added to the lists EMPLOYEE FILES and EMPLOYEES FILES.

It is possible to link the accident with the ABSENCES registered in case, for example, a doctor has
issued a sick leave related to the accident. The prerequisite for linking absence is the configuration in
the location CAUSE OF ABSENCE/CAUSE OF ABSENCE CARD/FAST TAB CHECKING AND SETUP/FIELD
OCCUPATIONAL ACCIDENT. To link absence with an accident, in the list ribbon menu, press APPLY
ABSENCE. A list of absences that can be linked to the accident will appear. The linked absence data is
displayed in the quick info pane APPLIED ABSENCES. If a wrong absence is accidentally linked to the
accident, use the button UNAPPLY ABSENCE to unlink it from the accident.

) Search —+ New [ Edit List Delete k& Files I Je Applied Absences ¥ Apply Absence @ Unapply Absence I

Employes Registration Acoident Accident

Status W Employeejob Title Accident No Date Date Time Accident Place
= 100 i Karmen Kaks Inactive Vanemraamatupidaja 08102019 08102019  14:30:00 Parnu mnt 56/7 7 korrus
T012 Mari Murakas Active Vastuvitja 08102019 08.10.2019 14:30:00 Parnu mnt 56/7 7 korrus

ADO2 Kuldar Kuldar Kuldar Kuldar Kuld,.. A 18022022 17.022022  13:40:00 Tammsaare tee 78

® A = =

A0O1 Halger-Kulgur Saviauk Active Koristaja 20022022 20022022 17.00:00 Vabaduse valjak

3.24.2. OCCUPATIONAL DESISES

All information regarding occupational diseases for employees can be viewed in the OCCUPATIONAL
DISEASES LIST.

To access the list of occupational diseases for employees, go to:

ROLE CENTER/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/LISTS/ OCCUPATIONAL SAFETY
AND HEALTH/OCCUPATIONAL DISEASE LIST

To add new information about an occupational disease, press NEW on the ribbon menu of the
opened window and enter the necessary information on the new OCCUPATIONAL DISEASE CARD.

To add or modify information for an existing occupational disease, press MANAGE/EDIT on the ribbon
menu of the opened window and make the necessary changes to the opened OCCUPATIONAL
DISEASE CARD.

To associate a file with an occupational disease, select the row corresponding to the occupational
disease in the opened window and press ADD FILE in the FILES fact box on the right side of the
window. Then, add the desired file. The file will be added to the EMPLOYEE FILES with the SOURCE
NAME EMPLOYEE OCCUPATIONAL DISEASE. The file will also be added to the lists EMPLOYEE FILES and
EMPLOYEES'FILES.
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Payroll Occupational Diseases

O Search -+ New Manage H Files More options
Employee No Employee Diagnosi
tYy Employee Name Status W Employee Job Title Date Diagnosis Description
1012 i Mari Murakas Active Vastuvtja 01.052019  Seljadiski sopistus sundasendid- ja
12
T012-0
4 Foe Related
Uldine Files
= 2 files
1012 Report Dat 24102019 [}
Marl Muraka: 67 + A 8] x
01.05.2019 C B
sis Descr " Seljadiski sopistus
Ray 1
Employee Occupational Diseases Risk Factors Manage
FYSI0 Fyo3 i High

The specific employee's list of occupational diseases can be accessed from the following locations:
From the EMPLOYEE LIST, by clicking on the ribbon menu OCCUPATIONAL DISEASES.
From the respective EMPLOYEE CARD, by clicking on the ribbon menu OCCUPATIONAL
DISEASES.
The OCCUPATIONAL DISEASES LIST displays fields from the OCCUPATIONAL DISEASE CARD.

Fast tab: General

Field Explanation

Employee No. | Allows you to select the EMPLOYEE NUMBER associated with the occupational
disease from the EMPLOYEE LIST.

Diagnosis Allows you to enter the date when the occupational disease diagnosis was made.
Date
Diagnosis Allows you to enter a description of the occupational disease diagnosis — free text

Description field.
Report Date Allows you to enter the date of submitting the report for the occupational

disease.

Report No. Allows you to enter the report number for the occupational disease — free text
field.

Locked Allows you to mark whether the OCCUPATIONAL DISEASE CARD is locked. By

default, the OCCUPATIONAL DISEASES LIST is filtered to display only those
occupational diseases for which this field is unmarked. The user can modify this
default filter.

Fast tab: Employee Occupational Disease Risk Factors

Field Explanation

Risk Type Code | Allows you to select the RISK TYPE CODE associated with the occupational
disease from the predefined list of PAYROLL HAZARD TYPES.
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Risk Type Automatically populated based on the RISK TYPE CODE, providing a description
Description from the list of PAYROLL HAZARD TYPES.
Risk Factor Allows you to select the specific PAYROLL HAZARD FACTOR associated with the
Code HAZARD TYPE from the sub-list of hazards.
Risk Factor Automatically populated based on the PAYROLL HAZARD FACTOR, providing a
Description description from the sub-list of hazards associated with the selected PAYROLL
HAZARD TYPE.
Risk Level Allows you to select the risk level associated with the HAZARD.
Options: LOW, MEDIUM, HIGH.

3.24.3. WORKING ENVIRONMENT REPRESENTIVES

Information about work environment representatives can be entered into the WORK ENVIRONMENT
REPRESENTATIVES list.

The WORK ENVIRONMENT REPRESENTATIVES list can be accessed from the location:

ROLE CENTER/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/LISTS/ OCCUPATIONAL SAFETY
AND HEALTH/WORKING ENVIRONMENT REPRESENTATIVES

To add a new WORK ENVIRONMENT REPRESENTATIVE, click on the NEW in the ribbon menu and
enter the necessary information on the row. To modify or add information to existing WORK
ENVIRONMENT REPRESENTATIVES, click on EDIT LIST in the ribbon menu and make the desired
changes to the row.

Search + New [ Edit List Delete | Files

> EAR I Eumasbiands 1007 Karrmen Kaks Vanemraamatupidaja 01062015 27102023 0052015 &

Mmskkonna spetsimkst

EAA Esmaabiandja 02 Maei Murakas Vastuvdtya 01032020 28022024

TOEV Tuleohutuse eest vastutaja A0O4 Triinu Pommer

Field Explanation

Working Allows selecting the desired REPRESENTATIVE TYPE CODE from the
Environment predefined list of WORK ENVIRONMENT REPRESENTATIVE TYPES.
Representative

Type Code

Working Displays the REPRESENTATIVE TYPE NAME corresponding to the selected
Environment REPRESENTATIVE TYPE CODE from the predefined list of WORK
Representative ENVIRONMENT REPRESENTATIVE TYPES.

Type Name

Employee No Allows selecting the EMPLOYEE NUMBER from the EMPLOYEES LIST to

designate as the WORK ENVIRONMENT REPRESENTATIVE.

Employee Name Displays the EMPLOYEE NAME corresponding to the selected EMPLOYEE
NUMBER from the EMPLOYEES LIST.

Employeelob Title | Displays the EMPLOYEE JOB TITLE from the CONTRACTS tab of the EMPLOYEE
CARD corresponding to the selected EMPLOYEE NUMBER.

Valid From Allows entering the start date of the validity period for the employee acting
as the WORK ENVIRONMENT REPRESENTATIVE.
Valid To Allows entering the end date of the validity period for the employee acting

as the WORK ENVIRONMENT REPRESENTATIVE.
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If the term of the work environment representative is about to end, it is
possible to send a relevant email notification to the persons specified in the
configuration. The configuration is done in the NOTIFICATION SETUP location.

Document Valid

Displays the validity of the document entered the EMPLOYEE DOCUMENTS
list for the designated representative, as required by the work environment
representative. More detailed information related to the document is also
displayed in fact box.

For example, a first aider must undergo first aid training and possess a
certificate before being appointed as a first aider.

In case the document is issued to the employee from training and is
associated with the training card, training data is displayed in fact box.

Details ¥ Attachments (0)

01.02.2026 | 01122021 8

07112021 7

= 09.022022 1 Employee Documents
09032022 8

it 1o W

- 15032022 5 78-67 I 01022022 01022026

08042022 8

20.05.2023 13.04.202¢

Employee Trainings

Education N
'y

[ KQ0014 : 01022022 03.022022 ]

General Meeting
Date

Allows entering the date of the general meeting at which the employee was
appointed as the WORK ENVIRONMENT REPRESENTATIVE.

General Meeting
No.

Allows entering the number of the general meeting at which the employee
was appointed as the WORK ENVIRONMENT REPRESENTATIVE.

Notes

Free-text field for additional information.

Employee Status

Displays the employee's status entered in the EMPLOYEES LIST corresponding
to the entered EMPLOYEE NUMBER. Possible values: ACTIVE, INACTIVE,
TERMINATED.

Employee
Workstation Code

Displays the information from the WORKSTATION CODE field on the
CONNECTIONS AND SETUP fast tab of the EMPLOYEE CARD corresponding to
the selected EMPLOYEE NUMBER.

Employee
Workstation Name

Displays the information from the DESCRIPTION column in the predefined list
of WORKSATION NAME corresponding to the selected PAYROLL
WORKSTATION from the EMPLOYEE LIST.

Employee Working
Room No.

Displays the information from the ROOM NUMBER field on CONNECTIONS
AND SETUP fast tab of the EMPLOYEE CARD corresponding to the selected
EMPLOYEE NUMBER.
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Locked Allows marking whether the information for the WORK ENVIRONMENT
REPRESENTATIVE row is locked. By default, the WORK ENVIRONMENT
REPRESENTATIVE LIST is filtered, displaying only those WORK ENVIRONMENT
REPRESENTATIVES for whom this field is unchecked. The user can modify this
default filter.

To associate a file with the WORK ENVIRONMENT REPRESENTATIVE, select the corresponding row of
the WORK ENVIRONMENT REPRESENTATIVE and press the ADD FILE button on the FILES ribbon menu
located on the right side of the window. Then, add the desired file by either clicking the ADD FILE
button or by dragging and dropping the file into the file window.

Working Environment Representatives: Al Search 4+ Ne Delete 1B Edit List

Details ¥ Attachments (C

£AA L Esmasbiandja 1001 Karmen Kaks Vanemaamatupidaja 01.062018 27102023 _
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= = o Kt Rk Qi Add File { Drag and drop a file bhere )
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A Esmaabiandja A002 Kuldar Kuldar Kuldar Kuidar Kuld... _ 01022022 01022026 gy 1110 et
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ToEV Tuleohutuse eest vastutsja A003 Hannes Koosla ) 09112021 09.11.2025
TKNE Todkeskkonna ndukogu esimees To10 Slirt Kaevand Transporditsdline 09.02.2022 09.02.2025 & o

3.25. Sick Leaves list

In the SICK LEAVES list, information about sick leaves imported from the Health Insurance Fund is
displayed through the X-Road interface.

To access the Sick Leaves list, go to:

HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ LISTS/SICK LEAVES LIST

n
Sick Leaves List (HRMaBaltics) Search  New  Manage Onefntry  Multiple Entries ]
18 Roquest Not Approved 83 Request Approved 2 Request One Employes
1000008759 ¢ 67788 T002 Kats Karuba-Kany Active New Todandja ootel Conflicting Absences
10.03.23 - 10.03 23 Haige pereliikme
Columns in the Sick Leaves list:
Field Explanation
Displays the unique ID of the sick leave received from the Health Insurance
Sick Leave ID Fund via XML.
Displays the sick leave number received from the Health Insurance Fund via
Sick Leave No XML.

Displays the EMPLOYEE NUMBER associated with the sick leave based on the
data received from the Health Insurance Fund. The link is created based on the

Employee No employee's personal identification code.

Displays the EMPLOYEE NAME corresponding to the employee number in the
Name EMPLOYEES list.
Status Displays the employee's status from the EMPLOYEES list.

Provides information about the status of the sick leave, such as NEW, ERROR,

Absence Status CLOSED etc.
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Provisional
Posted Marks if the sick leave is an initial registration opened by a doctor.
Indicates whether the absence associated with the sick leave is registered in
the ABSENCES.
Unregistered sick leaves can be registered using the ribbon menu icons ONE
ENTRY->POST and/or MULTIPLE ENTRIES->POST ALL.
By pressing the quick filter icon FILTRES->NOT POSTED, only sick leaves with
Posted unposted absences are displayed in the list to the user.

Response sent

Indicates whether confirmation has been sent to the Health Insurance Fund
for the sick leave. Unconfirmed sick leaves can be confirmed and transmitted
to the Health Insurance Fund using the ribbon menu icon ONE ENTRY->SEND
RESPONCE and/or UPDATE STATUS.

Status Name

Displays the status of the sick leave in the Health Insurance Fund's information
system based on the XML data.

Initial Date Displays the start date of the initial sick leave based on the information
received from the Health Insurance Fund.

From Date Displays the start date of the sick leave based on the information received
from the Health Insurance Fund.

To Date Displays the end date of the sick leave based on the information received from
the Health Insurance Fund.

Initial or Indicates whether the sick leave is an INITIAL or CONTINUED sheet based on

Continued Name

the information received from the Health Insurance Fund.

Cause of Absence
Code

Displays the CAUSE OF ABSENCE CODE associated with the sick leave from the
X-ROAD AND INTERFACES SICK LEAVE TYPES list in the X-ROAD VALUES column
CAUSE OF ABSENCE CODE.

Sick Leave Type
Name

Displays the SICK LEAVE TYPE associated with the sick leave from the X-ROAD
SICK LEAVE TYPES list in the X-ROAD VALUES column DESCRIPTION.

Disability Type
Name

Displays the DISABILITY TYPE associated with the sick leave from the X-ROAD
SICK LEAVE TYPES list in the X-ROAD VALUES column DESCRIPTION. The
disability type is found based on the code received from the Health Insurance
Fund's XML.

Registration Date

Displays the registration date of the sick leave in the Health Insurance Fund's
system from the XML received from the Health Insurance Fund.

Termination
Decision Name

Displays the decision to end the sick leave received from the XML from the
Health Insurance Fund. Possible options provided by the Health Insurance
Fund are:

SUUNATUD

ASUDA TOOLE

JARGLEHT

Termination Date

Displays the end date of the sick leave received from the XML from the Health
Insurance Fund.

Personal ID Displays the personal identification code associated with the sick leave from
the XML received from the Health Insurance Fund.

First Name Displays the first name of the person associated with the sick leave from the
XML received from the Health Insurance Fund.

Last Name Displays the last name of the person associated with the sick leave from the

XML received from the Health Insurance Fund.
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Treatment Displays the date of treatment non-compliance associated with the sick leave
Failure Date from the XML received from the Health Insurance Fund.
Treatment Displays the description of the reason for treatment non-compliance

Failure Reason
Name

associated with the sick leave from the XML received from the Health
Insurance Fund.

Treatment Displays information on the note for treatment non-compliance associated
Failure Comment | with the sick leave from the XML received from the Health Insurance Fund.
Work Accident Displays the date of the work accident entered by the EMPLOYER on the FAST
Date TAB FILL OUT EMPLOYER, which is transmitted to the Health Insurance Fund.
Easier Work Displays the date, entered by the EMPLOYER on the fast tab FILL OUT

From EMPLOYER , from which the employee is directed to lighter work, transmitted
to the Health Insurance Fund.

Easier Work To Displays the date, entered by the EMPLOYER on the FAST TAB FILL OUT
EMPLOYER, until which the employee is directed to lighter work, transmitted
to the Health Insurance Fund.

Easier Work Displays the gross salary, entered by the EMPLOYER on the FAST TAB FILL OUT

Salary EMPLOYER, which is paid to the employee during the period when they are

directed to lighter work, transmitted to the Health Insurance Fund.

Dismissal Date

Displays the date entered by the EMPLOYER on the FAST TAB FILL OUT
EMPLOYER from which the employee is released from work.

No
Compensation
From

Displays the date entered by the EMPLOYER on the FAST TAB FILL OUT
EMPLOYER from which the employee has no right to treatment.

No Displays the date entered by the EMPLOYER on the FAST TAB FILL OUT
Compensation To | EMPLOYER until which the employee has no right to treatment.
No Displays the value corresponding to the code entered in the field NO

Compensation
Reason Name

TREATMENT on the on the FAST TAB FILL OUT EMPLOYER in the X-ROAD VALUES
window.

Initial or
continued

Displays, based on the XML received from the Health Insurance Fund, whether
itis an INITIAL or CONTINUED sick leave. If it is a CONTINUED sick leave, the
sick leave card must have a relationship filled in with the previous absence
added to the ABSENCE. Generally, this relationship is found automatically, but
if the absence is not found automatically, the user can manually add the
relationship to the field INITIAL ABS.LEDGER ENTRY NO..

No
Compensation
Reason

Displays the code entered by the EMPLOYER on the FAST TAB FILL OUT
EMPLOYER, which is transmitted to the Health Insurance Fund, indicating the
reason why the employee has no right to treatment/benefit.

The codes are provided by the Health Insurance Fund, and users are not
allowed to modify them.

Treatment Displays the code of the treatment non-compliance reason received from the
Failure Reason XML from the Health Insurance Fund.

Termination Displays the code of the decision to end the sick leave received from the XML
Decision from the Health Insurance Fund.

Status Displays the code of the sick leave status received from the XML from the

Health Insurance Fund.

Employee Salary

Displays the compensation corresponding to the value entered by the
EMPLOYER on the FAST TAB FILL OUT EMPLOYER. The information is
transmitted to the Health Insurance Fund.

Disability Type

Displays the code of the DISABILITY TYPE received from the XML from the
Health Insurance Fund.

e
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Sick Leave Type

Displays the code of the SICK LEAVE TYPE received from the XML from the
Health Insurance Fund

Additionally, it is possible to include other fields on the sick leave card in the list, as well as the
employee's structural units, job title, and manager's name.

3.25.1. SICK LEAVE CARD

On the SICK LEAVE (TVL) card, the main information imported from the Health Insurance Fund via the
X-road interface is displayed. Employers have the option to add their own information to the SICK
LEAVE CARD and automatically transmit it to the Health Insurance Fund through the X-road interface.

To open the TVL card, follow these steps:
HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/LISTS/SICK LEAVES LIST.

To open a specific disability certificate, select the corresponding row and click on the number
displayed in the SICK LEAVE ID column.

19.09.19 - 21.09.19 Haigusleht

3 Regisumeri O Update Status I Send

Toovoimetusieht
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Conflicting Absences
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Fast tab: Sick leave

On the fast tab of the SICK LEAVE (TVL), the main information imported via the X-road interface is

displayed.

Field

Explanation

Sick Leave No.

Displays the certificate number received from the Health Insurance Fund.

Employee No.

Displays the employee number associated with the TVL based on data received
from the Health Insurance Fund. The association is created based on the
employee's personal identification code.

Absence Code

Name Displays the employee's name corresponding to the employee number from the
EMPLOYEE LIST.

Employee Displays the employee's status from the EMPLOYEE LIST (ACTIVE, PASSIVE,

Status TERMINATED).

Cause of Displays the symbol for the reason associated with the TVL from the X-TEE in the

X-TEE VALUES column for the CAUSE OF ABSENCE CODE.

Absence Status

Displays information about the status of the TVL card, such as NEW, POSTED,
CONFIRMED.
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Provisional A mark is added to the field when an initial (opened) disability certificate is

Posted registered by a doctor.

Posted A mark is added to the field when the absence associated with the TVL is
registered in the ABSENCE.

Unregistered TVLs can be registered using the menu icon POST.

Response sent | A mark is added to the field if confirmation has been sent to the Health
Insurance Fund regarding the TVL. Unconfirmed TVLs can be confirmed and sent
to the Health Insurance Fund using the menu icon SEND RESPONSE and/or
UPDATE STATUS.

Status Name Displays the TVL status received from the Health Insurance Fund via XML.

Initial date Displays the start date of the initial TVL received from the Health Insurance Fund
via XML.

Initial Abs. For a follow-up certificate, the number of the previous absence entry is

Ledger Entry displayed.

No.

From Date Displays the start date of the TVL received from the Health Insurance Fund via
XML.

To Date Displays the end date of the TVL received from the Health Insurance Fund via
XML.

Initial or Displays information from the XML about whether the TVL is an initial or a

Continued continued certificate.

Name

Sick Leave Type | Displays the type of TVL associated with the TVL from the X-TEE LIST OF SICK

Name LEAVE TYPES in the X-TEE VALUES column for DESCRIPTION.

Disability Type | Displays the type of disability associated with the TVL from the X-TEE LIST OF

Name DISABILITY TYPES in the X-TEE VALUES column for DESCRIPTION. The type of
disability is found based on the code received from the Health Insurance Fund's
XML.

3.25.1.2.  Fast tab: Fills Employer

On the FAST TAB of the SICK LEAVE under the field FILLED IN BY THE EMPLOYER, the employer can add
their own information and automatically transmit it to the Health Insurance Fund through the X-road

interface.
Taidab t66andja
Employee Salary 1 000,00 Toodnnetus
No Compensation Work Accident Date B
No Compensation From i Easier Work From [
No Compensation To @ m
lo Compensation Reason HL
No Compensation Reason Na Hooldusleht pdhi- vai lisapuhkuse ajal /|
Field Explanation

Employee Salary | Displays the employee's compensation calculated based on the formula in the
EMPLOYEE CARD's subcard Salary on the row for wages and in the window for
X-ROAD SETUP. If necessary, the user can overwrite/modify the content of this
field on the TVL card. The information in this field is transmitted to the Health
Insurance Fund.

e



BCSitera

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

No Compensation
From

Allows entering the date from which the employee is not entitled to
treatment, to be transmitted to the Health Insurance Fund.

No Compensation
To

Allows entering the date until which the employee is not entitled to
treatment, to be transmitted to the Health Insurance Fund.

No Compensation
Reason

Allows selecting from a predefined list of values in the X-ROAD VALUES column
for the NO TREATMENT to be transmitted to the Health Insurance Fund as the
SYMBOL OF ABSENCE REASON.

No Compensation
Reason Name

Displays the value corresponding to the symbol entered in the field NO
TREATMENT, from the list of values in the X-ROAD VALUES column for
DESCRIPTION.

Work Accident
Date

Allows entering the date of the WORK ACCIDENT to be transmitted to the
Health Insurance Fund.

Easier Work From

Allows entering the date from which the employee was directed to EASIER
WORK, to be transmitted to the Health Insurance Fund.

Easier Work To

Allows entering the date until which the employee was directed to EASIER
WORK, to be transmitted to the Health Insurance Fund.

Easier Work
Salary

Allows entering the gross compensation to be transmitted to the Health
Insurance Fund, which is paid to the employee during the period when they
are directed to EASIER WORK.

Dismissal Date

Allows entering the date from which the employee is released from work, to
be transmitted to the Health Insurance Fund.

3.25.1.3.

Fast tab:

Additional info

On the fast tab ADDITIONAL INFO, other important information related to the exchanged TVL
through the X-road interface is displayed.

Lisainfo

Field

Explanation

Registration Date

Displays the date of registration in the Health Insurance Fund from the
received XML of the TVL.

Termination Decision

Name

Displays the decision on the termination of the respective TVL from the
received XML. Possible choices are predefined by the Health Insurance
Fund.

Termination Date

Displays the termination date of the respective TVL from the received
XML,

Termination Failure

Date

Displays the date of ignoring treatment related to the respective TVL from
the received XML.

Termination Failure

Reason Name

Displays the code for the reason of ignoring treatment related to the
respective TVL from the received XML.

Termination Failure

Comment

Displays the information on the note related to ignoring treatment for the
respective TVL from the received XML.
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3.25.2. SICK LEAVE LIST AND CARD FACT BOX INFO

In the fact box section for the TVL list and TVL CARD, users are presented with detailed information
related to an active TVL. This information includes CONFLICTING ABSENCES and ABSENCES

ASSOCIATED WITH TVL.
1000008759 : 67788 002 Kati Karula-Karu Active New Conflicting Absences

10.03.23 - 10.03.23 Haige perefikme hooldamine
16.01,23 - 17,01.23 Haigusieht, tdodnnetus
01.06.22 - 02.06.22 Lapsepuhkus (al. 01.04.22)
280422 - 20.04.22 Puhkus

21.04.22 - 22.04.22 Oppepuhkus (tasemekoolitus)

17.04.22 - 17.04.22 Emapuhkus {al, 01.04.22)

Absences -

100323 - 10.03.23 Haige hooldamine

16.01.23 - 17.01.23 Haigusleht, to6dnnetus
01.06.22 - 02.06.22 Lapsepuhkus {al. 01.04.22)
28.04.22 - 29.04.22 Puhkus

21.04.22 - 22.04.22 Oppepuhkus (tasemekoolitus)

17.04.22 - 17.04.22 Emapuhkus (al, 01.04.22)

3.25.2.1. Fact box: Conflicting Absences

When on the SICK LEAVE CARD or activating a specific SICK LEAVE row in the SICK LEAVE LIST, the FACT
BOX on the right side of the window displays ABSENCES CONFLICTING WITH THE SICK LEAVE from the
ABSENCE, including the duration and description of the absence conflict. By clicking on a specific
absence entry, the corresponding ABSENCE ENTRY is opened. In the ABSENCE ENTRY, it is possible to
edit or delete the absence if necessary.

3.25.2.2. Fact box: Absences

When on the SICK LEAVE CARD or activating a specific SICK LEAVE row in the SICK LEAVE LIST, the FACT
BOX on the right side of the window displays RELATED ABSENCES, including the duration and
description of the absence reason from the ABSENCE ENTRY associated with the specific SICK LEAVE.
By clicking on a specific absence entry, the corresponding ABSENCE ENTRY is opened.

3.25.3. ACTIONS WITH SICK LEAVES

For a single employee, it is possible to initiate sick leave queries to the Health Insurance Fund's
information system via X-tee and perform other actions related to sick leave both from the
EMPLOYEE CARD on the ribbon ACTIONS/SICK LEAVE/SICK LEAVE REQUEST and from the SICK LEAVE
list on the ribbon, located at HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/LISTS/SICK
LEAVES LIST, using the button NEW -> REQUEST ONE EMPLOYEE.

To inquire about sick leaves for all employees, use the SICK LEAVE list on the ribbon, and then click
NEW -> REQUEST NOT APPROVED for open sick leaves, or REQUEST APPROVED.
After initiating the query, the sick leaves will appear in the SICK LEAVES list.
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Sick Leaves List:  All ' Search  New One Entry Multiple Entries Filters Maore option

&2 Request Not Approved
Views X : :

I Request Approved Employee No. Name Status Status Y
All

13 Request One Employee 1002 Kati Karula-Karu Active New

list by

On the ribbon of the SICK LEAVE LIST and CARD, the following actions can be initiated:
REQUEST NOT APPROVED: Initiates a data exchange query with the Health Insurance Fund's
information system via X-tee for sick leaves opened by the doctor. After the action, new sick
leave will appear in the list of sick leave.

REQUEST APPROVED: Initiates a data exchange query with the Health Insurance Fund's
information system via X-tee for doctor-confirmed or completed sick leaves. After the action,
new sick leave will appear in the list of sick leaves.
REQUEST ONE EMPLOYEE: Like the query that can be made from the employee card, but for
this specific query, a time restriction can be set. This allows the user to query a specific
period instead of the entire work history associated with the company.
POST: Post the absence associated with the active card in the ABSENCE LEDGER ENTERY and
adds a corresponding mark to the POSTED/PROVISIONAL POSTED field on the SICK LEAVE
CARD.
UPDATE STATUS: Updates information associated with the selected line, including the
ABSENCE STATUS field content.
SEND RESPONSE: After entering employer data, a confirmation must be sent to the Health
Insurance Fund's information system via X-tee. After confirming, a mark is added to the
CONFIRMED field on the SICK LEAVE CARD.
POST ALL: Post all absences associated with the selected sick leaves in the ABSENCE LEDGER
ENTERY and adds markers to the POSTED fields on the SICK LEAVE CARDS.
REMOVE INITIAL DATE: Removes the initial sick leave start date. Subsequently, a follow-up
sick leave can be posted without being tied to the previous certificate. This is necessary, for
example, if the initial sick leave was obtained while still working for the previous employer or
if a childcare sick leave was issued to the other parent, and there is no initial sick leave to link
to.
CLOSE SICK LEAVE: If a sick leave in the query needs no handling, for example, for contractual
workers, the sick leave can be closed without further processing.
OPEN SICK LEAVE: If a sick leave is mistakenly closed, it can be reopened.
APPLY TO ABSENCE: If it is not possible to link a continued sick leave with the previous one,
for example, if both sick leaves are queried simultaneously, the continued sick leave can be
manually linked to the absence of the previous sick leave.

Additionally, to simplify actions related to sick leaves, on the ribbon's FILTERS tab, the user can

easily filter the displayed sick leave in the list:
NOT POSTED: Displays only those sick leaves whose associated absences are not posted in
the ABSENCE LEDGER ENTRY. It shows sick leaves with no corresponding mark in the posted
field on the SICK LEAVE CARDS.
NOT CONFIRMED: Displays only those sick leaves for which no confirmation has been sent
from the X-tee interface to the Health Insurance Fund's information system. It shows
certificates with no corresponding mark in the CONFIRMED field on SICK LEAVE CARDS.
ALL: Cancels any filters applied to the SICK LEAVE LIST, showing all sickness certificates.

e
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Sick Leaves List:  All Search  New One Entry Muitiple Entries Filters
Y Not Posted
Views X Absence
'Y’ Not COnfirmed tat tatus W
All
1000008759 : 67788 T002 % Al Active New

Filter list by

3.24.4. SICK LEAVE REQUEST LOG

To view the log of all X-tee queries made for a specific SICK LEAVES, in the SICK LEAVE LIST,, select the
row corresponding to the desired SICK LEAVE and on the ribbon, click on RELATED -> X-ROAD LOG.

Sick Leaves List All Search  New One Entry Muitiple Entries Filters Actions Related ewer options
¥ X-Road Log
Views X t \bsence
Filters status 'Y Provisional Posted
Al
1000008759 : 67788 1002 Kati Karula-Karu Active New

The opened window will display filtered information about all X-tee queries made for the selected
SICK LEAVE.

3.26. Data Exchange with the Tax and Customs Board Employment Register
(TOR)

As of July 1, 2014, according to amendments to the Taxation Act, all individuals and legal entities
providing employment are required to register their employees in the Tax and Customs Board
Employment Register (TOR). It is possible to transmit data to the TOR information system of the e-
Tax and Customs Board from the HRM4Baltics module in two ways:

1. Directly Over X-Road:
Utilize the automatic data exchange service between the HRM4Baltics module and the TOR
information system over X-Road.
Prerequisite: The company is integrated with X-Road and uses an X-Road security server.

2. CSV File Based on HRM4Baltics Module Employee Data:
Create a CSV file based on employee data in the HRM4Baltics module.
Submit the CSV file to the TOR information system.

3.26.1. DATA EXCHANGE WITH TOR OVER X-ROAD

The HRM4Baltics module allows for the automatic exchange of employee data with the e-Tax and
Customs Board Employment Register (TOR) over X-Road using XML files.

To enable this data exchange, specific configurations need to be set up. Configuration settings can be
adjusted in the following locations:

HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ADMINISTRATION/X-ROAD/X-ROAD
SETUP

Within the TOR information system, employee entries for starting employment, changes in
employment relationships and contracts, terminations, long-term inactivity, and other employee

information that the employer is obliged to register in TOR are recorded.
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From the TOR information system, the HRM4Baltics module automatically imports the TOR ID of the
employee into the HRM4Baltics employee data.

To initiate the automatic data exchange between the TOR information system and the HRM4Baltics
module for a specific employee, use the SEND TO WORKING REGISTER option in the Employee Card
ribbon menu.

Employee Card (HRM4Baltics) u/\) e
A003 - Hannes Koosla

New Process Reports Contract Information Personal Info Contact History Actions Relat

& Update .:'1 Trust Fund Check [E Send to Working Register

Basic Information

No. 1A003 Title
First Name Hannes Search Name
Last Name | Koosla Previous Name
Bacconaliiis | 37406270345

Nickname
Inh Title

The system will then prompt the user with:
= Previous Name \

o @ Do you want to send employee data to work registry?

[l“l

- VI TImpioyse Jtawus i &

L —

Responding with YES will trigger the automatic data exchange between the TOR information system
and the HRM4Baltics module over X-Road for the specified employee.

Once the employee data is sent to TOR, the TOR ID, a unique code for the employee from TOR, is
automatically added to the WORKING REGISTER ID column on the Employment and Contract line. In
the case of a contract under the Law of Obligations Act (VOS), the WORKING REGISTER ID is not
added to the employment line. This is because when sending employee data, both the employment
line and the contract line are checked. If the employee does not have a line with the employment
contract indicator, the employment data is not sent to TOR.

A record in the X-ROAD HISTORY is created for each TOR data exchange over X-Road. The X-Road
History, which is essentially a list of data transmitted to the Employment Register, can be accessed by
clicking on the WORKING REGISTER LOG in the ACTION ribbon menu of the Employee Card. This will
open a list/log of data transmitted to the Employment Register, filtered based on the respective
employee.

e
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Employee Card (HRM4Baltics
AO003 - Hannes Koosla
New Process Reports Contract Information Personal Info Contact History Actions Related Reports Fewer option

\ = - - -4 :
_3 Send User 3 Copy Employee Connections *% Pension Fund &2 Sick Leaves £ Working Register

2 3 5 Send to Working Register Main Content
Basic Information show les:

i -
4 Working Register Log

No A003 S Mir .
F Name

First Name Hannes Search Name HK

Search 22 DataFde [ Request File\Response File
x
v
Connections

T001 P Karmen Kaks 55466 M 08092020 17:29 47812010292 01121978 Margaret Hansc

001 Karmen Kk 12345 M 08092020 17:29 47812010292 01121978 Marcgaret Hansc

T001 Karmen Kak R 08.09202017:29 47812010292 01.12.1978 Margaret Hansc Status 09.10.14

T001 Karman Kak 55466 M 08.09.2020 17:31 47812010292 01121978  Margaret Hansc Contract 01.09.17 - 24.10.19

ToO1 Karmen Kak 12345 M 08092020 17:31 47812010292 01121978 Margaret Hansc Contract 25.10.19 - 30.11.19

T001 Karmen Kak 55466 M 08.092020 11:39 47812010292 01121978  Margaret Hansc Contract 01.12.19

Field Explanation

Employee No. Displays the employee number from the list of employees based on the XML

received from TOR. Clicking on the symbol in the field opens the list of
employees for the respective employee.

Employee Name Displays the employee's name corresponding to the employee number from
the list of employees. Clicking on the employee's name opens the list of
employees filtered based on the respective employee.

Working Registel Displays the Working Register ID related to the employee's employment

ID relationship or contractual relationship received from the TOR's XML. The
corresponding Working Register ID is also present in the WORKING REGISTER
ID field on the CONTRACTS sub-card of the EMPLOYEE CARD and in the
WORKING REGISTER ID field on the EMPLOYMENT sub-card of the EMPLOYEE
CARD for the respective employment or contractual relationship.

New Working Displays the NEW WORKING REGISTER ID related to the employee's

Registel ID employment relationship or contractual relationship received from the TOR's
XML. The corresponding new Working Register ID is automatically added to
the CONTRACTS sub-card of the EMPLOYEE CARD in the WORKING REGISTER
ID field and to the EMPLOYMENT sub-card of the EMPLOYEE CARD in the
WORKING REGISTER ID field for the respective employment or contractual
relationship.

Registration Type | Displays the type of employment registration for the specific Working
Register query.

Possible options:

* R -initial registration of employment or contractual relationship

¢ I - registration of changes, pauses, or terminations in employment or
contractual relationship.

Entry Time Displays the timestamp of the Working Register data exchange entry.

Status Displays the Working Register entry status during the data exchange based
on the XML received from TOR.

Possible options:

e REQUEST DONE - the sent entry to th Working Register was successful - the

STATUS column in this table is empty.
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* PARSE ERROR — the sent entry to the Working Register reached the TOR
information system, but there were deficiencies in the sent data, and the
STATUS column displays information about deficiencies found in the data
received from the Working Register's XML.

® REQUEST ERROR - the sent XML to the Working Register did not reach the
TOR information system due to a technical error, and the STATUS column
displays information about deficiencies found in the response received from
the Working Register's XML. It is advisable to check the X-ROAD SETUP and
contact the system administrator and/or administrator.

Personal ID Displays the employee's personal identification code from the XML sent to
the Working Register, which is found in the Personal ID field of the
EMPLOYEE CARD.

Displays the employee's birth date from the XML sent to the Working

Birth Date Register, which is found in the BIRTH DATE field of the EMPLOYEE CARD.
Displays the employee's first name from the XML sent to the Working

First Name Register, which is found in the FIRST NAME field of the EMPLOYEE CARD.
Displays the employee's last name from the XML sent to the Working

Last Name Register, which is found in the LAST NAME field of the EMPLOYEE CARD.
Displays the start date of the employee's employment from the XML sent to
the Working Register. It is found either in the FROM DATE field of the
CONTRACTS sub-card of the EMPLOYEE CARD, which is used when
information about the employee's employment contract is sent with the
TOR, or in the FROM DATE field of the EMPLOYMENT sub-card of the
EMPLOYEE CARD, which is used when information about the employee's
From Date employment contract is sent with the TOR.

Displays the type of employment of the employee from the XML sent to the
Working Register. It is found based on the CONTRACT TYPE entered on the
respective line of CONTRACTS sub-card of the EMIPLOYEE CARD. The
WORKING TYPE is then found in the COV. WORKING CLASS CODE column of
Working Type the EMPLOYMENT CONTRACTS list.

Displays the contract number of the employee from the XML sent to the
Working Register. It is found in the CONTRACT NO field of the respective line
Contract No. of the CONTRACTS sub-card of the EMPLOYEE CARD.

Displays the job code of the employee from the XML sent to the Working
Register. It is found in the /SCO CODE column of the respective line of the

Job ISCO Code CONTRACTS sub-card of the EMPLOYEE CARD.

Displays the work address indicator of the employee from the XML sent to
Workstation the Working Register. It is found based on the WORKSTATION CODE field of
Address the CONNECTIONS AND SETUP fast tab of the EMPLOYEE CARD.

Displays the end date of the employee's employment from the XML sent to
the Working Register. It is found either in the TO DATE field of the
CONTRACTS sub-card of the EMPLOYEE CARD, or in the TO DATE field of the
To Date EMPLOYMENT sub-card of the EMIPLOYEE CARD.

Displays the termination reason indicator of the employee from the XML sent
to the Working Register. It is found based on the GROUNDS FOR TERM. CODE
entered on the respective line of the EMPLOYMENT sub-card of the
EMPLOYEE CARD. The GROUNDS FOR TERM. CODE for TOR is then found in
Termination the GROUNDS FOR TERMINATIONS column of the COV.WORKING

Reason TERMINATION CLASS CODE.

e



BCSitera

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

Inactive From

Displays the start date of the employee's passivity from the XML sent to the
Working Register. It is found in the FROM DATE field of the PASSIVITY sub-
card of the EMPLOYEE CARD.

Initial Inactive
From

Displays the start date of the employee's initial passivity from the XML sent
to the Working Register. It is found in the INITIAL DATE field of the PASSIVITY
sub-card of the EMPLOYEE CARD.

Cause of Inactive

Displays the reason for the employee's passivity from the XML sent to the
Working Register. It is found based on the CAUSE OF INACTIVITIES entered on
the respective line of the PASSIVITY sub-card of the EMPLOYEE CARD. The
CAUSE OF INACTIVITIES is then found for TOR in the COV.WORKING INACTIVE
CLASS CODE column.

Inactive To

Displays the end date of the employee's initial passivity from the XML sent to
the Working Register. It is found in the TO DATE field of the PASSIVITY sub-
card of the EMPLOYEE CARD.

Comment

Displays additional information/note from the XML sent to the Working
Register. It is found in the REMARK field of the respective line of the
EMPLOYMENT sub-card of the EMPLOYEE CARD. This is used when
information about the employee's employment contract is sent with the TOR
SENDING TYPE set to BASED ON EMPLOYMENT.

XML Entry No.

Displays the ENTRY NUMBER associated with the corresponding entry in the
X-ROAD HISTORY. Clicking on the displayed number opens the X-
ROADHOSTORY from the corresponding entry. The XML ENTRY NUMBER is
automatically generated during XML file exchange over X-ROAD.

Entry Type

Displays the ENTRY TYPE associated with the corresponding entry in the X-
TEE LOG. The ENTRY TYPE is automatically added based on the type of X-TEE
data exchange service. For X-TEE data exchange service related to TOR, the
value is always "TRANSMISSION OF EMPLOYEE DATA."

Entry No.

Displays the ENTRY NUMBER associated with the corresponding entry in the
X-ROAD HISTORY. Clicking on the displayed number opens the X-ROAD
HISTORY from the corresponding entry. The ENTRY NUMBER is automatically
generated during each X-ROAD data exchange.

Line No.

Displays the log row number associated with the ENTRY NUMBER in the X-
ROAD HISTORY list. The LINE NUMBER is automatically added.

3.26.1.1. Important Icons and fact box Information in the Employment Register Log Window

In the window of X-ROAD CONTRACTS HISTORY important icons and fact box information are
available to open XML files exchanged with the TOR.

Connections
55466 M 08.092020 1729  Heguest Error 47812010292 01121978 Ma

12345 M 08092020 17:29  Request Error 47812010292 01321978 Ma
R 08092020 1729  Request Emor 47812010292 01121978 Ma Status 09.10.14
Contract 010917 - 24.10.12
Contract 25.10.19 - 30.11.19

Contract 01.12.19

By selecting the desired row in the list and clicking on the icon in the menu:
REQUEST/RESPONCE FILE: Opens the XML file sent to the TOR information system.

e
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DATA FILE: Opens the XML file received from the TOR information system in response to the
query.

When selecting a specific row in the list, the fact box information window on the right side of the
screen displays the ASSOCIATIONS from the sub-cards of the EMPLOYEE CARD associated with that
Employment Register log entry:
STATUS: Displays validity information for the employment relationship associated with the
specific log entry.
CONTRACT: Displays validity information for the contract associated with the specific log
entry on the contract row.

3.26.1.2. Creating the Employment Register CSV file

Data for the EMTA TOR information system can be registered using a CSV file. This file can be created
in the HRM4Baltics module.

To create the file correctly, it is necessary to make the relevant configurations in advance.
Configurations can be made at:

HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ADMINISTRATION/COVERNMENT
WORKING REGISTER

To generate a CSV file importable into the TOR information system via the EMTA website, you can
follow these steps in the HRM4Baltics module:

In the EMPLOYEE CARD card section, navigate to CONTRACT -> CONTRACTS. For the contracts for
which you want to transmit information to TOR, mark the COVERNMENT column.

Employee Contracts (HRM4Baltics) Custom filtered Search + New Delote % Edit List &% Structure Option ¥R Fontes Classification &' Add Fontes Classit

EttevStte rasmatuplamese koral |

Only contracts marked with TOR in the COVERNMENT column will be included in the CSV file.

The file can be created from the following locations:
HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/TASKS/WORKING REGISTER EXPORT

i Payroll and Human Resource 365 Menu s X
|

Payroll Calculation Actions

SSRGS AP

Journals

Payroll Journal

Absence Journal

]
1
8  Payroll General Journal Payroll G/L Entries Excel Export |
1

e
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From the EMPLOYEES LIST:

Tax Declarations  Holiday Schedule

Health ficates

Employee Documents
Employees:  All Search I New §l Delete  Process Reparts Contract Information Personal Info Contact Histary Actions Related
3 Warking Register Export
Views X No. T First Name st Name Birth Dute Sex Contract No.
. {4 Bulk Change Of Salary
all ; A001 : Holger-Kulgur Saviauk 10121957 Male TL0076-4 Active
Katseaeq10025 3 Print Contract
QLA e AD02 Kuldar Kuldar Kuldar Kul ., Petersell Petersell Peterse,.. 04031976 Male Active
3} SAP HR Minimast

Filter fist by A003 Hannes Koosia 27061974 Male Twor7 > fumaster Active

Blocked ADO4 Triinu Pommer 07.04.1991 Female Active

In the EMPLOYEE CARD card section, under CONTRACT -> CONTRACTS, the time of file creation is
saved in the EXPORT DATE column.

Karmen Kak

Employee Contracts (HRM4Baltics) 0 Search -+ New & Edit List 5 Delete &% Structure Option W, Fontes Classification &' Add Fontes Classif [ Send to Working Register

> 12345 : _ Ett raamatupiamise korra Head Accountant
12345 Accountant
55466 HO1 = Senior Accountant

After registering the work in TOR, TOR issues the WORKING REGISTER ID for the employee's contract.
This must be entered by the user in the corresponding columns:

CONTRACT -> CONTRACTS

CONTRACT -> EMPLOYMENT

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

TO01 - Karmen Kaks
Employee Contracts (HRM4Baltics) O search -+ New EREditlist [f Delete 4
Employer
Working Applied Job Job Fees Initiative (Stat Ground:
Register ID No Code Job Fees Report) Term. Cc
- 12345 -
12345 -
55466 HO1

Entering the WORKING REGISTER ID in Business Central allows the user to load information about
specific changes in the employee's contractual employment (e.g., pauses, terminations, etc.) from
the TOR CSV file or exchange employee data with the TOR information system using the automatic X-
ROAD data exchange interface.

4. Tasks

TASKS is a compilation of more frequently performed tasks related to payroll calculation.
The more common activities related to employee working hours management and payroll accounting

can be found at:
HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/TASKS

4.1. Payroll Calculation

All payroll calculations are initiated at:

ERP / HRM. CRM
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HOME/TASKS/PAYROLL CALCULATION

Ulle AS Lists

Tasks

Documents Archive Menu =

Payroll Calculation
Working Schedule

Payroll Journal
Actions
> Setup

> Journals

Insights

Absence Journal
Payroll General Journal

Working Schedule Export

> Calculation

=
{Z] Overviews

Send Salary Report Payroll Entries Excel Export

Clearance Form Payroll Deletion
Yy

Employee Textfile Export

& state Reports [ salary Reports =] Absence Reports

(& statistic Reports [El Employee Reports =| All Companies

In the PAYROLL CALCULATION window, users can initiate various pre-set CALCULATION GROUPS for

payroll calculations.

Fast tab: Payroll Calculation

o A0S i
Tobaeg ja todtasud koos puodumistega (T | Payment perio s R
= 1 31.01.2024 st
04.02.2024 -
,,,,,,,,, 4 Report  Hist
bad alculat

wyees Wl Fiec & EmployeeCord ) Employment [ Contracts BB Senionty Entries [ Passaty B Saloes ) Parameters 8 Bank Accounts @b Service Rarks [ Clains @ Non-Resident 43, Dimensions
aci Ado1 Holgen Kl Seimk P

Field Explanation

Calculation/Descripti

on Select the CALCULATION GROUP for payroll calculation to be initiated.
In case the user wants to correct TSDs submitted to the Tax and Customs
Board for a previous period, the user must select the correction period
from the drop-down menu in this field when initiating the payroll
calculation. The results of the payroll calculation performed in this way are

TAX Corr. presented in TSD ADDENDUM 1 PART 1B.

Previous Contract

From the drop-down menu that opens in this field, the user can select the
employee's PREVIOUS CONTRACT whose payroll entries are to be
corrected with this payroll calculation.

e
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During the payroll calculation, only the payroll entries of one employee's
PREVIOUS CONTRACT can be corrected at a time. Therefore, before
selecting the PREVIOUS CONTRACT to be corrected in the field PREVIOUS
CONTRACT, only one employee must be filtered on the fast tab of the
EMPLOYEE.

Determines the date of posting for payroll entries. Depending on the
CALCULATION GROUP used, the field is automatically filled with the
Accounting Date default date. If necessary, the user can change the date.

Determines the date of payment and posting for payment in the general
ledger. If necessary, the date can be changed later in the PAYROLL
GENERAL JOURNAL if, for some reason, the bank payment cannot be made
on the specified date. Depending on the CALCULATION GROUP used, the
field is automatically filled with the default date. If necessary, the user can
Payment Date change the date.

Determines the calendar month for which the salary is to be calculated.
The field is automatically filled based on the month entered in the
Accounting Period CALCULATION DATE field. If necessary, the user can change the period.
Determines the calendar month for payment. The period is used in tax
calculations and filing on TSD. The field is automatically filled based on the
month entered in the PAYMENT DATE field. If necessary, the user can
Payment Period change the period.

Allows you to specify the calendar month for which the calculated wages
on the PAYROLL STATEMENT are to be displayed. Depending on the
CALCULATION GROUP used, the field is automatically filled with the
Calculation Period default. If necessary, the user can change the period.

Fast tab: Employees

The fees and taxes are calculated only for the employees selected in the filter on the EMPLOYEES tab.
If no filter is applied, the fees and taxes are calculated for all employees displayed in the list. You can
use the filter in all employee columns, and additionally, there is a FILTER button on the fast tab
ribbon menu to set the filter.

Employees o Fter & Employee Card [ Employment 5 Contracts | Seniotity Entries [ Padsivity. [ Salaries Parameters  JF Bank Accounts 7% Service Ranks T8 Claims & Noa-Resident 42, Dimensior

10 1030 27

Konstaja 10 1020 23
Raamatupidamine 10 1030 27

Raamatupidam 10 1020 15

e
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latior AO8 o L anshi o Aepeuinting naried L2024 we kT Cner

scription Tooaeg ja todtasud koas puudumist Filter Page 7 X b5 Contra

ounting Date 31.01.2024

~  Filter: Employee
yment date 04.02.2024

stion Home  Report  Histor

Status

i Calculation

Osakond No
Has Payroll Entries
s Employee Card 2 Employment 53 Contral Service Rz
Status No t Kame B nNo
Filter totals by
Active T003 Kalle Tamm
Active Y004 Taisi Soovali Accounting Filter 2024-01
Active T00S Jolger Krulovice Payment Fiiter 2024-02
Active TO06 Priit Pedanik
Calculation Fifter 2024-01
Active T007 Tanel Kaupmees
Active T008 Elar Paldma Account Filter
Active TO09 Pirgit-Mal Kuru
Active T010 Siiri Kaevand
Active To12 Mari Murakas
Active 017 Siiri Saare
Tesminateo 1018 Kekri Kadh
Active T020 Uus Toatajn Cancel

Inartive mia Kais Muns

From the Payroll Calculation window, you can also navigate to the Payroll Journal, Absence Journal,
and G/L Journal directly. For this purpose, there is a HOME button on the ribbon menu.

Payroll Calcuiation (HRM4Baltics)

Calculation A08 V| e Accounting period
Description Tobaeg ja todtasud koos puudumistega (T' Payment period
Accounting Date 31.01.2024 o | Calculation period
Payment date 04.02.2024 &

Calculation Report History
I3 Payroll Joumnal 2 Absence Journal Icf; G/L Journal 2, Split Entries
Y P
yees W Filter & Employee Card ] Employment [ Contracts [0 Seniority Entries [ Passivity

4.2 Fees Calculation

To initiate the calculation, press CALCULATION on the PAYROLL CALCULATION ribbon. At the moment
of calculation, information about the calculations and the number of resulting entries is displayed to
the user. After the calculation is complete, a message "CALCULATION COMPLETED SUCCESSFULLY " is
shown to the user.

If absence fee calculations are included in the calculation group, a ABSENCES FILTER is added to the
group, and the OPEN ABSENCES WINDOW marker is added; when the calculation is started, the
ABSENCE ENTIRIES window is opened first, showing the registered absences for the calculation
period. In the opened window, quick filters can be used, and by using them, you can specify which
rows of absences you want to include in the calculation. To include the selected absences in the
calculation, press SELECT ALL or SELECT ABSENCES in the lower right corner, after which the selected

e
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calculation group will be launched. The calculation task can also be started without absence
calculations, and for this, you need to choose SELECT NONE in the window.

Absences (HRM4Baltics)

[nw«mr filters: Payday Moliday Monthly Unknown All | Not Paid Paid Al 2 absences

+ 4 Sasra-Pile Linilend 13112023 112023 P PUMKUS Puhius 2 ] Q00 No No Monthy

30112023 30112023 P PUHKUS Publus 1 200 No N Monthiy

I Cancel Cakculation Select None Select ANl Seloct Absences J

If it is necessary to register absences from the ABSENCE JOURNAL or additional fees from the
PAYROLL JOURNAL before the payroll calculation, there is a PAYROLL JOURNAL or ABSENCE JOURNAL
button on the ribbon of the window.

To view pay slips for all employees, press REPORT/OPEN SALARY REPORTon the ribbon, after which
pay slips for the period entered in the CALCULATION PERIOD field are displayed by default. To open
the pay slip for a specific employee, the employee must be selected in the filter, and then press
REPORT/OPEN SALARY REPORT.

Additionally, you can open payroll statements related to a specific calculation by clicking on the
OPEN REGISTER SALARY REPORT button. By default, it opens the payroll statements associated with
the latest calculation.

oll Calculation (HRM4Baltics

Calculation AO8 v Accounting penod 2024-01 v Tax Corr.
Description Tovaeg ja tootasud koos puudumistega (T Payment period 2024-02 Previous Contr
Accounting Date 31.01.2024 i Calculation period 2024-01
Payment date 04.02.2024 i

Calculation Home Hustory

£l send PaySlip to Panorama Portal 4 Open Register Salary Report 3 Send Register Salary Report "4 Open Salary Report ' Send Payroll Reports

The results of the payroll calculation are saved to PAYROLL LEDGER ENTRIES. To view the entries
created as a result of the last calculation, press HISTORY/LAST REGISTER ENTRIES on the ribbon.

In addition, a PAYROLL REGISTRY entry is created for this action. To open the registries, press
HISTORY/REGISTERS on the ribbon.
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If no new results were calculated during the payroll calculation, no entries are created in the PAYROLL
ENTRIES, and no PAYROLL REGISTRY ENTRY is created. The user is then notified.

@ As a result of this calculation has not been added any entries!

How to report this issue >

Was this helpful? 7 Yes L3 No “

It is essential to ensure that payroll calculations are not initiated for employees with the status
TERMINATED for the accounting periods where the employee's status was still ACTIVE, meaning the
employee left in the middle of the month. In case such a payroll calculation is mistakenly initiated, it
will result in recalculating the already paid vacation reserve days and amounts After performing such
a calculation, it is necessary to run a new payroll calculation for terminated employees with the
calculation task group VACATION RESERVE RESET to reset their vacation reserve amounts to zero.

4.2.1. ALLOCATING PAYROLL ENTRIES TO DIMENSIONS

Entries generated during payroll calculations can be allocated across dimensions. To allocate entries,
on the payroll window ribbon, click JOURNALS/SPLIT ENTRIES. The allocation is based on the
configuration found at HOME/MENU/PAYROLL AND HUMAN RESOURCE 365
MENU/ADMINISTRATION/POSTING GROUPS and under the employee card's SPLIT DIMENSION tab,
where the distribution is described, specifying which dimensions the entries are distributed to or
how the employee's wages are distributed among projects and tasks.

Entries can also be divided in the PAYROLL GENERAL JOURNAL, but in this case, the divided entries are
not saved in the HRM4Baltics solution; they are only visible in the general ledger. For instructions on
dividing entries in the GENERAL JOURNAL, see the section on ENTRY ALLOCATION IN THE PAYROLL
GENERAL JOURNAL.

As a result of the entry allocation, the default dimension values are deleted from the original entry,
and new entries are created with the dimension values specified in the allocation configuration.

For example, such a solution is necessary in manufacturing or construction companies where costs
are often only distributed across dimensions at the end of the month, and it is not possible to assign
default dimensions to employees.

4.2.1.1. Distribution configured on the Employee Card

On the employee card, under the SPLIT DIMENSION sub-card, you can configure projects, project
tasks, or dimensions to which the employee's wages will be allocated after payroll calculation. To
quickly open the distribution card from the list of employees or the employee card, you can use the
keyboard shortcut CTRL+ALT+D.

Allocating Employee Pay Entries to Projects: In the JOB NO AND/OR TASK NO column, choose
the job(s) and/or task(s) from the drop-down menu to which the employee's wages will be
allocated. Jobs and tasks must be configured beforehand in the SCEDULE JOBS.
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Task No

Allocating Employee Pay Entries Based on a Dimension to Sub-dimensions: In the BASE
DIMENSIOJN: XXX column, select the dimension from the drop-down menu from which

wages will be allocated. Configuration must be done in HOME/MENU/HUMAN AND

RESOURCE 365 MENU/ADMINISTRATION/ PAYROLL SETUP/DIMENSIONS/SPLIT DIMENSIONS.

Payroll Setup (HRM4Baltics)

B Periods ;’; Structure =8 Notofications v:’z‘; Tax Declaration Setup X Related Dimensions Actions
Payroll Dimension 1T... ITCode Mandatory 3' Employee Dimension ... l ﬁ
2.Payroll Dimension i}\METIGRUPPP v ] Employee Dimension ... |_Field ¢
Payroll Dimension 2 T... l Code Mandatory 5,' Job Dimension Code ’ PROJEKT v ‘
3.Payroll Dimension ’TEGEVUS b ‘ Profession Dimension... e
Payroll Dimension 3 T... | Code Mandatory 3; Profession Dimension {AMETIKOHT v ‘
4 Payroll Dimension ’.ALLUKSUS X ’ Profession Dimension... I.. :]
Payroll Dimension 4 T... ( Code Mandatory v Automatic Event Dim... [SUNDMUSED W ‘
4.Payroll Dimension ' PIIRKOND v ‘ Event Dimension Type [ Code Mandatory ¢)
Payroll Dimension 5 T... |:Code Mandatory 3 Split Dimension
6.Payroll Dimension EPROJEKT VJ Split Base Dimension ... ‘ OSAKOND .4 ‘
Payroll Dimension 6 T... [ Code Mandatory gt 1. Split Dimension {ALLUKSUS v
7.Payroll Dimension {VARAD v I & 5picEameision ‘ - ‘
Payroll Dimension 7 T... ( Code Mandatory 2 3. Split Dimension ’ v
8 Payroll Dimension iSUNDMUSED v i 4:Spiit Dimension ‘ v
Payroll Dimension 8 T.. | Code Mandatory 2 5: Spiit Dimension ‘ ¥
6. Split Dimension \ v |
7. Split Dimension ‘ v |
8. Split Dimension ‘ v

Fields in Employee sub-card Split Dimensions

Field

Explanation

Splitting Type

When entering the distribution on the employee card, the column is
automatically filled with the selection "EMPLOYEE," which means that
the distribution of entries is employee-based.

Valid From/Valid Enter the start date of the period, and if necessary, also the end date
To when the configuration of the respective row is valid. When the

ERP / HRM CRM/ BI
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employee's employment relationship ends, the distribution of employee
dimensions is automatically closed. The Valid to column is populated by
the system with the employee's last employment date.

Base Dimension: Select the dimension value from which the employee's wages are

XXX distributed to the dimension value chosen in the Dimension XXX column.
Prior configuration is required in ADMINISTRATION/ PAYROLL SETUP/
DIMENSIONS/ SPLIT DIMENSIONS.

Percentage Enter the distribution share, i.e., the proportion of the employee's salary
distributed to the respective project/dimension.

Job No./ From the drop-down menu, choose a previously selected SCEDULE JOBS

Description to which the employee's salary should be distributed.

Dimension XXX Select the dimension value to which the employee's salary should be

distributed. Prior configuration is required in ADMINISTRATION/PAYROLL
SETUP/DIMENSIONS/ SPLIT DIMENSIONS.

Task No./ From the drop-down menu, choose a previously selected TASK of the

Description SCEDULE JOBS to which the employee's salary should be distributed.

Hide By adding a marker to the field, the respective row will no longer be
displayed in the list.

Description Free text field.

Total Percentage Check column that displays the total distribution shares in the respective

period. Important for monitoring that the distribution does not exceed 1.

4.2.1.2. Entry Distribution

Accounting Date 22122023 @ Calculation

Payment date 22.12.2023 @

Calevlation Report  History

I2 Payroll Journal % Absence Jounal I G/L Journal

Split Payroll Entries (HRM4Baltics)

Filter: Payroll Ledger Entry

Advanced >

Schedule.. oK Cancel

e
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To distribute entries after payroll calculation, select SPLIT DIMENSIONS in the PAYROLL CALCULATUON
or the list's PAYROLL ACCOUNTS ribbon menu under POSTING. In the opened filter window, you can
add necessary limiting values, such as EMPLOYEE NO or ACCOUNTING PERIOD or REGISTER NO. If no
filters are added, all undistributed entries, including historical ones, will be distributed according to
the configuration.

The distribution of entries is recorded in the PAYROLL REGISTERS, and corresponding entries are
created in the PAYROLL ENTRIES. If entries in the PAYROLL REGISTERS that served as the basis for
distribution are deleted, the corresponding entries in the DISTRIBUTION REGISTER will automatically
be deleted. It is not possible to delete the PAYROLL REGISTER or the selected entries from this
registry. To delete the distribution register, you must delete the register with which the distributed
entries were calculated.

The distribution register displays the results of the distribution, including the calculation process. The
initial entry created during payroll calculation and whose entries were later distributed is displayed in
the register as the first row with a sum of 0.00 euros.

4.2.2. ADVANCE PAYMENT CALCULATION

To calculate and enter an advance payment, you need to launch the PAYROLL CALCULATION window
with the calculation group:
ADVANCE PAYMENT

Then, by clicking on the ribbon menu CALCULATION, a window will open for entering the net amount
of the advance.

! Edit - Sisestage tootajale A001 ( Holger-Kulgur Saviauk ) makstav avansitasu 7 X

0,00

The net amount of the advance is recorded in payroll accounts:
9010 - ENTERED ADVANCE
9011 - ENTERED ADVANCE, MANAGEMENT

The gross amount of the advance is recorded in the payroll account:
1101 - ADVANCE
1601 - ADVANCE, MANAGEMENT

The advance payment is registered in the payroll account:
3220 - ADVANCE PAYMENT

The deduction of the advance payment is carried out at the end of the month with the payroll

calculation task group:
WORKING HOURS AND WAGES WITH ABSENCES

e
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The deducted amount is recorded in the payroll account:

1397 - USED ADVANCE

1659 - USED ADVANCE, MANAGEMENT
If the entire advance amount cannot be reconciled immediately from the next salary payment,
reconciliation is done from the salaries of the following calendar months.

I The above-mentioned accounts are used in the standard solution. Customer-specific accounts may
differ if additional accounts have been added or renamed.

4.2.3. MONTHLY SALARY CALCULATION

The prerequisite for calculating monthly salary is that on the EMPLOYEE CARD sub-card
CONTRACT/SALARIES, the employee has been assigned a salary type SALARY _MONTHLY or
SALARY_SCHEDULE along with a valid period. If the start and end dates are not specified, the salary is
valid at any time.

If there are multiple simultaneously valid rows of SALARY MONTHLY and/or SALARY _SCHEDULE on
the CONTRACT/SALARIES sub-card of the EMPLOYEE CARD, the salary is calculated as the sum of all
these valid salary rows.

Dimension values from the EMPLOYEE CARD sub-card are added to the payroll entries based on the
corresponding salary row.

Employee Salaries (HRM4Baltics) D Search -+ New % Edit List § Delete Drop an action here Actions
kond
l TASU_KUUPALK 01.01.2022 1500 0,00 Kuupalga muudatus al 01._§ TEENINDUS JKOO001 JUUST 1]
TASU_KUUPALK 01102019 31122021 1400 0,00 Kuupalk, pievapdhine arvestus | TEENINDUS /]
-+ TMV_XUU . |1 01.10.2019 100 0,00 Fikseeritud TMVABA kuus .| TEENINDUS JKOO001 JUUST V]

By default, dimension values from the DIMENSIONS fast tab on the EMPLOYEE CARD are added to the
SALARIES sub-card.

However, by removing the checkmark from DEFAULT DIMENSIONS in the SALARIES sub-card of the
EMPLOYEE CARD, the user can modify the dimension values used on that row.

Monthly salary is typically calculated with the calculation task group:
WORKING HOURS AND WAGES WITH ABSENCES

Monthly salary payroll entries are recorded according to payroll accounts:
1110 - MONTHLY SALARY
1111 - MONTHLY SALARY SCHEDULE

Taxes calculated from salaries are automatically calculated when using the calculation task group
WORKING HOURS AND WAGES WITH ABSENCES.
The formula for SALARY _MONTHLY is as follows:
Salary Row Monthly Salary Amount / Standard Workdays in a Month * Worked Workdays
The formula for SALARY _SCHEDULE is as follows:
Salary Row Monthly Schedule Amount / Standard Working Hours in a Month * Worked Working
Hours

e
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The worked hours can be automatically calculated by the program based on the monthly norm and
reducing them by the number of absent days. However, if desired, worked hours can also be
recorded from the work schedule.

I The above-mentioned accounts are used in the standard solution. Customer-specific accounts may
differ if additional accounts have been added or renamed.

4.2.4. HOURLY SALARY CALCULATION

Similar to the monthly salary calculation, the prerequisite for hourly wage calculation is that on the
EMPLOYEE CARD sub-card CONTRACT/SALARIES, a valid salary type SALARY _HOUR is assigned along
with the hourly rate entered in the AMOUNT field (the start date of the period must be entered at
least). Additionally, hours worked need to be registered for hourly-paid employees.

Worked hours are entered and recorded either from the WORK SCHEDULE or the PAYROLL JOURNAL
on a daily basis or summarized monthly on the corresponding payroll accounts:

5010 - WORKED REGULAR HOURS

5020 - WORKED EVENING HOURS

5030 - WORKED NIGHT HOURS

5061 - WORKED PUBLIC HOLIDAY EVENING HOURS

5062 - WORKED PUBLIC HOLIDAY NIGHT HOURS

5070 - WORKED OVERTIME HOURS

Then the hourly wage can be calculated with the calculation task group:
WORKING HOURS AND WAGES WITH ABSENCES

By default, when entering working hours from both the work schedule and the payroll journal,
default dimensions assigned to the EMPLOYEE CARD are added. If necessary, the user can change
them, adding different dimensions for each day. In the context of payroll calculation, the employee's
wage is then calculated with these different dimensions.

Taxes are automatically calculated during the calculation process.

I The above-mentioned accounts are used in the standard solution. Customer-specific accounts may
differ if additional accounts have been added or renamed.

4.2.5. OVERTIME CALCULATION, SUMMARIZED PERIOD

In the HRM4Baltics module, you can use summarized timekeeping, and you can set the start month
of this period as desired. However, the length of the summarized period must be the same for all
employees.

To calculate overtime during the summarized timekeeping period, one of the following payroll
calculation tasks is initiated before the salary calculation at the end of the summarized period:
TIMEKEEPING, SUMMARIZED PERIOD (1..3)
TIMEKEEPING, SUMMARIZED PERIOD (4..6)
TIMEKEEPING, SUMMARIZED PERIOD (7..9)
TIMEKEEPING, SUMMARIZED PERIOD (10..12)

The summarized period may vary between clients, for example, 1..4; 5..8; 9..12.

e
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As a result of the payroll calculation, the overtime is saved as payroll entries on the payroll account:
5070 — OVERTIME HOURS

Then, the overtime pay can be calculated with the regular wage calculation task group:
WORKING HOURS AND WAGES WITH ABSENCES

The result of the calculation is saved as payroll entries on the payroll account:
1190 — OVERTIME PAY

The default dimensions assigned to the EMPLOYEE CARD are added to the calculated overtime pay.

Taxes on wages are automatically calculated using the payroll calculation task group WORKING
HOURS AND WAGES WITH ABSENCES.

Calculation formula: IF (ACTUAL WORKING HOURS IN THE PERIOD — STANDARD HOURS ACCOUNTING
FOR EMPLOYEE ABSENCES) > 0, then calculate the additional portion of overtime pay:

(ACTUAL WORKING HOURS IN THE PERIOD —STANDARD HOURS ACCOUNTING FOR EMPLOYEE
ABSENCES) * EMPLOYEE'S CONTRACTUAL HOURLY RATE * 0.5

I The above-mentioned accounts are used in the standard solution. Customer-specific accounts may
differ if additional accounts have been added or renamed.

4.2.6. BONUS CALCULATION
One-time, pre-calculated bonus amounts are entered for each employee in the PAYROLL JOURNAL on
the PAYROLL ACCOUNTS:

1220 - BONUS

1640 — BONUS, MANAGEMENT

Bonus amounts can also be imported into the payroll journal from Excel if desired.

Taxes on bonuses are automatically calculated along with the calculation group WORKING HOURS
AND WAGES WITH ABSENCES (TVP RESERVE).

I The above-mentioned accounts are used in the standard solution. Customer-specific accounts may
differ if additional accounts have been added or renamed.

4.2.7. BOARD MEMBER FEES WITH HOLIDAY OBLIGATION
The calculation is based on the condition that the corresponding EMPLOYEE CARD under SALARIES

has the SALARY NO type TASU_JUHATUS entered with a validity period, and under the PARAMETERS tab
of the EMPLOYEE CARD, the parameter RESERVEZ2S is selected.

e
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Mari Murakas

Employee Parameters (HRM4Baltics) D Search -+ New ¥ Edit List i| Delete
Jimensioon imensicon Dimensioor
meter No. From Date To Date Description Value osakond ametigrupp tegevus aliiiksus

TMVABA 01.09.2019  31.102020  Tulumaksuvaba RMTP SPETSIALIST

RESERV28 01092019  31.10.2020  Puhkusereserv 28 paeva RMTP SPETSIALIST

RESERV7 01.01.2019 31032019 Taiendavad puhkusepaevad (to. HOOLDUS RTS001

AMETIYH 01082020 31.102020  Ametithing RMTP SPETSIALIST

RESERV28 01.042021 31082022 Puhkusereserv 28 paeva MYYK SPETSIALIST TEENINDUS

TMVABA 01.022022 30062022 Tulumaksuvaba MYYK SPETSIALIST TEENINDUS

PENSIONAR 01.01.2066 31082022 Pensionar alates 07.01.2066 MYYK SPETSIALIST TEENINDUS

TMVABA 01.07.2022 Tulumaksuvaba TEENINDUS RTS001 PAKKIMINE NARVA

PEN2 01.01.2020 Pensionikindlustus Il sam... TEENINDUS RTS001 PAKKIMINE NARVA
-ﬂ‘I RESERV28 i 01.09.2022 Puhkusereserv 28 paeva TEENINDUS  RTS001 PAKKIMINE NARVA

Fee and the taxes calculated on it are computed using the calculation group:

WORKING HOURS AND WAGES WITH ABSENCES (TVP RESERVE).
As a result of the calculation, the remuneration is recorded as entries in the PAYROLL RECORDS on
the payroll account:

1620 — BOARD MEMBER FEE WITH RESERVE ACCOUNTING.

I The above-mentioned accounts are used in the standard solution. Customer-specific accounts may
differ if additional accounts have been added or renamed.

4.2.8. CONTRACT (TVL) FEE

The monthly fixed fee based on the contract fee would be entered in the EMPLOYEE CARD on the
sub-card SALARIES with the type of SALARY TVL.

One-time contract fees are entered in the PAYROLL JOURNAL with the entry type ADDITIONAL on the
PAYROLL ACCOUNT:
¢ 1610 - CONTRACT FEE

The fee and the taxes calculated on it are computed with the calculation group:
e WORKING TIME AND REMUNERATION INCLUDING ABSENCES (TVP RESERVE)

I The above-mentioned accounts are used in the standard solution. Depending on the client,
accounts may differ if additional accounts have been created or renamed.

4.2.9. VACATION

The vacation period is registered in the ABSENCES JOURNAL with the absence reason:
P_PUHKUS

As a result of registration, entries are created in the ABSENCES. In case there was an error in the
absence/vacation registration (e.g., incorrect absence reason, period, etc.), it can be corrected
before calculating vacation pay.

In the payroll calculation window, the PAYROLL CALCULATION needs to be reviewed. Additionally, it

may be necessary to modify ACCOUNTING PERIOD, PAYMENT PERIOD, and CALCULATUON PERIOD
DATES.

e
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When a vacation starts in one calendar month and ends in another, the ACCOUNTNG PERIOD field
must always indicate the start month of the vacation.

Vacation pay is calculated with the calculation groups:
VACATION PAY
ADVANCE PAYMENT, VACATION PAY
or
WORKING HOURS AND WAGES WITH ABSENCES if absences are added to the working hours
calculation group.

To initiate the vacation pay calculation, press CALCULATION on the ribbon. In the opened window
ABSENCES, selected employees' vacations are displayed with the applied filter. Here, select the
vacation rows for which you want to calculate payments. Press SELECT ALL/SELECT ABSENCES to
continue the calculation or CANCEL CALCULATION to abort.

Absences (HRM4Baltics)

[< hoose filters: | Payday Holiday Monthly Unknown ANl | Not Paid Paid All 2 absence ]

» 1341 Saara-Pile Linilend 12112023 112023 P PUMKUS Publus 2 2 a.00 No Ne Monthiy

30112023 30112023 P PUHK Publus 1 X No N Monthly

I Cancel Cakulation Select None Select All Seloct Absences

If you wish to filter vacations on the ABSENCES page based on the basis for vacation pay, you can use
pre-set filters in the ribbon such as PAYDAY, HOLIDAY, MONTHLY, UNKNOWN, or ALL.

PAYDAY, HOLIDAY filters work correctly only if the ABSENCES JOURNAL, during vacation registration,
has the field CALCULATION PERIOD filled on the journal line.

The calculation scheme used for calculating holiday pay is saved in the entry and displayed in the
ABSENCE LEDGER ENTIRES in the corresponding absence row under the column HOLIDAY
CALCULATION METHOD. The amounts and days considered for the calculation are visible in the
payroll ledger entries under the row related to holiday pay in the column REMARK.

e
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Payroll Entries:  All Search (@ ) Analyze %y, Splitted Entries

The calculated vacation pay amount is recorded in the following PAYROLL ACCOUNTS:
1420 - VACATION PAY
1660 - VACATION PAY BOARD

The method for calculating holiday pay depends on the calculation formula used. Holiday pay can be
calculated based on average, maintaining the monthly salary, or based on the more favorable option
for the employee.

HRM4Baltics calculates the main vacation pay (P_PUHKUS) according to the law as follows:
1. When calculating vacation pay, the salary is maintained if the employee has received an
unchanged salary in the six months preceding the working day on which the need for
calculating vacation pay arises.

For example, if an employee goes on vacation on Tuesday, August 5th, and stays on vacation until
September 10th, the need for calculating vacation pay arises two working days earlier, on Friday,
August 1st. Therefore, the HRM4Baltics module checks whether the employee has received an equal
fixed salary (including additional allowances) from February to July. In this case, the module
calculates the one working day wages for the vacation calendar months, specifically for August and
September, which are then multiplied by the number of remaining working days in the vacation
period.

2. Vacation pay is calculated based on the average wages of the preceding six months' calendar
days (excluding public holidays) when the need for calculating vacation pay arises.

For example, if the vacation starts on Monday, August 4th, and lasts until September 10th, the date
for calculating vacation pay is two working days before August 4th, namely Thursday, July 31st.
Therefore, the HRM4Baltics module checks whether the employee has received an unchanged salary
in the calendar months of January to June (excluding July). If the employee's salaries for these
calendar months are different, the module calculates the wages for one calendar day in the period
from January to June (excluding public holidays). This amount is then multiplied by the number of
remaining calendar days in the vacation period (including both August and September, excluding
public holidays).

4.2.10. ADDITIONAL LEAVE

The primary vacation for minors and disability pensioners is 35 calendar days, of which the exceeding
part, i.e., 7 calendar days, is compensated from the state budget. The additional 7 days are calculated
similarly to the initial 28 calendar days, proportionally to the worked time.

e
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Additional leave is recorded in the ABSENCES JOURNAL with the absence reason P_TAIENDAV. As a
result of registration, entries are created in the ABSENCES. In case there was an error in the absence
registration (e.g., incorrect absence reason, period, etc.), it can be corrected before calculating leave

pay.

In the payroll calculation window, the PAYROLL CALCULATION needs to be reviewed. Additionally, it
may be necessary to modify ACCOUNTING PERIOD, PAYMENT PERIOD, and CALCULATION PERIOD
DATES.

When leave starts in one calendar month and ends in another, the ACCOUNTING PERIOD field must
always indicate the start month of the leave.

Leave pay is calculated with the calculation group:
ADDITIONAL LEAVE DAYS (DISABILITY)
or
WORKING HOURS AND PAY CALCULATION if absences are added to the working hours
calculation group.

The calculated additional leave pay is recorded in the following PAYROLL ACCOUNT:
1740 - ADDITIONAL LEAVE DAYS (MINORS, DISABILITY PENSION).

4.2.11. CARE LEAVE OR CAREGIVER LEAVE FOR AN ADULT WITH SEVERE DISABILITIES

Leave provided for an employee caring for an adult with severe disabilities is recorded in the
ABSENCES JOURNAL with the absence reason:
P_HOOLDUS

To calculate the pay for care leave, the following PAYROLL CALCULATION GROUP needs to be
selected:
CARE LEAVE
or
WORKING HOURS AND PAY CALCULATION if absences are added to the working hours
calculation group.

The calculated pay for care leave is recorded in the following PAYROLL ACCOUNT:
1755 - CARE LEAVE, ADULTS WITH SEVERE DISABILITIES CARE.

4.2.12. STUDY LEAVE

The period of study leave is recorded in the ABSENCES JOURNAL with the corresponding absence
reasons:

P_OMIN - STUDY LEAVE, MINIMUM WAGE

P_OPATA - STUDY LEAVE (UNPAID)

P_OPPE - STUDY LEAVE (EDUCATIONAL LEVEL)

The pay for study leave is calculated using the respective PAYROLL CALCULATION GROUPS:

¢ WORKING HOURS AND WAGES INCLUDING ABSENCES if absences are included in the calculation of
working hours.

¢ INTERIM PAYMENTS, STUDY LEAVE

e INTERIM PAYMENTS, LEAVE

e
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If study leave starts in one month and ends in another, the calculation of holiday pay must have the
ACCOUNTING PERIOD field marked with the starting month of the leave period.

The pay for study leave is recorded in the following PAYROLL ACCOUNTS:
1510 - STUDY LEAVE, EDUCATIONAL LEVEL
1512 — STUDY LEAVE, MINIMUM WAGE
1670 - STUDY LEAVE, MANAGEMENT

4.1.13. ACCRUAL OF LEAVE OBLIGATION

The HRM4Baltics module allows for real-time tracking of an employee's available leave days. The
module recalculates the number of unused leave days, i.e., LEAVE BALANCE, monthly along with the
payroll calculation.

Formula for leave accrual: LEAVE BALANCE AT THE END OF THE PERIOD = LEAVE BALANCE AT THE
START OF THE PERIOD + LEAVE DAYS ACCRUED IN THE CALCULATION MONTH - DAYS TAKEN IN THE
CALCULATION MONTH.

In the case where the accrual month for leave obligation is the calendar month in which the
employee's leave begins, but the leave extends into the next calendar month, the recalculation
reduces the leave balance only by the number of leave days falling in the month of the employee's
leave commencement.

Leave days that fall in the calendar month when the employee's leave ends are taken into account
only if the accrual month for leave obligation is the calendar month when the employee's leave ends
or any of the subsequent months.

As a prerequisite for leave accrual, the PARAMETER corresponding to the EMPLOYEE CARD subcard
PARAMETERS must be entered:
RESERV28 - the employee is entitled to 28 calendar days of leave per calendar year
RESERV35 - the employee is entitled to 35 calendar days of leave per calendar year
RESERV56 - the employee is entitled to 56 calendar days of leave per calendar year
RESERV7 - the employee is entitled to an additional 7 days of leave per calendar year
(disabled pensioner)
RESERV7A - the employee is entitled to an additional 7 days of leave per calendar year
(minor)

If the employee is a disabled pensioner or a minor, two separate parameters must be added
simultaneously to the EMPLOYEE CARD subcard PARAMETERS as valid:

RESERV28 AND RESERV7 - for a disabled pensioner

RESERV28 AND RESERV7A - for a minor

Leave obligation is calculated according to the PAYROLL CALCULATION GROUPS:
WORKING HOURS AND SALARIES
EVERANCE PAY WITH SALARY
RESERVE RECALCULATION

4.2.14. SICK LEAVE BENEFIT CALCULATION

e
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Sick days are automatically registered from the sick leave card or from the ABSENCE JOURNAL with
the reason: H_HAIGE.

The employer's sick leave benefit is calculated with the following PAYROLL CALCULATION GROUPS:
SICK LEAVE BENEFIT 4-8 DAYS (AUTOMATIC CALCULATION) - calculates the mandatory sick
leave benefit for days 4-8 as required by the employer.

SICK LEAVE BENEFIT 2-3 DAYS (AUTOMATIC CALCULATION) - calculates the voluntary sick
leave benefit for days 2-3 as required by the employer.

In the HRM4Baltics module, it is possible to calculate sick leave benefits even if multiple consecutive
sick leave certificates, or continuation certificates, have been registered for one sick period. Such a
continuation sick leave is also entered in the ABSENCE JOURNAL with the reason H_HAIGE, but the
column RELATED ABSENCE ENTRY NO. must be selected for this absence, indicating the immediate
preceding absence entry number for the same sick period.

If continued sick leaves are entered for an employee, the payroll system will calculate employer-paid
sickness benefits only for the 2nd and 3rd or/and 4th to 8th sick days at the beginning of the entire
related sick period.

When calculating sick leave benefits, the ACCOUNTING PERIOD must always be set to the entire
calendar month in which the related sick period begins, even if continuation sick leave certificates
have been entered for the employee in the following calendar months.

Example: If the employee's initial sick leave starts on September 28 and ends on September 29, and a
continuation sick leave is issued from September 30 to October 15, when running the payroll
calculation for sick leave benefits, the ACCOUNTING PERIOD must always be set to September.

The calculation groups automatically calculate the employer's sick leave benefit for multiple sick
days.

In cases where the employee's illness begins in one calendar month and continues into the next, and
the employer-subsidized days also start in one calendar month and continue into the next, the cost
of sick leave benefits is accounted for in the month when the cost actually occurs.

Example: If the employee's illness starts on Friday, September 25, and ends on October 15, the
employer-subsidized sick days are September 28, September 29, September 30, October 1, and
October 2. In this case, the costs related to the sick leave benefits paid for September 28, 29, and 30
are accounted for in September, and the costs associated with the sick leave benefits paid for
October 1 and 2 are accounted for in October.

The calculated employer's sick leave benefit amounts are recorded according to the PAYROLL
ACCOUNTS:

1761 - SICK LEAVE BENEFIT
1762 — SICK LEAVE BENEFIT 2-3 DAYS

4.2.15. INCOME TAX-FREE AMOUNT CALCULATION

If the employee has a valid parameter TMVABA on the EMPLOYEE CARD sub-card PARAMETERS, then
the income tax-free amount is deducted from the employee's payout period salary.
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From 2018, the calculation of the tax-free amount depending on the amount to be paid out is based
on the formula

In the HRM4Baltics module, the formula for calculating income tax-free for the calendar month
established in the Income Tax Act is used for calculation. The formula for calculating the income tax-
free amount is as follows:

(500-500/900x(AVERAGE TAXABLE INCOME IN THE CALENDAR MONTH-1200))

The income tax-free amount calculated should not be less than zero.

In the HRM4Baltics module, this calculation uses variables defined in the GLOBAL FORMULAS. Using
these variables, the formula for the calculation is as follows:
TMVABA-TMVABA/TMVKOEFx(AVERAGE TAXABLE INCOME IN THE CALENDAR MONTH-TMVTULU)

4.2.15.1. Employee Designated Income Tax-Free Amount

In accordance with the Income Tax Act, an employee may submit a request to their employer to
deduct a fixed amount, not exceeding 500 euros, from their salary. To establish a fixed income tax-
free amount less than the maximum allowed, but greater than zero, for a month, the following steps
must be taken simultaneously:

On the EMPLOYEE CARD sub-card PARAMETERS, set the parameter TMVABA.

On the EMPLOYEE CARD sub-card SALARIES, add the SALARIES NO TMV_KUU with the

corresponding validity period and amount.
Only with the described configuration will the amount entered on the TMV_KUU line be used as the
income tax-free amount for that employee.

However, this applies only if the amount entered on the TMV_KUU line for a specific calendar month
is not greater than the income tax-free amount calculated for that calendar month based on the
formula mentioned in point 0.

If the amount entered on the TMV_KUU line for a specific calendar month is greater than the income
tax-free amount calculated for that calendar month based on the formula mentioned in point 0, then
the calculated income tax-free amount will be used for that calendar month for that employee.

If an employee submits a request to the employer that no income tax-free amount should be
deducted from their pay for a certain calendar month, do not enter the TMV_KUU with an amount of
"0" on the EMPLOYEE CARD sub-card SALARIES. Instead, terminate the validity of the parameter
TMVABA on the EMPLOYEE CARD sub-card PARAMETERS.

If the employee later wishes to have the employer consider an income tax-free amount for their pay
again, the employee must enter the parameter TMVABA on a new line with a new validity period on
the EMPLOYEE CARD sub-card PARAMETERS.

4.2.15.2. Calculations and Payroll Accounts Related to Income Tax and Tax-Free Allowance

In the HRM4Baltics standard solution, calculations related to income tax and tax-free allowance are
added to various CALCULATION GROUPS. The calculations related to income tax and tax-free
allowance from 2018 onwards are as follows:

M20 - INCOME TAX-FREE:

o Calculates the employee's income tax-free amount per month.

o Tracks the accumulated used income tax-free amount.

M21 - FINDING INCOME TAX USAGE:
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Associates the used income tax-free amount with the payroll entries based on the income tax base
amount and corresponding PAYMENT TYPE.
M25 - INCOME TAX:
Calculates the amount of income tax.
M26 - ANNUAL INCOME TAX AMOUNT COMPARISON (applicable for the payout period in
December):
o Calculates the total income tax base amount actually paid by the employer in a year.
o Calculates the total income tax-free amount actually accounted for by the employer in a
year.
o Based on the above, determines the employee's obligation to pay income tax for the current
year.
o Calculates the difference between the employee's income tax obligation for the current year
and the income tax amount already withheld by the employer.

It is crucial that the sequence of CALCULATIONS in CALCULATION GROUPS follows the order as
indicated in the above list.

Calculations related to PAYMENT TYPES, among them M21 and M25, always require the indicator USE
PAYMENT TYPES in the CALCULATION GROUP.

For each payout during a calendar month, the maximum allowable income tax-free amount changes.
Therefore, it is almost always necessary to add income tax and tax-free allowance CALCULATIONS to
all CALCULATION GROUPS. In this case, the CALCULATIONS M20, M21, and M25 must always be
added to the CALCULATION GROUP in the specified order.

Results from the income tax calculation are recorded on the following payroll accounts:
3030 INCOME TAX
3100 USED INCOME TAX-FREE PER CALENDAR MONTH
3110 ACCOUNTED INCOME TAX-FREE PER CALENDAR MONTH

Informative or auxiliary payroll accounts related to the income tax calculation:
9045 TOTAL INCOME TAX BASE AMOUNT UP TO PAYOUT MONTH
9080 USED TAX-FREE AMOUNT PER YEAR UP TO PAYOUT MONTH
9090 INCOME TAX AMOUNT PER YEAR UP TO PAYOUT MONTH
9095 INCOME TAX OBLIGATION PER YEAR (CALCULATED ONLY FOR DECEMBER)
9097 TO BE PAID / TO BE REFUNDED INCOME TAX FOR THE YEAR (CALCULATED ONLY FOR
DECEMBER)

4.2.16. DEBIT CLAIMS TO BAILIFFS

Claims are entered based on events, including the names and bank details of individuals for whom
the claim is made, in the list of CLAIMS. Permanent claims to bailiffs for a specific employee are
entered in the EMPLOYEE CARD under CLAIMS.

If the claim amount changes monthly, the amount is entered from the PAYROLL JOURNAL to the
PAYROLL ACCOUNT:

3235 - CLAIMS (TO BAILIFFS)
In the relevant field on the PAYROLL JOURNAL line, select the CLAIM NUMBER from the list of
EMPLOYEE CLAIMS. This also determines the person for whom the garnishment is made.
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For claims entered through the PAYROLL JOURNAL, always select ADDITIONAL as the ENTRY TYPE. The
ENTRY TYPE is automatically changed to NORMAL when the claim entry is created automatically on
the EMPLOYEE CARD under CLAIMS during the calculation process.

For entries made through the PAYROLL JOURNAL with the ENTRY TYPE NORMAL, Business Central
checks the claim payroll calculation and adjusts the amount based on the information entered under
CLAIMS in the EMPLOYEE CARD.

TEST

Total amount: 0

Manage  Excel  Allecation

30122023 PAYROLL 30.1223 Normal 3238 A0Q3 Hannes Koosla Active 000 62362  VLDOOOG Kinmapsdamised (k

Taxes on claims are calculated using the CALCULATION GROUP:
WORK TIME AND SALARIES

The entries in the Business Central general ledger for the payroll entries are as follows:
Debit WAGES PAYABLE
Credit BANK (payment to the individual for whom the garnishment is made)

4.2.17. ALOMONY

Payments of permanent alimony, their recipients, and amounts are entered on the SALARIES subcard
of the EMPLOYEE CARD.

Employee Salaries (HRM4Baltics) O Search -+ New ¥ Edit List Delete Actions
op
KOMP_AUTO 01.01.2024 100 0,00 FIN JUHT JuusT
* ELATIS_MAKSJA : 30.12.2023 100 0,00 Elatisraha maksmine FIN JUHT JUUST g
TASU_KUUPALK 01.01.2023 33 0,00 Uus tddtasu FIN JUHT JuusT
TASU_KUUPALK 01012021 31122022 2000 000  Kuupalk, paevapdhine arvestus  EELARVE

For the recipient of alimony, a separate EMPLOYEE CARD must be created in the HRM4Baltics
module, even if the individual is not an employee of the company. For the alimony recipient's
EMPLOYEE CARD and its subcards, only their name, personal identification code (ID), bank details,
and a contract (e.g., type 50 - OTHER) need to be entered. Creating an EMPLOYEE CARD for the
alimony recipient is necessary for preparing a bank payment file.

On the subcard of the EMPLOYEE CARD for the employee responsible for paying alimony, in the field
CONNECTED EMPLOYEE NO., enter the employee number of the alimony recipient from their
EMPLOYEE CARD.

Alimony withheld from the employee's earnings is recorded on the PAYROLL ACCOUNT:
3236 - WITHHOLDINGS-ALIMONY
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Alimony entered in this way is automatically deducted from the payer's earnings when using the
CALCULATION GROUP WORK TIME AND SALARIES.

If it is not desired to create an EMPLOYEE CARD for the alimony recipient (e.g., because they are not
an employee of the company), the amounts withheld for alimony from the employee's earnings
should be paid out manually from the Business Central financial module.

4.2.18. TERMINATION OF EMPLOYMENT

When terminating an employment relationship, the prerequisite for calculating the severance pay is
that the end of the employment relationship must be previously registered on the EMPLOYEE CARD's
subcard EMPLOYMENT. This involves adding an end date to the TO DATE column and filling in the
column GROUNDS FOR TERM. CODE.

Subsequently, the user is prompted with the question "DO YOU WANT TO CHANGE ALL VALUES
ENDING DATE(29.12.2023)?" Answering YES automatically closes the rows on the EMPLOYEE CARD's
subsequent subcards—SALARIES, PARAMETERS, PASSIVITY, and EMPLOYMENT—with the specified
termination date.

04.07,2022 Leping

,"7‘\) Do you want to change all the values ending date (29.12.23)?

Yes No

Answering NO leaves the rows on the subcards SALARIES, PARAMETERS, PASSIVITY, and
EMPLOYMENT open, and the user can manually close them as needed.

If TERMINATION NOTICE SETTINGS are configured for GROUNDS FOR TERMINATION, and it is a reason
that requires adherence to the notice periods defined by the Employment Contracts Act (TLS), with
compensation to be paid for one calendar month, the program displays the number of LESS NOTICED
DAYS in the column. This is the number of working days that must be compensated to the employee.
The column COMPENSATE MONTHS shows the number of months to be compensated. These values
are automatically included in the severance pay calculation.

Search —+ New B2 Edit List Delete 7 Send to Working Register 231 Working Register Log Actions
™ 89LG1 01.06.2021 30 29 1 1 2 000 3

The severance pay payroll calculation is initiated with the CALCULATION GROUP:
SEVERANCE PAY WITH SALARY.

There is no need to initiate a separate wage calculation because, along with severance pay,
HRM4Baltics calculates:
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Unused vacation pay

Compensation for unused vacation days
Compensation for less noticed workdays
Severance pay for calendar months
Termination month's salary

Taxes and deductions

On the fast tab of the PAYROLL CALCULATION window, select the employees for whom you want to
calculate severance pay in the filter under EMPLOYEES. Initiate the calculation by pressing the
CALCULATE button on the ribbon. After the calculation is complete, a message "CALCULATION
COMPLETED SUCCESSFULLY " is displayed to the user.

To view the employee's PAYSLIP, press the REPORT button on the ribbon and then OPEN SALARY
REPORT or OPEN REGISTER SALARY REPORT. The payslip for the respective calendar month is
displayed.

The payments and compensation within the severance pay are recorded on the PAYROLL ACCOUNTS:
1530 - COMPENSATION UPON TERMINATION OF EMPLOYMENT
1533 - COMPENSATION UPON TERMINATION DUE TO REDUNDANCY
1421 - VACATION COMPENSATION.

Severance pay and redundancy pay are not subject to unemployment insurance tax. Therefore, the
payroll group selection on the PAYROLL ACCOUNT CARD fast tab for severance and redundancy pay
does not have the payroll groups TK, TKE marked. However, SM and TM calculations are configured
for these PAYROLL ACCOUNTS.

1533

J+ Dimensions

Currency Code v Blocked ®

Target Company Name External 1D

Group Selection

MIN Tootasu alammaara kontrollgrupp

PK Pensionikohustuse alus V]
SM Sotsiaalmaksu alus V]
TK Todtuskindlustuse alus, todtaja

TKE Todtuskindlustuse alus, ettevite

™ Tulumaksu alus V]
ZBI_ALA Bl Alatunnitasu

4.3. Order of Payroll Calculations

To ensure the correctness of payroll calculations, a specific sequence of tasks must be followed. If
different types of leave allowances are calculated using separate calculation jobs, these should
always be executed before the calculation of wages. However, if the Work Time and Salary
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calculation group is used along with absences, there is no need to separately initiate the calculation
of leave allowances.

Before performing the calculation, the following activities must be completed:
1. Organize employee data (enter updated salaries, etc.).
Register absences.
Enter additional payments and bonuses.
Enter deductions (loans, claims, etc.).
Check if any employees have terminated their employment or taken parental leave in the
current month:
If an employee goes on parental leave, it is necessary to close the TMVABA calculation
PARAMETER.
If there is a termination of employment, calculate it separately before wage calculation.

AW

Initiate the following calculations for the payroll:
6. Absence calculation — sickness, vacations, paternity leaves, study leaves, etc.
7. Calculate severance pay; it is advisable to check the accuracy of the calculation.
8. Inthe case of summarized working time tracking, if it is the last calendar month of a
summarized work period, initiate the calculation of overtime for that summarized period.
9. Calculate termination benefits.
10. Perform work time and payroll calculations.

4.4. Working Schedules

To use the WORKING SCHEDULES functionality, it is possible to configure the various types of working
hours and principles of calculation used in the company. In the WORKING SCHEDULES, both working
hours and compensation, as well as other values, can be entered. Additionally, the contractual salary
of the employee or the compensation calculated based on the entered hours can be displayed. The
WORKING SCHEDULES can also be filled in Excel and then imported into the program. Values entered
and registered in the WORKING SCHEDULES automatically contribute to the basis of payroll
calculation. Created and/or confirmed working schedules can be archived. During the confirmation of
working schedules, multi-level approval rounds can be used, or the schedules can be confirmed only
by the schedule creator.

4.4.1. CREATING NEW WORKING SCHEDULE
A new WORKING SCHEDULE can be created at:

HOME/MENU/PAYROLL AND HUMAN RESORUCE 365 MENU/TASKS/WORKING SCHEDULE
Or

HOME/TASKS/WORKING SCHEDULE

The list of schedule groups in the current month view will open. To open the view for the next or
previous month, on the ribbon menu, click on the MONTH FILTER -> PREVIOUS/CURRENT
MONTH/NEXT button.
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Working Schedules: Al Search  New Delete  Process Month Status Working Schedule Overview Employee Posting . g |

4 Previ detsember 2023 Next »

Dpen I OAPTEEK Apteek Min puhkeseg . APTEEK 09:45:00 8 Al Days ~ 31.01.2024 Matl N
Autod KONTOR 09:45.00 6 No Weekend )1.02.2023
Col KONTOR 08:30:00 Manual
Field Explanation
Status Indicating the status of the table for the respective month.
Options:
OPEN — Work hours and other values for employees are still being

entered.

ACCEPTENCE — The working schedule has been sent for
confirmation but has not been finally confirmed.
ACCEPTED—- Entered data in the working schedule has been
confirmed.

POSTED — The working schedule is confirmed, and the values
(hours, pieces, amounts, etc.) entered into the table are
registered.

The list can be filtered by the status of the working schedule using the
ribbon menu button STATUS.
Options:

OPEN

ACCEPTENCE

ACCEPTED

POSTED

ALL

No Displays the identifier/number of the working schedule group.
Description Displays the description of the working schedule group.
Default Planning | Displays the pre-set WORKING SCHEDULE TEMPLATE assigned to the
No. working schedule group, based on which the working schedule is created.
Default Beginning | Displays the default workday start assigned to the working schedule group.
If predefined SHIFTS with a defined workday start are not used when
entering hours manually in the working schedule, the workday
automatically starts at the specified time.
Def. Nominal Day | Displays the number of default daily normal hours assigned to the group.
Hours In this case, the times exceeding the daily normal hours are displayed as
overtime in the work schedule.
Nominal Day Days | Field works together with the previously described field DEFAULT NORMAL
Calc. DAY HOURS. It shows from the working schedule card how the daily normal
hours are calculated in the group and, accordingly, the overtime for the
day.
Options:
ALL DAYS — All days consider the hours entered in the field
DEFAULT NORMAL DAY HOURS as normal hours.
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MANUAL — Normal hours are not considered, and overtime is
entered manually in the DAY OVERTIME HOURS column.

NO HOLIDAYS — Normal hours are not considered on holidays.
NO WEEKENDS — Normal hours are not considered on weekends.
NO HOLIDAYS & WEEKEND — Normal hours are not considered on
holidays and weekends.

ONLY WEEKENDS(NO HOLDIDAYS) — Normal hours are only
considered on weekends.

ONLY WEEKENDS— Normal hours are considered on weekends,
excluding holidays.

First Usage/Last Displays the date when employees and working hours were first and last

Usage entered into the respective working schedule group.
Responsible Displays the name of the employee responsible for the working schedule
Name group. The responsible employee can view the tables for which they are

responsible in the EMPLOYEE PORTAL under MY WORKING SCHEDULE. To
display tables in the table stack, the configuration must be made in the
location WORKING SCHEDULE SETUP/fast tab JOBS/field DEFAULT PORTAL
VIEW.

Submitter Name Displays the name of the employee assigned as the submitter for the
group. If approval rounds are used for the working schedule, only the
submitter has the right to submit the working schedule for confirmation;
the submit button is not displayed for other users.

Employees Displays how many employees are in the respective group in the month
displayed in the list.

Normal Hours Displays the total normal hours of the employees in the working schedule
group for the respective month.

Total Hours Displays the total entered hours for all employees in the working schedule
group for the respective month.

Not Accepted Displays how many hours in this group for the respective month are still

Hours unconfirmed.

Not Posted Hours | Displays how many hours in this group for the respective month are still
unregistered.

Rule Code Displays the selected rule for work and rest time for the working schedule
group.

Automatic Hours | When the marker is added, the employee's normal hours are recalculated

Calculation every time the timesheet is opened.

To open a group in the list, select the row of the WORKING SCHEDULE GROUP you want to open and
press on the ribbon menu WORKING SCHEDULE-> WORKING SCHEDULE.

The working schedule consists of tabs that can be opened and closed by clicking on the title:
WORKING SCHEDULE DIMENSIONS- dimensions assigned to the working schedule
WORKTIME ENTRY — Displays the group number, accounting month.

SHOW — With a checkbox, you can choose what data is displayed in the timesheet.

Options: HOURS, TIMES, SHIFTS, DAYS OFF, ABSENCES.

VIEW- options ALL, CONFLICT, NOT ACCEPTED. Depending on the choice made, either all
entered hours and absences, unconfirmed hours, or only conflicting days where absence and
working hours overlap are displayed in the working schedule.
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WORKING SCHEDULE ENTRIES — Displays entries for the active employee in the working

schedule group by days. The fast tab of entries can be hidden on the group in the working
Schedule with clicking on the ENTRIES tab.

When you open the group for the first time, the working schedule is empty, and no employees are
displayed. Before adding employees to the table, select the MONTH for which you want to create the
working schedule. By default, the month selected in the WORKING SCHEDULE GROUP list is opened.
To add employees to the working schedule, press on the button in the middle of the table
EMPLOYEES. In the opened view, press on the ribbon menu button ACTIONS -> ADD EMPLOYEES. The
EMPLOYEE LIST opens, where you can choose which employees are included in this working schedule

group by sett

ing filters.
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If the working schedule for the previous month has already been created, and employees have been
added, it is possible to copy employees to the next month. The copy button opens from the ribbon

ERP | HRM CRM
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menu ACTIONS -> COPY FROM LAST MONTH. Only those employees who were in the working
schedule for the previous month or have been added through the EMPLOYEE CARD are added to the
list. Terminated employees are not included in the copy.

Employees can be selected for the table, for example, manually from the field EMIPLOYEE NO. in the
drop-down EMPLOYEE LIST. Employees who have left and are no longer needed in the new month's
table can be removed from the list.

To add the selected employees to the working schedule, press the button OK at the bottom of the

page.

Columns on the WORKING SCHEDULE EMPLOYEES page:

Field

Explanation

Bold

When checked, the corresponding field for that employee is displayed in bold in
working schedule (e.g. for an employee with cumulative calculations or from
another department). This is used when employee needs to be highlighted in the
table.

Employee No.

Displays the Employee card no. associated with the selected working schedule.
Employees can also be added on the list from the drop-down menu.

Working Schedule Employees (HRM4Baltics) 2 - New 8
Bold l"” Employee Name Profession Nc Professio
T346 Kaia Muna _
1311 Karry Kari _
> "
|
No. 1 First Name Last Name
A001 Holger-Kulgur Saviauk
A002 Kuldar Kuldar Kuldar Kul... Petersell Petersell Peterse...
A003 Hannes Koosla

Employee
Name

Displays the employee’s First name and Last name from the Employee list
corresponding to the employee no. it is automatically entered based on the
employee no.

Profession No

Automatically entered based on the Employee no. displays the profession
number from the valid contact line on the Employee cards tab Contracts.

No/Description

Profession Automatically entered based on Employee no. Displays the profession
description description from the valid contract line on the Employee card tab Contracts.
Department Automatically entered based on the Employee no. Displays the Department

No/Description from the valid contract line on the Employee card tab Contracts.

Group Factor

Allows entering Employees working factor in the respective working schedule.
For example, if the employee’s working factor is entered as 0,5 i.e, 80 hours per
month on the employee’s sub-card Contracts. This employee as assigned to work
in two different working schedule groups. In each group, the employee works half
of their assigned working hours, i.e., 40 hours per month. In this case, for this
employee, the field group factor must be entered as 0,5 in both working schedule
groups.

Nominal Hours

Displays norm hours considering Employee absences that suspend working
hours, the employee working factor, and the period when Employee is assigned
to this group (fields from date/to date). The formula for calculating norm hours
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is configured in the working schedule group card setup but can also be manually
set based on the Employee in the nominal hour’s formula field.

Nominal Hours | Allows describing the Employee’s norm hours as a formula, especially if they
Formula differ from default calculated norm hours. For example, if there is an agreement
with the employee that they work 3 hours every Wednesday, the formula would
be [TIME,W,A(0)]*3. The hours calculated based on the entered formula are fixed
norm hours and do not change when entering vacations or other absences in the
working schedule

Beginning Not necessary to fill in, as the start of the workday is configured in the shift
settings.
Planning No Allows selecting a pre-set working schedule template from the list. When adding

employees to the group, the field is filled by default with the template configured
for the working schedule group card, but can be changed on the employee bases
when needed. For example, on parental leave, who are not to be removed from
the working schedule during their leave, the planning number is not added
because there is no need to calculate working hours for them

First  Planning | Entered the date on which you want to start the cycle of the working schedule

Date model repetitions.
Nominal  Day | Allows entering specific daily norm hours for an Employee. Automatically
Hours calculates overtime hours based on the entered daily norm hours. The daily norm

hours must be entered beforehand on the working schedule group card.

Posting Group | Allows assigning a posting group to the Employee, based on which working hours
Code and values are registered on the payroll accounts. In no posting group is found
on the working schedule, and if the working schedule group does not have and
assigned posting group, the group is found in the working schedule setup card.

Employee Displays the Employee’s status from the Employee list on the corresponding
Statius Employee No. row.
From Date Allows entering the Employee’s start date in this group. Work hours for the

Employee can be entered into the working schedule from this date. Based on the
entered date, the Employee’s norm hours in the respective table are
recalculated.

To Date Allows entering the Employee’s last date in this group. Work hours for the
Employee can be entered into the working schedule until this date. Based on the
entered date, the Employee’s norm hours in the respective table are
recalculated.

Approval Date Displays the date of approving the Employee table.

When adding employees to the working schedule, the main table is automatically filled with
absences registered for employees in the ABSENCES.

4.4.2. FILLING OUT THE WORKING SCHEDULE BASED ON WORKING SCHEDULE TEMPLATE

After adding employees to the working schedule, you can begin planning their working hours. To
create a working schedule based on predefined WORKING SCHEDULE TEMPLATE, select PLANNING/
CALCULATE PLAN from the WORKING SCHEDULE ribbon menu. Alternatively, for creating or modifying
the working schedule for a single employee, mark the employee whose table you want to create and
choose ONE EMPLOYEE/CALCULATE PLAN(ONE EMPLOYEE).
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Working Schedule (HRM4Baltics) V4 T [i]
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Tootmine 4 jaanuar 2024 ) Show: (§ Hours @ Time  Shifts  Entry Type % Free Day # Absence # Employment View: Working Time

Employee Nominal Total

i ” " 4
States Nimi Amet H Hours | Difference E1l T2 K3 N4 RS L6 P7
Active | Kalle Tamm Brandijuht 176h Oh 176h
Active | Elar Példma Raamatupidamine 104h Oh 104h P P P P P P P
Active | Mari Murakas Vastuvdtja 88h Oh 88h

Business Central generates the working schedule for the group or employee based on the predefined
template added to the working schedule. The hours in the working schedule are automatically
distributed into regular, night, and public holiday hours according to the WORKING SCHEDULE
PLANNING SETUP. The working schedule created based on the template can be manually adjusted as
needed, reflecting how employees actually worked.

The working schedule model serves as a tool during the initial filling of the working schedule because
when you calculate the plan based on the WORKING SCHEDULE TEMPLATE, it overwrites manually
entered information. Therefore, it is not advisable to recalculate the plan after making ongoing
corrections or additions to the working schedule.

4.4.3. WORK TIME PLANNING

Employee work hours are entered into the rows of the working schedule or the rows of the working
schedule entries. If the plan calculation is not used based on the working schedule template, working
hours can be entered either manually or by using predefined WORKING SHIFTS.

ERP / HRM. CRM
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Working Schedule Rows

Field Explanation
Displays the status of entries made for the employee in the working schedule:
Status OPEN, ACCEPTANCE, ACCEPTED, POSTED.
Employee Displays the name of the employee added to the working schedule from the
Name EMPLOYEE CARD.
This column, along with functionality, is primarily used in a project-based working
schedule for calculating the salary of hourly employees. The column displays the
employee's salary, which is automatically calculated based on the hours entered
the working schedule according to the project/task.
Fixed
Amount Refer to the detailed description in the section FIXED AMOUNT.
Displays the employee's contractual salary from the SALARY tab of the employee
card.
If it is an hourly employee with different hourly rates for dimensions, the rate for
the dimension set as the default dimension on the working schedule will be
displayed.
To display the salary, configuration and selection of which salaries to display in the
working schedule must be done. In the working schedule group configuration, add
a marker to the SHOW HOURLY SALARY field. In addition, open the salary filter
configuration from the working schedule group menu button RELATED->SALARY
FILTERS.
Working Schedule Group Card (HRM4Baltics
TOOTMINE
New  Working Schedule ~ Working Shifts  History  Reports Reports
Working Schedule Employees Working Shifts Archive
Working Schedule B S¥h s
[ Contract TASU_TUNDJTASU_TUNDO|TASU GR o
2 Calcutated [AEG.K+ETKNR-RP*8<TASU_GRAAFI ]
3 Calculated [TUND.TABEL-DIM1=2TOOTMINESTAS, /]
4 Calculated [TUND, TABEL-NODIMaTOOTMINEST V]
Calculated [AEG K+ETKNR-RP*8<TASU_KUUPAL ]
Select CALCULATION TYPE as CONTRACT for this column and enter in the
CALCULATION FORMULA column the types of fees to be displayed in the working
schedule. The type of salary is found on the SALARIES tab of the EMPLOYEE CARD,
Contract and the program first looks for the salary type that matches the dimensions on the
Salary working schedule group. If dimensions are described on the WORKING SCHEDULE

e
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GROUP and the employee should have multiple valid salary types with different
dimension combinations, then the CONTRACT SALARY column will display the
salary with the dimensions on the WORKING SCHEDULE GROUP. If a salary type
with the specified dimensions for the WORKING SCHEDULE GROUP is not found in
the employee's list of salaries, the default dimension salary of the employee will be
displayed.

The CONTRACT SALARY column can also display the amount selected on the
employee's contract line from the table of PROFESSIONS HOURLY RATES. To do this,
in the CALCULATION FORMULA column, enter the designation that corresponds to
the rate in the table (e.g., RATE_OBJECT). From the table of hourly rates, the
amount is displayed in the working schedule only if the dimensions on the working
schedule and in the table of hourly rates match.

Displays the calculated monthly salary based on the employee's contractual salary,
considering the hours entered in the table. If working hours are changed in the
table, the salary field is updated immediately.

For monthly salary employees, the field displays the contractual salary considering
absences. The calculated amount also includes the sum entered in the INSERTED
AMOUNT field.

Configuration and selection of which fees to display in the working schedule must
be done. This configuration is opened from the WORKING SCHEDULE GROUP menu
button RELATED->SALARY FILTERS, and a marker must be added to the SHOW
HOURLY SALARY field on the working schedule group.

chedul 1 (HRM4Baitics & )

TOOTMINE

New Working Schedule Working Shifts History Reports Reports
Working Schedule Employees Working Shifts Archive
W Salary Filters

Working Schedule

Search -+ New  [B¢ Edit List 3| Delete

1 Contract TASU_TUND{TASU_TUNDO|TASU_ GR ]
Calcutated [AEGK+ETKNR-RP*8<TASU_GRAAFI /]

3 Calculated [TUND.TABEL-DIM12TOOTMINESTAS ]
4 Calculated [TUND, TABEL-NODIMaTOOTMINEST V]
Calculated [AEG,K+ETKNR-RP*8 < TASU_KUUPAL G

Select TYPE as CALCULATED for this column and enter a formula in the
CALCULATION FORMULA column to determine the amount of the fee.

The purpose of the BREAK WITH VALUE marker column is primarily to speed up the
opening of the working schedule, so as not to run all salary calculation lines for an
employee if the salary has already been calculated based on some formula line.

For example: the first line of salary calculation is based on the dimensions of the
working schedule, with the salary type TASU_TUND and the marker BREAK WITH
Calculated VALUE. The employee's salary is found on the employee card with the configured
Salary dimensions for the working schedule and the salary type TASU_TUND. The
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program calculates the salary for the employee in the working schedule. Since the
salary has already been calculated, the program does not proceed to calculate the
next lines of the calculation. However, if the employee does not have the salary
type TASU_TUND with the combination of dimensions assigned to the t working
schedule group, the program will look at the next calculation lines and calculate
the salary based on the employee's default dimensions.

Through this field, an agreed amount can be entered for the employee in the
working schedule and registered on the designated payroll account. The account
to which the entered amount is registered in the PAYROLL ENTIRIES must be
configured in the WORKING SCHEDULE POSTING GROUPS column PREMIUM
AMOUNT ACCOUNT.

With the functionality FIXED AMOUNTS, it is not possible to use this field because
the account is determined in the CONFIGURATION OF WORKING SCHEDULE
POSTING GROUPS in the same column.

Inserted The entered amount is also displayed in the CALCULATED SALARY column if this
Amount functionality is used (columns listed and salary filter configuration added).
Nominal Displays the employee's norm hours considering his absences, contractual load,
Hours and load in the working schedule group.

Total Hours Displays the total hours entered for the employee.

Displays the difference between norm hours and actual hours. Numbers in red
Difference indicate overtime, and numbers in blue indicate undertime.

Displays the employee's summarized period's norm hours considering his
absences, contractual load, and load in the timesheet group.

3 months The length of the summarized period displayed in the table must be configured in

(nominal) advance.

3 months

(actual) Displays the total hours entered for the employee in the summarized period.
Displays the difference between the norm hours and the actual hours in the

3 months summarized period. Numbers in red indicate overtime, and numbers in blue

(diff.) indicate undertime.

Displays the quantities entered in the working schedule for the entry type with a
value of QUANTITY. If the entry type is configured with posting group and a posting
group is assigned to the payroll account, the displayed quantity can be registered
as the basis for payroll calculation either on a daily or monthly basis. If no
configuration is set for the posting group, the data displayed in the column is only
Quantity informational.

Displays the day of the week and date of the working schedule month, along with
the hours entered for those days. The data is displayed from the rows of working
schedule entries.

Working hours and absences can also be entered for the rows, which are then
synchronized with the entries on the working schedule lines.

To enter absences, use absence short codes, which can be found in the fact box

Date and window CAUSE OF ABSENCES. Only those types of absences that are allowed to be
Weekday entered with the absence reason configuration can be entered.

(E1, T2, K3,

etc.) Shifts and clock times can also be entered for the rows.
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Working Schedule Entries

The list displays more detailed entries for an active employee marked on the working schedule. The
list of entries can be hidden from the front page of the working schedule. To do this, open the
configuration window of the working schedule group, go to VIEW SETTINGS, and activate the field
HIDE ENTRIES PART.

To open the Working Schedule entries in full-screen view, click on the ribbon menu, go to EMPLOYEE
-> EMPLOYEE ENTRIES. You can also click on the name of the employee displayed on the row.

TRI-0167 Marianne Komm : oktoober 2023 KONTOR (Open)

Total
9 ed E FIN
208h JUKT
Holiday Houts Difference 12,50 Amount Dimensioon: t JUUST
195,5h
Projekt Th
ad Tahes
dmuse tal
Entries Manage
>
» 01102023 i Su KON 08:30.00 17:00:00 85 85 85
02102023 Mo KON 08:30:00 17:00:00 85 85 05
03102023 Tu KON 0830.00 17:00.00 85 &5 05
04,10.2023 We KON 08:30.00 17:00:00 85 85 05
05102023 Th KON 08:30:00 17:00:00 85 85 05
08.10.2023 Su KON 083000 17.00:00 85 85 85
09.10.2023 Mo KON 083000 17:0000 85 as 0s

Entries can be opened as a list over the employees of the working schedule group or over all groups.
To do this, in the entries view, click on the value displayed in the TOTAL HOURS field, in the WORKING
SCHEDULE, or in the TOTAL HOURS column in the consolidated working schedule. The default setting
in the opened list includes filters for the employee, working schedule, and dates. For example,
removing the employee filter will display entries for all employees added to this group in that month.
By applying different filters, the user can create a customized view and save it for future use.

Search -+ New [ Edn Ust Delete 2
Views edule dcryow N
No W 'Y et W
All
“+ KONTOR LOTRL0167 Marianne Kamm 01102023 Su KON 08:30:00 17:00:00 85 85
st by KONTOR TRI-0167 02102023 Mo KON 08:30:00 17:00:00 85 85
KONTOR TRI-0167 03102023 Tu KON 08:30:00 170000 85 85
No : KONTOR TRI-0167 04102023 We KON 08:30:00 17:00:00 85 85
ate KONTOR TRI-0167 05102023 Th KON 08:30:00 17:00.00 85 85
01.1023.31.1023 KONTOR TRI-0167 08102023 Su KON 08:30:00 17:00:00 85 85
KONTOR TRI-0167 09102023 Mo KON 08:30:00 17:00:00 85 a3
TRIOV67 KONTOR TRI-0167 10102023 Tu KON 08:30:00 17.00:00 85 45
KONTOR TRI-0167 11102023 We KON 08:30:00 17:00:00 85 85
KONTOR TRI-0167 12102023 Th KON 08:3000 17,00:00 85 85
KONTOR
KONTOR TRI-0167 15102023 Su KON 08:30:00 17.00:00 85 85
KONTOR TRI-0167 16102023 Mo KON 08:30:00 17.00:00 85 as
KONTOR TRI-0167 17102023 Tu KON 08:3000 17:0000 85 a5
totals by KONTOR TRI-0167 18102021  We KON 08:30:00 17.00:00 85 as
KONTOR TRI-0167 19102023 Th KON 08:30:00 17:00:00 85 85
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Changes can be made to entry rows, such as adjusting start and end times, modifying hours, and
dimensions. Changing the number of hours in the HOURS column will automatically adjust the time in
the TILL column.

If WORKING SCHEDULE TEMPLATES are not used, and the PLAN is not calculated for employees based
on it, you can manually enter working hours on the entries or choose predefined shift indicators. This
will automatically fill in the start and end times of the workday.

Additionally, through working schedule entries, you can input and register absences and other values
such as sums, quantities, etc., using ENTRY TYPE.

Field Explanation
The marker in the field indicates that the data for the respective
Submitted day has been transmitted to the APPROVAL ROUND.

The marker in the field indicates that the entries for the
respective day are confirmed. Confirmed entries cannot be
modified. If approval rounds are not in use, the marker can be
removed, and the day can be edited. In the case of approval
rounds, the marker cannot be removed, and to make corrections,

Accepted the approval round must be revoked.
The marker in the field indicates that the entries for the
Registered respective day are registered for payroll calculation.
Date Displays the work date.
Weekday Displays the day of the week.
Working Shift Code Displays the shift indicator configured for the timesheet.
Displays the configured start time for the shift. It can be manually
Since changed.
Displays the configured end time for the shift. It can be manually
Till changed.
Displays the length of the shift in hours, based on the shift's start
Hours and end times.

If the WORKING SCHEDULE GROUP/EMPLOYEE is configured with
daily standard hours, this column shows daily overtime.

The handling of daily standard hours can be configured for the
WORKING SCHEDULE GROUP in the location WORKING SCHEDULE
GROUPS column DEFAULT NOMINAL DAY HOURS and NOMINAL
DAY DAYS CALCULATION.

Depending on the configuration, it is also possible to manually

Day Overtime Hours enter the daily standard hours into the field.

Displays the duration of the break configured for the shift. The
Break break duration can be manually changed.
Break Since/Till The start and end times of the break.

In the working schedule entry row, in the CAUSE OF ABSENCE
CODE column, you can choose an ABSENCE CODE for the absence
and register it through the working schedule. Only those types of
absences that are allowed in the configuration can be selected for
the working schedule. The configuration is done in location
MENU/PAYROLL AND HUMAN RESOURCE 365
MENU/ADMINISTRATION/ABSENCES/CAUSE OF ABSENCES column

Cause of Absence Code ALLOW SCHEDULE POSTING.
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To register the entered absence in the ABSENCES ENTRY, select
the POST ABSENCES button on the WORKING SCHEDULE ribbon. In
the opened window, already registered absences are displayed in
red, and new, unregistered absences are displayed in green.

For registering new absences, there is a button REGISTER NON-
CONFLICT on the ribbon. In case absences have not been
previously registered in the employee table, you can use the
REGISTER button, which will result in registering all absences.

To register all absences, hours entered in the work schedule, and
other data simultaneously, there is a button POSTING/REGISTRATE
on the list of table employees.

Depending on the configuration in the WORKING SCHEDULE
SETUP, the field REDUCING NORMAL HOOUS( ABSENCE) reduces
extraordinary absences (e.g., H_ILL and L_ILL) either by the hours
entered in the work schedule or by 8 hours.
If an absence is entered for an employee in the working schedule,
which is hourly, the column ABSENCE HOURS is used to enter the
Absence Hours number of absence hours.
Choose a predefined ENTRY TYPE from the dropdown menu to
enter and register various values (hours, quantity, pieces, sums,
etc.) for configured payroll accounts. To configure entry types,
open the dropdown menu, choose NEW, and enter the
configuration.
VALUE TYPE: SUM, QUANTITY, HOUR — depending on the
selection, the value added with the entry type must be
entered in the corresponding column in the working
schedule. Otherwise, the value will not be registered to
the configured payroll account.
POSTING GROUP — choose a predefined WORKING
SCHEDULE POSTING GROUP to determine the payroll
account for registering the value entered with the entry
type.
DIMENSIONS — it is possible to link dimension values that
will be added to the entry when the entry type is
selected.
JOB NO/TASK NO — it is possible to link the job/task
number that will be added to the entry when the entry
type is selected. Entry types can be entered both for the
employee-specific working schedule entry rows and for
all employees at once in the DAY VIEW or from the
working schedule ribbon menu with the button
Entry Type WORKING SCHEDULES/ADD ENTRIES.
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Depending on the configuration of the ENTRY TYPE, values (pieces,
sums, hours, etc.) are entered in the corresponding column.
Entering a value in the wrong column will either register it to the
Quantity/Amount/Percentage | wrong payroll account or not register it at all.

Comment A free-text field for adding notes.

The default dimensions for the employee's entered work hours
and other values are automatically added. These dimensions will
later be used for cost allocation. Dimension values can be changed
if the employee worked with a different dimension than their
default one. If a project-based timesheet is in use, the employee's
default dimensions are not used, and the dimensions assigned to
Dimensions the job/task are used instead.

Choose the WORKING SCHEDULE JOB NO with which the work
hours for the given day are associated. If working schedule jobs
have a connection to projects in the Project module, costs related
to the project (fees, taxes, etc.) can be displayed in the Project
module.

Displaying costs in the Project module requires a corresponding
prior configuration. It is possible to add the same project to all
filtered rows at once. If the intention is to see the same project
association on all rows, there is no need to filter out rows.

To add a project/job, click the ADD JOB button in the entries list
ribbon menu. The filter window opens, where you can select the
JOB NO filter field with the + sign. By pressing the arrow on the
field, a list of configured working schedule jobs opens, from which
you can choose the desired job.

After selecting the job, press the OK button at the bottom, and
the selected project will be added to all previously selected entry
rows.

Together with the jobs, it is possible to add the job task number to
all selected rows.

From the dropdown menu, you can choose all jobs configured in
the list WORKING SCHEDULE JOBS if the choice ALL is made in the
column JOB USEAGE TYPE in the WORKING SCHEDULE GROUP
configuration. If a choice is made for the employee in the field,
the employee must be added to the list in the WORKING

Job No. SCHEDULE JOBS under the dropdown menu EMPLOYEES.

Choose the WORKING SCHEDULE JOB TASK NO with which the
work hours for the given day are associated. If working schedule
jobs and tasks have a connection to projects and tasks in the
Project module, costs related to the project (fees, taxes, etc.) can
be displayed in the Project module. Displaying costs in the Project
module requires a corresponding prior configuration.

It is possible to add the same task number to all filtered rows at
Task No. once. If the intention is to see the same task number association

e
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on all rows, there is no need to filter out rows. To add a task, click
the ADD JOB button in the entries list ribbon menu. The filter
window opens, where you can select the TASK NO filter field with
the + sign. By pressing the arrow on the field, a list of configured
tasks for the selected job opens, from which you can choose the
desired task. A task can only be added if a job has been selected
beforehand, with which the task is associated. A project and task
can be added simultaneously.

After selecting the task, press the OK button at the bottom, and
the selected task will be added to all previously selected entry
rows.

From the dropdown menu, you can choose all tasks configured in
the list WORKING SCHEDULE JOBS if the choice ALL is made in the
column JOB USEAGE TYPE in the WORKING SCHEDULE GROUP
configuration. If a choice is made for the employee in the field,
the employee must be added to the list

In the ribbon menu of the working schedule with the marker fields, you can modify the displayed
information in the table. By entering HOURS in the marker field, the corresponding day's working
hours are displayed in a summarized form in the table. With the marker SHIFTS, on the other hand,
shift codes are displayed.

Approve/Post Al

Tootmine2 4 jaanuar 2024 >{ Show: @ Hours  Time & Shift  Entry Type g Free Day ) Absence  Employment View: Working Time Conflicts Not Accepted  Plan not approved
 Open ¢ Kalle Tamm 176h _ 17 176h = - 17
Open Mari Murakas 88h - 88h

Simultaneously, it is not possible to display hours, shifts, and time. In such a selection, the display of
the last right marker always prevails, i.e., the shift.

The marker EMPLOYMENT allows you to see in red those days' working hours/shift/time/absence
where the employee's employment has already ended. If nothing has been entered for the days
following the termination of the employment relationship, a dash is displayed on those days. When
an employee's employment is terminated, the program notifies the user if working hours have been
entered for the employee in the working schedule, and unconfirmed hours can be automatically
deleted from the table. Confirmed or registered hours cannot be deleted; the entries must be
opened for deletion.

On the right side of the WORKING SCHEDULE page is the fact box, which consists of two tabs and is
divided into quick cards.

Page Details

Field Explanation

Working Schedule | Displays the number of employees in the work schedule, the number of not
accepted and not posted hours, the status of the working schedule (OPEN,
REGISTERED, etc.), and the total amount of calculated compensation in the

CALCULATED SALARY column.
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@ Details il Attachments (0)

Working Schedule

Employees 2
Not Accepted Hours 185h
Not Posted Hours 185h
Status Open
Calculated Salary 0

& Employees | % Approve/Post All

Tootmine2 4 detsember 2023 » Show Hours  Time @ Shift  Entry Type (4 Free Day & Absence [ Employment View. Working Time

3
Total monthy

Employes Name Contract Salary Calculated Salary Hours Hor D#t (nom add actual) gett)

Open Kalle Tamm 152h 134h 18h 152h = 134h 18h
| Qpen ¢ Mari Murakas 72h 51h 21h 156h _ 63k  -93h
Employee Displays the employee's working schedule groups in which they have been

added during the specified period. Also shows the employee's workload in
these groups, standard hours, and the employee's contractual workload along
with standard hours.

Employee

Mari Murakas : detsember 2023

Employee Factor 0,5

Employee Nominal 72h

Employee Hours Sth

Working

Schedule Group Gr Nom, Total

No. t Fac Hours Hours

SELVER KESK... : 1 72h _

TOOTMINE2 1 72h 51h
Legal Holidays Displays national holidays in the selected working schedule period.
Absences Displays registered absences for the active employee row.

Cause of Absence | Displays short codes configured for absence reasons, which can be used to
enter absences on employee rows in the working schedule.

ERP / HRM. CRM
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Page Attachments

® Details 0 Attachments (2)

Employee Links (1) +
Info

www.google.com

Notes (1) +

Did a good job. Deserve a bonus.
04.01.2024 - MERILY

Field Explanation

Employee Links It is possible to add links to an employee added to the working schedule.
To add a link, click on the + sign in the window, and a window will open to
enter the link address and description.

To delete or edit added links, there are corresponding buttons in the menu
that opens when clicking on the three dots.

If you do not want to add a link to a specific employee but to the entire
table, click on the ribbon menu WORKING SCHEDULE -> LINKS button.

Holger-Kulgur Saviauk 01.01.24-31.01.24

Employee | Working jule | Planning  One Employee  Posting  Reports

&% Employees ¥ Add Entries ) Links

Notes It is possible to add notes to an employee added to the working schedule.
To add notes, click on the + sign in the window and enter the notes in the
opened text field.

To delete or edit added notes, there are corresponding buttons in the
menu that opens when clicking on the three dots.

The working schedule plan or an already filled working schedule table can be sent to the entered
employees via email. To do this, use the REPORTS/SEND BY EMAIL button on the working schedule
ribbon menu. The email is sent to the email address selected as the default on the EMPLOYEE CARD.
The working schedule is sent to each employee in PDF format.
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oktoober 2023 Kontor 2

N NAV
To: Merily Petrovits
oktoober 2023 Kontor Maria
Reply * Forward
Kontor 1672024 12.48.34 PM +0200
oktoober 2023 MERLY
plelr[x[n]rIETRl el [n]rRIEIPIeTIkIn]RCI®lE|[v]x[N]n [E]ele]T
F'n"’"::"m m’“' :\ctua Diff. | 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 18 20 21 22 23 24 25 26 27 28 29 30 3
Marianne Komm 208 1955  -125 KO KO KO KO KO KO KO KO KO KO KO KO KO KO KO KO KO KO KO KO KO KO KO
N NN NN N NNNN N NNNN N NNNN N N N
Signature: ....
Date: ....
Shifts
KON Kontor

4.4.3.1. Multiple Entry of Entries

It is possible to enter types of entries, shifts, and work hours for multiple or all employees at once in
the working schedule. To do this, click on the WORKING SCHEDULE/ADD ENTRIES button on the
ribbon menu in table view.

In the opened view, first select the date where the entry is to be made. Then, from the drop-down
menu, choose the SHIFT or the ENTRY TYPE , or enter the SINCE/TILL times. When selecting the
ENTRY TYPE, values must be entered in the AMOUNT or QUANTITY field.

It is also possible to add dimensions, which are automatically added to all entries.

Multiple Entries (HRM4Baltics v Saved =
Dat .01.
- 06012024 @ Dimensioon: osakond
Shift
Dimensioon: ametigru v
Entry Type TUKITOO Dimensioon: tegevus v
Since
! Dimensioon: alliksus v
Till
Dimensioon: piirkond
Break Since Projekt Tahis
I
Break Till Varad Tahis v
Amount Stndmuse tahis v
Quantity 2,00
6 Mark All 0‘ Remove Marks }f‘y Create Entries 4
Marked Employee Name Job Title Absence
Kalle Tamm Brandijuht
¢ Mari Murakas Vastuvdtja
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To add entries for all employees in the work schedule, click the CREATE ENTRIES button on the
bottom row menu. If entries are not desired for some employees, remove the marker in front of the
employee. To remove all markers at once, there is a REMOVE MARKERS button on the ribbon menu.

By clicking the CREATE ENTRIES button, a list of entries for the table will open, showing which entries
were created for whom, and if necessary, further changes can be made.

Working Schedule Entries (HRM4Baltics,

O Search -+ New B¢ Edit List il Delete
Working
Schedule Employee Ne
Group No t Employee Name Entry Type Percentage Quantity Hour Cost
TOOTMINE2 T003 Kalle Tamm TOKITOO 2
- TOOTMINE2 i T012 Mari Murakas TUKITOO 2

4.4.3.2. Fixed Amount

The FIXED AMOUNT functionality is primarily designed for employees working on a project basis and
on an hourly wage, allowing the calculation of employee wages in the working schedule without
initiating payroll calculation. Automatically calculated amounts (wages, additional pay, overtime pay)
in the working schedule are registered to the payroll accounts defined in the configuration, and a
separate payroll calculation for these employees is not required. The manually entered hours and
wages can be adjusted in the working schedule, allowing for the entry of agreed-upon compensation
for a project instead.

To use the FIXED AMOUNT functionality, the following configurations must be done beforehand:
Configuration of the working schedule group: field HOURL SALARY NO. (FIXED AMOUNT) and
OVERTIME RATE (FIXED AMOUNT).

JOBS IN THE SCHEDULE - projects must be configured.

In JOBS IN THE SCHEDULE, the button EMPLOYEES - employees must be assigned to projects,
or the configuration on the WORKING SCHEDULE GROUP must have the JOB USAGE TYPE set
to ALL.

In JOBS IN THE SCHEDULE, the button TASKS - tasks must be configured for projects.

In WORKING SCHEDULE POSTING GROUPS, the columns HOURS AMOUNT ACCOUNT (FIX
AMOUNT), OVERTIME AMOUNT ACCOUNT(FIX AMOUNT), PREMIUM AMOUNT ACCOUNT
must be configured.

e
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yovember 2023 : Tootmine2 : Mari Murakas
Working Schedule (HRM4Baltics) D Search  Reports f® Edit List Employee Working Schedule Calculation Post Approval Actions Rel

Working Schedule Dimensions
Dimensi Dimensi Dimens Dimensi Dimens Projekt

& Employees | # Approve/Post All

Tootmine2 4 november 2023 » Show: §§ Hours  Time @ Shift  Entry Type # Free Day {4 Absence { Employment View: Working Time Conflicts

Norr Tota months months month:
Status Employee Name Fixed Amount Contract Salary Calculated Salary Hours Hours Diff (nomi (add actual) (diff)

~» Open ! Mari Murakas 60,00 60 40h 12h -28h 112h = 63h -49h

Once the working schedule is created, actual working hours for employees are entered, and the
schedule is associated with projects and project tasks, the FIXED AMOUNT column calculates the
employee's wages based on the employee's hourly rate entered in the SALARIES tab of the
EMPLOYEE CARD and the number of hours entered in the work schedule. The defined amount is not
displayed in the column until the WORKING SCHEDULE JOB COST list is opened, which can be done by
clicking on the dash (-) displayed in the FIXED AMOUNT column. In the opened window, you can see
how the employee's earnings were distributed across projects and tasks.

The GRAND TOTAL AMOUNT column displays the gross amount the employee earned for a specific
project task. If the employee has agreed upon a different amount for the work performed, this
agreed-upon amount is entered in the FIXED AMOUNT column. The program subtracts the calculated
wage based on hours worked from the GRAND TOTAL AMOUNT column and adds the result to the
PREMIUM AMOUNT column.

When registering the work schedule, the amounts in the columns HOURS AMOUNT, OVERTIME
AMOUNT, and PREMIUM AMOUNT are saved to the payroll accounts configured in the work
schedule posting group for HOURS AMOUNT ACCOUNT (FIX AMOUNT), OVERTIME AMOUNT
ACCOUNT (FIXAMOUNT), PREMIUM AMOUNT ACCOUNT.

As a result, no wages are calculated for these employees within the payroll calculation, as the wage
amounts (hourly wage, overtime pay, additional pay) were registered directly from the working
schedule. Specific configurations must be made within the payroll calculation formulas to
accommodate this solution.

arch B¢ Edit List
Total: 60
'Y
T012 KDOSOLEK Koosolek 4,8 20,00 20,00 20,00
» 1012 P KQOSQLEK Koosolek 3,6h 20,00 20,00 20,00
1012 KOOSOLEK Koosolek 3,6h 20,00 20,00 20,00
Field Explanation

Employee No./Name | Displays the employee number and name whose list of job fees is open.
Job No./Description Displays the job number and name for which the employee's working

hours are entered.
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Task No./Description | Displays the task number and description for which the employee's
working hours are entered.

Worked Hours The number of hours worked on the respective job and task.

Hours Amount Gross hourly wage for the respective job and task.

The wage is calculated based on the following formula: the number of
hours entered for the job task * the hourly wage rate from the SALARIES
tab of the EMPLOYEE CARD.

Day Overtime Hours | The number of hours entered in the DAY OVERTIME HOURS column in the
work schedule.

Overtime Amount Gross overtime pay for the respective job and task.

The pay is calculated based on the following formula: the number of
overtime hours entered for the job task * the hourly wage rate from the
SALARIES tab of the EMPLOYEE CARD * the OVERTIME COEFFICIENT from
the working schedule group configuration.

Total Hours Amount | Displays the total sum of the HOUR AMOUNT and OVERTIME AMOUNT

columns.

Premium Amount The additional pay amount is the difference between the FIXED AMOUNT
and the TOTAL HOURS AMOUNT columns.

Fixed Amount The employee's supervisor/work schedule filler enters the gross amount in

this column, which is the actual payment to the employee for the specific
job task, regardless of the compensation calculated based on the hours
worked. The program deducts from the entered amount the sum
calculated based on hours and overtime hours, which is displayed in the
TOTAL HOURS AMOUNT column, and adds the difference to the PREMIUM
AMOUNT column

Grand Total Amount | Displays the gross amount the employee earned for the specific job task.

If no amount is entered in the FIXED AMOUNT column for the employee,
the column's sum is the same as the TOTAL HOURS AMOUNT column. If a
corrective amount is entered in the FIXED AMOUNTS column, the sum is
the same as the FIXED AMOUNT column.

The sum of this column is also displayed in the work schedule column
FIXED AMOUNT.

4.4.4. IMPORT OF WORKING HOURS FROM THE MAINTENANCE MODULE

Working hours can be imported into the working schedule from the Business Central maintenance
module. The prerequisite is that a RESOURCE CARD has been created for the employee and is linked
to the EMPLOYEE CARD. Only working hours entered and confirmed by the resource are imported
from the maintenance module, along with dimension values.

To import employee working hours, the working schedule ribbon has the following buttons:
IMPORT ALL ENTRIES: Imports all employee working hours from the maintenance module.
IMPORT NEW ENTRIES: Imports only new, added working hours from the maintenance
module.

IMPORT NEW AND REDUCE ORIGINAL: Imports only new, added working hours from the
maintenance module and reduces the originally planned hours by the same amount.

e
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DELETE IMPORTED ENTRIES: Deletes the imported entries from the maintenance module but
does not replace them with originally planned entries.

anuar 2024 - Tootmine

Working Schedule (HRM4Baltics) Search  Reports B Edit List Employee Working Schedule Calculation Post Approval Related R
Service Ledger

Calculation Confirm Working Schedule Approvals One Employee Approvals

[5¥ Import All Entries
e )
Dimensi Dimens Dimensi Dim| ¢ Import New Entries Projekt

& Import New & Reduce Onginal

Employees | 4 Approve/Post Al 97 Delete Imported Entries

4.4.5. WORKING SCHEDULE IMPORT/EXPORT IN EXCEL

The working schedule can be filled in Excel, and then the data can be imported into the HRM4Baltics
working schedule. The working schedule filled in Excel must be created in a format suitable for the
program, and the data must be entered with the designated labels (employee number, dimensions,
types of hours, etc.) configured in the program. Therefore, it is recommended to plan the working
schedule in the HRM4Baltics program beforehand, then export it to Excel for ongoing table filling and
modifying the existing plan.

The prerequisite for filling in the table in Excel is the configuration made on the EXCEL SETUP tab on
the working schedule group fast tab. Depending on what is selected in the EXCEL TYPE field, the table
can be exported and imported either by DIMENSIONS, HOUR TYPES, or in terms of TOTAL HOURS.

4.4.5.1. Working Schedule import/export in Excel with dimensions

To export the working schedule to Excel, click on the ribbon menu button REPORTS -> EXCEL -> EXCEL
REPORT. In the opened window, select SEND TO-> MICROSOFT EXCEL DOCUMENT.

Working Schedule Export (HRM4Baltics)

Prin @ Choose file type.

Toot
PDF Document

def§ XML Document

Ady Microsoft Word Document

O Microsoft Excel Document (data and layout)

May
Microsoft Excel Document (data only)

Viax Schedule. £

“ Concel

Send to. Print Preview & Close Cancel

Max

The following data is exported to Excel from the work schedule:
Employee number and name
Employee's standard hours
Employee's actual hours, i.e., hours entered into the work schedule
The difference between standard hours and actual hours
Dimensions
Calendar month days with planned working hours

e
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Formulas that calculate the employee's actual hours and the difference between standard hours and
actual hours are not included in Excel. If desired, the user must create these formulas in Excel.
Formulas are not included when importing the table into the program.

A B C D E F G i | K L M N o P

Tootmine2 detsember 2023

Employes Ne.  Employes Name  Nominal  Actusl DIt Osakend Ametigruse Togevus Al R L " S T x N

003 Mo Tames 152 14 18 TUR RTS001 v & o [ |4 ] 4 ) v [} !
o Man Mimsias 7z 51 1 NYYR TOOUINE KILETAMINE NARVA L4 ) v
TEENINOUS RTS001 PARKIMINE MARVA Y s Y s r oo

~
~
~

TEENMNOUS RT5001 MOOK NARVA 06

TEENINOUS RTS001 PAKKIVING NARVA 4 12 v 2 F  oos
TEENINOUS RTS001 PAKKIMINE NARVA 4
2l AMT JUUSY NARVA r

In Excel, you can modify/enter working hours and dimensions for employees. For one day, you can
enter working hours for an employee under different dimensions by adding a new row. The new row
must have the employee number entered in the EMPLOYEE NO. column; otherwise, the data of the
row will not be imported. The symbols entered in the dimension columns must match the symbols
configured in the program.

Tootmine2 detsember 2023

Employee No.  Employee Name  Nominal  Actual Difr. Osakond Ametigrupp Tegevus Alisksus R L P E
1 2 3 R
1003 Kate Tamm 152 134 18 TUR RTS001 4 ] v 8 4
[ TR RTS001 I E
Mad Murskas 72 51 21 MVVR TOOLINE KILETAMINE NARVA r 4 r
TEENINOUS RT5001 PAKKIMINE NARVA p 16
TEENINDUS RTS001 MOOK NARVA 4 1.2
TEENINDUS RTS001 PAKKIMINE NARVA 4 1.2
TEENINDUS RTS001 PAKKIMINE NARVA r
FIN JUHT JuusT NARVA

Once the working schedule is finalized in Excel, to import the table, select REPORTS -> EXCEL ->
IMPORT from the working schedule ribbon menu. When importing from Excel, all previously entered
data in the program's working schedule is deleted, overwritten with the data entered in Excel, and
the employee table is confirmed. If necessary, confirmations in the table can be removed, and
corrections can be made directly in the work schedule.

Tootmine2 4 detsember 2023 b Show: @ Hours  Time  Shift  Entry Type @ Free Day @ Absence & Employment View. Working Time Conflicts Not Accept <IApn-mm plan no.217 ( 04.01.24 13:5817
Open Kalle Tamm . 152h  134h  -18h 521 . 34 6 8 8 8 L]

Entries

Working Schedule Entries

e

u 08:30:00  12:30:00 4 MYYK TOOLINE KILETAMINE
] 08:30:00  12:30:00 [ 4 TUR RTS001
] 08:30:00  09:42:00 12 TEENINDUS  RTS001 MOOK

4.4.6. WORKING SCHEDULE DAY VIEW
The Day View window allows you to:
Change the start or end of the workday for all employees at once.

Shift the shift (start and end synchronously) earlier or later.
Confirm the working hours for all employees on a given day.

e
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Enter changes to working hours for one day by employee.
Enter types of entries for all employees at once.

To open the Day View, select WORKING SCHEDULE -> DAY VIEW from the WORKING SCHEDULE ribbon
menu. By default, the view opens with the current date.

detsember 2023 : Tootmine2 : Mari Murakas

Working Schedule (HRM4Baltics) ».) Search Reports 5% Edit List Employee Calcu
i Update Nomal Hours %9 Employees [ Add Entries [ Links | ¥ Day View

Dimensi Dimensi.. ™ Dimensi... v Dimensi v

On the PAYROLL WORKING SCHEDULE ONE DAY page, you can use the ribbon menu to select the
displayed month and day. To change/select the month, there are buttons MONTH -> PREVIOUS
MONTH and NEXT MONTH on the ribbon menu. To select the day, there is a CALENDER button,
which, when pressed, opens a list of date options.

For rows of employees belonging to a group, the distribution of working hours for the given day is
displayed - regular hours, night hours, national holiday hours, national holiday night hours, and the
duration of breaks. If the employee has entered a requested day off, it is displayed in the table in the
ABSENCE X column.

The data of the employee marked as active in the row is displayed on the fact box on the EMPLOYEE
INFO tab.

To confirm the working hours for the day at once, select the menu CONFIRM -> CONFIRM DAY. To
remove the confirmation of working hours for the day at once, select CONFIRM -> REMOVE

3 em
Working Schedule Day (HRM4Baltics) O Search [ Edit List Employee Working Schedule Actions Confirm Month Calendar More option:
o AL Trantmina
A h Aatcam har 2023
Empl Ho
t Employee Name Total Day Amount  Absence Tota Norma Night Normal Ni Brea
- 1003 i Kalle Tamm _ 6 6
T012 Mari Murakas _ 4 4
Working Schedule Entries Manage
Warking
Accepted Job N ob Descriptior Jate T w Entry Type Code
d o : 01.12.2023 Fr 08:30:00 14:30:00 6
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The fast tab displays entries for the selected day for the employee marked as active, like the overall

view of the working schedule.

Fast tab: Change time

Change Time

Amount

0,00 Change Ending

Field

Explanation

Entry type

From the drop-down menu, you can choose a predefined ENTRY TYPE with
which you want to enter some value (depending on the setting, it could be
hours, amount, pieces, etc.) into the working schedule for employees.

Amount

Enter the value for the selected ENTRY TYPE (depending on the setting, it could
be hours, a monetary amount, pieces, etc.).

Add to all

By pressing the button, the selected ENTRY TYPE and entered AMOUNT are
added to the selected day for all employees in the working schedule. If the same
ENTRY TYPE and AMOUNT are automatically added to all employees, you can
later manually change the values entered in the working schedule rows on an
employee basis.

If the ENTRY TYPE column was not present in the working schedule rows before,
it will be automatically added during this action. You can also manually bring up
the ENTRY TYPE column by pressing on the ribbon ACTIONS->ADD ENTRY TYPE.
A window with predefined transaction types will open, from which you can
select.

It is practical to use the ADD TO ALL functionality if the same amount needs to be
added to all or most employees in the work schedule. If you want to add
amounts individually or the amounts vary among employees, it is advisable to
manually enter the amount and not use the ADD TO ALL button.

If the ENTRY TYPE column has been displayed in the WORKING SCHEDULE
GROUP, it will also be displayed in the tables for the following months. If you
want to enter a previously unused ENTRY TYPE, you need to add it to the
working schedule.

Working Shift

Allows you to choose shift filters.

Change
Beginning

Allows you to change the start of the shift. The start of the shift is changed, and
the end of the shift also changes.

To activate the modification function, specify the shift whose start or end you
want to change, and to activate the change, press on the ribbon ACTIONS->
MOVE/ADD.

Change Ending

Allows you to change the end of the shift. The start time of the shift remains in
place, and the end of the shift is changed.
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To activate the modification function, specify the shift whose start or end you
want to change, and to activate the change, press on the ribbon ACTIONS->
MOVE/ADD.

4.4.7. COMPARISON OF WORKING SCHEDULE AND EMPLOYEE GATE LOG

For companies using various access systems such as access cards, fingerprint readers, etc., it is
possible to compare the planned working hours of employees with their actual working hours using
the WORKING SCHEDULE and gate logs. This solution requires configuration of the interface between
the access system used in the company and Business Central.

By clicking on the WORKING SCHEDULE ribbon menu button RELATED-> WORKING SCHEDULE->
SCHEDULE COMPARE (EMPLOYEE) or SCHEDULE COMPARE (MONTH), the page WORKING SCHEDULE
COMPARE opens. By selecting the SCHEDULE COMPARE (EMPLOYEE) button, a list of logs is displayed
by employees, and by selecting the SCHEDULE COMPARE (MONTH button, the list is displayed by
dates.

Working Schedule (HRM4Baltics) ) Search  Reports B Edit List Employee Working Schedule Calculation Post Approval Actions Reports
We ule

Employee Archives

& Employees
Working Schedu
3 Add Entries

@ Applied Working Shifts

Dimens: ensi v Dimensi ™ Dimens) Projekt Varad T
& Links
& Employees B Day View
B Entry Types Overview G
Tootmine2 4 hift  Entry Type  Free Day ( Absence @ Employment View: Working Time Conflicts Not Accepted  Plan not approved

Wik Schedule Compare (Employee)

ki Schedule Compare (Month) Nor, Teta
Working Schedule Compare (HRMd4Baltic
v Approve X Cancel Approve v/ Approve Month v Cancel Approve Month More aptions
king S G
descnption Coge Schedule) 3 ng Ti ¥
Mari Murakas 12
28. november (teisipaev) 4
Worked less
182649 19:3849 12 Worked less
182649 153849 1.2 Worked less
182649 200249 16 Worked less
29. november (kolmapaev) 4
1826 12 Worked less
18:26:13 1.2 Worked less
182613 2002:13 1.6 Worked less
30. november (neljapiev) 4
1826:19 19:38:19 12 Waorked less
1826:19 19:38:19 12 Worked less
18:26:19 20:02:19 1.6 Worked less

ERP / HRM. CRM
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4 - Tootmine2 : Mari Muraka

Working Schedule (HRM4Baltics) Search  Reports &% Edit List Employee Waorking Schedule Calculation Post Approval Actions

Working Schedule Archives

& Employee Card

ns

53 Employee Entries

= Employee Gate Log 3 = =; T
Dimens Dimensi Dimensi . Dimensi Projekt

gt Employee Compare

& Employees 4 Approve/Post A

Ribbon Buttons

Button Description

Approve Confirms the log entries for one employee. Confirmed entries are displayed in
green. When the cursor is on an employee's row, all data for the days is
confirmed; when on a specific day's row, only that specific day is confirmed.

Approve Confirms log entries for all employees at once. Confirmed entries are

Month displayed in green.

Cancel Cancels previously confirmed entries for an employee or a specific day's row.
Approve

Cancel Cancels previously confirmed entries for the entire month.

Approve

Month

Field Explanation

Differences The row is displayed in red if a difference is found between the work schedule

and the log entries. Differences are considered based on the tolerances set in
the WORKING SCHEDULE SETUP.

Working Schedule

ode VAIKIMIS! Entering Time From 30
tton B [ o] 10
> ¢l (O 10
) 10
F 20
| F T A 60
Approve Allows confirming the employee's entries.

Options:
e APPROVE EMPLOYEE
e APPROVE DAY

4.4.8. APPROVAL OF WORK SCHEDULE PLAN, CONFIRMATION, AND REGISTRATION OF
WORK SCHEDULE

After creating the working schedule, it is possible to confirm the initial plan. Confirming the plan is
necessary, especially when the employee's standard hours are determined based on the shifts
planned for him in the working schedule, and in case of absence, his standard hours are reduced
based on the length of the shift, not by 8 hours.
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To confirm the plan, there is a button on the WORKING SCHEDULE ribbon: CALCULATION -> APPROVE
MONTH PLAN or APPROVE EMPLOYEE PLAN, after which an archive is created from the plan. There
can only be one valid working schedule, and if you have confirmed one working schedule and want to
make changes and confirm again, confirming a new plan cancels the previous working schedule. The
program gives a warning about this.

This timetable already have an approved plan, do you want to £
create a new approved plan? |

Yes ‘ No ‘ L
|

Search MREditlst %5 Employoes 2 Wor

No¥  Descrit —

> Apntoved Plan 219 TOOTMINEZ Tootmine2 01112023  08.01.2024 1327107 MERILY

If you have confirmed the entire table but want to cancel and change the plan for only one
employee, the PAYROLL ARCHIVED WORKING SCHEDULES list has a button EMPLOYEES, which opens a
list of employees with a confirmed plan. In the list, you can select and activate the employee whose
plan you want to cancel and then press the button CANCEL ONE EMPLOYEE PLAN. After making
corrections, you can confirm the employee's plan again in the working schedule view with the
APPROVE EMPLOYEE PLAN button.

Payroll Archived Working Schedule Employee =

£ Search |J® Cancel One Employee Plan e Y =

Department Employee No
No. T Department Desc T Employee Name Profession No. Profession
14 :  Teenindus T012 Mari Murakas 3000-05 Vastuvotj

In a situation where several plans have been confirmed and canceled within a month, and a whole
list of archives has been created, of which only the last one is valid, you can mark any previously
canceled plan as active again if necessary. In the PAYROLL ARCHIVED WORKING SCHEDULES list, select
the row of the canceled plan you want to make valid again and press the button SET TO ACTUAL PLAN
on the ribbon.

Payroll Archived Working Schedule List

O Search EFEditlist %% Employees f& Working Schedule

Group

#2 Set to actual plan sraup No. ¥ Dicund ol Feriod ¥ bt oo
219 TOOTMINE2 Tootmine2 01.11.2023  08.01.2024  13:27:17 MERILY
Approved Plan 220 TOOTMINE2 T012: Mari Murakas 01.11.2023  08.01.2024 13:37:54 MERILY

Before confirming the working schedule plan, it is advisable to check the compliance of the hours
entered for employees in the working schedule with the rules of working and rest time, for which
there is a button on the ribbon: POST -> CHECK. Checking requires pre-configured WORKING SHEDULE

RULES and adding rules to the working schedule group.
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To register actual worked time, adjust the previously prepared working schedule or plan for the
relevant period (calendar month). To register work hours in the PAYROLL ENTIRES, the working
schedule must be confirmed in advance. To do this, select the ribbon: POST -> CONFIRM MONTH.

The confirmed hours of the WORKING SCHEDULE are displayed in bold. If necessary, the confirmation
can be removed by pressing the ribbon: POST -> REMOVE CONFIRMS. To register work hours in the
PAYROLL ENTIRES, press the ribbon: POST -> REGISTRATION.

To confirm and register all working hours, fees, and absences at once, a button has been added to
the ribbon on the list of employees in the table: APPROVE/POST ALL.

november 2023 : Kontor : Marianne Komm
SO Search Reports T2 Editlist Employee  Working Schedule  Calculati
an Update Nomal Hours B Employees ¥ Add Entries [ Links S Da

Working Schedule Dimensions

Dimensi [FIN v Dimensi JUHT v Dimensi JUUST

& Employees| # Approve/Post All

Kontor 4 november 2023 § Show: Hours  Time [ Shift Entry Type &

Status Employee Name Fixed Amount Contract Salary Cale

- Open ¢ Marianne Komm

The working schedule cannot be registered if someone has entered an additional fee, but there are
no working hours. The corresponding setting can be made in the working schedule group settings in
the field DENY POSTING AMOUNT WITHOUT HOURS.

It is also possible to register hours through the PAYROLL JOURNAL, for which there is a button on the
ribbon: POST -> CREATE JOURNAL. As a result of the action, working hours are added to the WORKING
SCHEDULE GROUP-named worksheet in PAYROLLJOURNAL, where you can make necessary changes.
To register hours, press the REGISTERING button in the journal.

Through the list of working schedule groups, it is possible to register all entered and confirmed hours
in all working schedules at once. To do this, open the list of working schedules and press the button
ALL->POSTALL HOURS.

Working Schedules: Al Search  New H Delete  Process Month Status Working Schedule Overview Employee Posting S 4 R |

4 Previous jaanuar 2024 Nest b History
Views X

All

Related
Open I Topeltpuudumine2 5 KONTOR Manwal

No Reports
Open 4 Topettpuuduminel Néclalas kibatud 48 hetkol on sis. XONTOR - Manual
Oper APTEEX Apteek APTEEX FRWer Of 8 Al Days

Regardless of the posting method used, records about posting are created in PAYROLL REGISTER.
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Registers: Custom filtered Search  Deletion CSVAXML Exports Special Exports Reports
Views X Nt Type ¥
Al & 990 Registration  kuressaare Deleted VLLEK 17.05.2022 19:10 16 milliseconds
391 Registration  Isikliku sdiduauto hiwitis, arvestuse.. Deleted YLLEK 17052022 19:34 31 milliseconds
992 Registration  Isikliku sdiduauto hivitis, arvestuse.. Deleted YLLEK 17.05.2022 1957 31 milliseconds
ha 993 Registration  kuresaare Deleted YLLEK 17.05.2022 20:03 28 millisecands
994 Registration  Pihkva Deleted YLLEK 17.05.2022 20:04 47 milliseconds
995 Registrabon  keila 1 YLLEK 17.05.2022 2006 63 milliseconds
2t 996 Registration  kuhugi kohta 1 YLLEK 17.05.2022 21:06 219 milliseconds
997 Registration  kuhugi 1 YLLEK 17.05.2022 2108
1001 Registration  narva 1 YLLEK2 18052022 11:18 297 miliseconds
1002 Registration Isikliku séiduauto hivitis, arvestuse... 1 YLLEK2 18.05.2022 11:20 156 milliseconds
1004 Registration  Kuluaruanded 2 YLLEK2 18.05.2022 15:18 328 milliseconds
1005 ! Registration  Kubaruanded 2 YLLEK2 18052022 1528 63 mitliseconds
1006 Registration  Kubsaruanded 3 YLLEK 18052022 2155 250 milliseconds
1007 Registration  2022-04 Tootmine 67 YLLEK 23.05.2022 0852 609 miliseconds
1008 Registration  2022-04 Tootmine2 12 YLLEK 23.05.2022 08:52 251 milliseconds

Simultaneously with the posting of working hours, the WORKING SCHEDULE ARCHIVE is created. The
archive can be opened by pressing the ARCHIVES button and selecting the corresponding archive.

When posting hours in the working schedule, the initial balance of the group, employee, and period
is checked, i.e., in the case of repeated posting of the same employee's hours for the same period
and the same working schedule, the employee's hours are not registered twice in the PAYROLL.
Instead, the difference between the original and the change is registered.

4.4.9. CONFIRMATION AND REGISTRATION OF THE WORK SCHEDULE WITH APPROVAL
WORKFLOW

To confirm the work schedule, you can also use an approval circle. The prerequisite for using the
approval circle is the configuration in the location HOME/MENU/PAYROLL AND HUMAN RESOURCE
365 MENU/ADMINISTRATION/WORK SCHEDULE/APPROVALS SETUP and HOME/MENU/ PAYROLL AND
HUMAN RESOURCE 365 MIENU /JADMINISTRATION/X-TEE/EMAIL TEMPLATES. Additionally, the
approval workflow must have been previously added to the working schedule group settings in the
tab APPROVAL AND REGISTERING under the field APPROVAL GROUP NO. By adding the code of the
approval circle to the working schedule configuration, the manual approval buttons are no longer
visible, and the buttons related to the approval circle become visible in the ribbon menu of the table.
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wovember 2023 : Tootmine2 : Mari Muraka

Working Schedule (HRM4Baltics) ) Search Reports E% Edit List Employee Working Schedule Calculation Post Actions

Workings Schedule Log &3 Approvals F Submit

Working Schedule Dimensions

Dimensi Dimensi v Dimensi v Dimensi \ Dimensi . Projekt

& Employees ' # Approve/Post All

Tootmine2 4 november 2023 » Show: Hours Time Shift Entry Type 4 Free Day Absence Employment View: Working Time Conflicts |

Status Employee Name Fixed Amount Contract Salary Calculated Salary Hours Hours Diff nomi (add.) (actua (dift

- Open * Mari Murakas 80,00 80 40h 12h  -28h 112h at 67h 45

The working schedule can be submitted, and the SUBMIT button is visible only for the employee
specified in the WORKING SCHEDULE configuration under the field SUBMITTER NO. Creating and
modifying the table is also possible for other users with the relevant program permissions.

The working schedule can be sent for approval after entering and verifying the working hours. The
entire table or selected employees can be sent to the approval circle, for example, in cases where the
employment relationship is terminated with an employee, and their hours need to be approved and
registered for payroll calculation before the end of the accounting period.

For approving the working hours of a single employee, there is a group of buttons on the ribbon
menu called ACTIONS -> ONE EMOLOYEE APPROVALS. To send the working hours for approval for a
single employee, it is necessary to filter out that employee beforehand. For sending the approval for
the entire table at once, there is a group of buttons on the work schedule ribbon menu called
APPROVAL.

Button Name | Description

Working Opens a view of the log containing activities related to the working schedule.
Schedule Log
Approvals Displays information about the default approval circle set for the working

schedule. The list provides details about employees assigned to the approval
circle, their roles in the approval process (submitter, approver, accountant),
and also shows the expected registered absence in the column ABSENCE INFO
for employees in the approval circle.

Approval Entries (HRM4Baltics)

Sorting No. 1 Status Approver No Approver Name Approver Role
2 Waiting Ap... A003 Hannes Koosla Vastutaja
> 4 P E-Mail T001 Karmen Kaks
Submit The button is displayed only for the submitter assigned to the group and as

long as the working schedule is open and not yet sent to the approval circle.
After sending it to the approval circle, the button disappears, and the TAKE

BACK button appears.
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Take Back Once the work schedule has been sent to the approval circle, no changes can
be made (add, modify hours, dimensions). If changes are needed, the work
schedule must be taken back for modifications, and the TAKE BACK button
becomes visible after submitting the table.

To submit the working schedule for approval, the SUBMITTER presses the SUBMIT button. According
to the approvers assigned to the approval circle, the program creates the currently valid approval
circle, taking into account the absences of approvers and the employment status. If an approver is on
vacation at the time of creating the approval circle, and the permission to use a substitute is
configured in the approval circle settings (marked in the ALLLOW CHANGEE column), the system
automatically substitutes the approver with the employee specified in the SUBSTITUTE NO field in
the EMPLOYEE CARD.

In the list of APPROVAL ENTRIES, the SUBSTITUTE column displays the name of the substitutable
employee.
Approval Entries (HRM4Baltics)

2 Waiting Ap... AD03 Hannes Koosla Vastutaja

- 4 1 EMal 001 Karmon Kaks

If the configuration allows adding, replacing, and deleting approvers, buttons ADD, REPLACE, DELETE
are displayed on the ribbon menu of the current approval circle window. Changes made using these
buttons are temporary and apply only to that specific approval circle; they do not alter the default
approval circle settings.

Once the approval circle for the working schedule has started, the table becomes non-editable.
Changes can only be made by the approver for whom the ALLOW TO INSERT has been entered in the
approval circle settings. After submitting the table, the program automatically adds a marker to the
WORKING SCHEDULE ENTRIES fast tab and the EMPLOYEE ENTRIES list SUBMITTED column.

e
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jaanuar 2024 : Service workscheet : Marianne Komn

Working Schedule (HRM4Baltics) ) Search Reports & Edit List Employee  Working Schedule  Calculation Post Approva

[} Workings Schedule Log %3 Approvals ¥ Take Back @ Approve € Send Back

& Employees | # Approve/Post All
Service workscheet 4 jaanuar 2024 p Show: g Hours  Time (% Shift  Entry Type @ Free Day # Absence g Employment View: Wor

3 3

Nom Total months months

Status Employee Name Fixed Amount Contract Salary Calculated Salary Hours Hours Diff (nomi (add.)
—> Acceptance *  Marianne Komm = 352h 156h -196h 352h =
Acceptance Mari Murakas = 68h 126h 58h 68h
Entries

Working Schedule Entries~~

Working Shift

Sub Regi Accepted Job No Job Description Date T w Entry Type Code Sit
04012024 Th OHT 14

. 05.01.2024 Fr OHT 1«

= 08.01.2024 Mo HOM 0¢

09.012024 Tu HOM 0¢

~ 10.01.2024 We HOM 0¢

= 11.01.2024 Th HOM 0¢

19019094 E. STtV ne

After submitting the working schedule, an email is sent to the first approver based on the configured
email template. The email is sent only if email templates are configured, and notifications are set up
according to the specific approver.

Logs are also recorded for the submission and email sending process, and these logs can be accessed
by clicking on the ribbon menu button APPROVAL -> WORKING SCHEDULE LOG. All actions related to
the working schedule are recorded in the logs.

If, for some reason, it is necessary to modify the table after submission, the submission must be
taken back, meaning the approval circle must be canceled. This can be done using the ribbon menu
button APPROVAL -> TAKE BACK. Only the SUBMITTER can take the table back. When taking it back, a
reason for the action must be provided; the action is not allowed without a reason. An email
notification is also sent to the individuals specified in the configuration for the take-back action.

The submitter can take back the table at any time, provided that the approval circle configuration has

the marker ALLOW TAKE BACK ONE. In this case, the table can be taken back only until someone has
approved it.

e
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jaanuar 2024 : Tootmine2 : Mari Murakas

Working Schedule (HRM4Baltics) O Search  Reports B Edit List Employee Working Schedule Calculation Post Approval

{] Workings Schedule Log %% Approvals ¥ Take Back

& Employees | ¥ Approve/Post All

After taking back the table, it is possible to modify the data in the table again, and the SUBMIT
button reappears on the ribbon menu.

Once the table is ready for re-submission, the SUBMIT button must be pressed again. The program
will then create a new approval circle based on the current situation.

4.4.9.1. Approval and Rejection of the Work Schedule

After submitting the working schedule, an email is sent to the first approver assigned in the approval
circle. If a link is configured in the email, the approver can open their task directly from the email.
Approvers can also access the list of pending work schedules in the EMPLOYEE PORTAL under MY

APPROVALS.
Employee Portal - Working Schedule

My Workings My Approvals
Schedule

8250 |1

In the list, there is an overview of the pending work schedules. To open and view a specific schedule,
the ribbon menu contains the button MY APPROVALS.

My Schedule Approvals (HRM4Baltics): Al Search 8 Working Schedule Related
et e
Yo \op
Area No Docisment No. Appeover Pole - B3
SERVICE i 2023-12-01 Waiting App... Paul Pradnik Vastutaja
SERVICE 2024-02-01 Waiting App.. Paul Pradnik Vastutaja

Pressing the button opens the working schedule approval view for the approver, meaning the
approver cannot make changes to the work schedule except when allowed by the configuration in
the column ALLOW CHANGES under the location APPROVAL SETUP.

ERP / HRM. CRM
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jaanuar 2024 : Tootmine2 : Mari Murakas

Working Schedule (HRM4Baltics) O Search Reports &% Edit List

{] Workings Schedule Log 3 Approvals @ Approve @ Send Back

Working Schedule Dimensions

Dimensi Dimensi Dimensi

& Employees | # Approve/Post All

Tootmine2 4 jaanuar 2024 p Show: Hours Time Shift

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

Working Schedule Calculation Post Approva

Dimensi v Dimensi v P

Entry Type Free Day Absence Employment View: Working Time Confli

To approve the working schedule, there is a ribbon menu button group APPROVAL and ACTIONS->

ONE EMPLOYEE APPROVALS.

The group of buttons ONE EMPLOYEE APPROVALS is used when the hours and additional payments of
a single employee are sent for approval. The approver can see that only one employee has been sent
for approval in the MY APPROVALS view under the column EMPLOYEE NO, where the employee

number is displayed.

If the entire table is sent for approval at once, then the button APPROVAL is used.

To approve the work schedule, the approver must press the button APPROVAL -> APPROVE.

If the approver wishes to send the table back for correction, there is a button APPROVAL ->SEND
BACK for this purpose. When sending it back, the approver must also enter the reason for sending it

back, which is recorded in the work schedule logs.

Edit - Do you want to reject the work

Do you want to reject the working schedule TOOTMINE2 - jaanuar 20247

Reason:
( Reason is required ! )

X
needs modific ahunl

According to the approval circle configuration, an email is sent to the submitter and those who have

previously approved the table about the sending back.

After sending the table back, the submitter can make changes to the table and then resubmit it for

approval.

If the approver has confirmed the table, and the table has not been finally confirmed yet (meaning
the next approvers have not yet confirmed it), the approver can cancel their confirmation if

e
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necessary and then send the table back to the submitter. To cancel the confirmation, there is a
ribbon menu button APPROVAL -> CANCEL APPROVAL. After cancellation, the buttons APPROVE and
SEND BACK become visible again.

If the approval circle configuration includes a column ALLOW TAKE BACK ONE, the approver cannot
take back their confirmation if the next approver has already confirmed the table.

4.4.9.2. Registering the Work Schedule

Once the approval circle for the working schedule has ended, and the table is finally confirmed, an
email is sent to the approvers specified in the configuration based on the email template.

To calculate the wages for employees based on the hours and additional payments entered in the
table, the data (hours and other values) entered in the table needs to be registered.

There are four ways to register the table:
Registration can be done using the ribbon menu button POST -> REGISTRATION. Only a
confirmed table can be registered, and the right to register is granted to users with specific
permissions.

On the ribbon of the list of employees in the working schedule, there is a button
APPROVE/POST ALL. Pressing this button confirms and registers all the data entered in the
working schedule at once.

aanuar ,".‘-{- f‘vv‘l\. ce ‘«'.”f‘?‘.\'i‘r"l‘! Marianne Kamm

Working Schedule (HRM4Baltics) O Search Reports HFEditList Employee  Wol
Employee Working Schedule Archives

Working Schedule Dimensions

Dimensi - Dimensi Dimensi Din

% Employees | % Approve/Post All

Service workscheet 4 jaanuar 2024 » Show: Hours  Time Shift Entry Type

Status Employee Name Fixed Amount Contract Salary Calculated Salary

> Accepted :  Marianne Komm

Accepted Mari Murakas

Work hours displayed in the working schedule can also be registered through the PAYROLL
JOURNAL. There is a ribbon menu button POST-> CREATE JOURNAL for this purpose. This
action adds work hours to the payroll journal on behalf of the working schedule group,
where necessary changes can be made, such as modifying dimensions or the payroll account
where the hours are registered. Pressing the REGISTER button in the journal registers the
hours.

It is also possible to register all hours entered and confirmed in all working schedules at once.
To do this, open the list of working schedules and press the button ALL -> POST ALL HOURS.

e
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Working Schedules: Al O Search  New & Delete  Process Month Status
4 Previous | jaanuar 2024 Next ¥
Views X
Al :
Filter list by: Ratus No, 1 Decrption
TR Open 3 Topeitpuudumine2
No :
Open 4 Topeitpuudumine3
Filte Open APTEEK Apteek
v Open AUTOD Autod
Filter totals by
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Regarding the table registration, an email can be sent to designated individuals, such as the

accountant, who can then start payroll calculation.

The registration of the work schedule also creates a record in the PAYROLL REGISTERS.

Registers. Custom filtered Search  Deleton CSVIXML Exports Special Exports Reports
Views X ype ¥ Descrigtion
*All B 929 Registration  2022-04 Rimi ladu
Eioar (st B0 930 Registration 202204 Projekt RTS
Type 931 Registration 2022-04 Selver Keskkook
Registration 932 Registration 2022-04 Tallinna kauplus.
(S 933 Registration 2022-04 Todiised
934 Registration 2022-04 Tootmine
Reset fitters 935 Registration  2022-04 Tootmine2
936 Registration 2022-04 Tocajatabel koguste,tundi
937 Registration 202204 Uus tabel
938 Registration 2022-04 Uus tabel

4.4.10. WORKING SCHEDULE PRINTING

Working Schedule Overview Employee Posting 2 Y o |
Histary
All I I-'o Post All Hours
Actions & Post All Absences
Aestage Painning No. ~re: R —
Related
= KONTOR Manual
Nadlas hubatud 48 hetkel on sis.. KONTOR ~ "ePes Manual
Min puhkeaeg nadalas (08.01.24 .. APTEEX 8 Al Days
KONTOR 09:45:00 6 NoWeekend
Ap
% KALLE 28042022 1504 124 milliseconds
g KALLE 28042022 1504
. KALLE 28.04.2022 15:04
: KALLE 28042022 15:04
- KALLE 26.04.2022 1504
2 KALLE 28.04.2022 1504
6 KALLE 28.04.2022 1504 188 milliseconds
KALLE 28.04.2022 1504
- KALLE 28.04.2022 1504
KALLE 28042022 15:04

Before printing the working schedule, double-check that there are no overlapping work hours with
absences. To do this, use the options VIEW and CONFLICTS on the WORKING SCHEDULE page.

at Karula-Kary

Working Schedule (HRM4Baltics) Search Report ¥ Edit List Employee  Working Schedule  Calculation Post Approval Actions Redated Reports e
& Workings Schedule 3 Send by e-mail
Working Schedule Dimensions
Dimenst Diment Dimens Dvmenti Dimensi v Projet Varad T Stndr
% Employees % Approve/Post Al

Service workscheet | 4 detsember 2023 » Show: @ Hours  Time & Shift  Entry Type (9 Free Day & Absence (3 Employment View. Working Time Not Accepted | Plan not approved

Sate Employes Marre Froed Amount

Karmen Kaks 2éh jan

i Katl Karula-Xaru

Open

- Open 152h 132h

1éh

-20h

addd actial st Quatity A1 2 P2 £ e

24h 38h 14h = I HA HA HA l

152h 132h  -20h

To print the working schedule, click on the ribbon menu REPORTS-> WORKING SCHEDULE. In the
printed working schedule, employees are grouped in the default dimension order of the EMPLOYEE
CARD. At the end of the working schedule, the legend of absence code used in the table, national

holidays, and lines for signatures are displayed.

ERP / HRM. CRM
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Service worksheet
detsember 2023
R LPETIKNARLTPETI KNR RLTPETI KNSR BILRRARBBPIKNI RILP
Finance Nomi Actua DHf. 5 7 5 4 5 6 7 & @ 10 11 12 13 14 15 16 17 18 10 20 21 22 23 24 25 26 27 28 20 30 31
Department nal |
Karmen Kaks 2 38 14 HA HA HA HA HA HO HO HO PPPPPPPPPPPPPPPPPPZPGPP
MMM
R LPETKNRLTPETI KNP RLUPETI KANARILRBRRIEKNIEBILP
Miiglosakond ::’l"“ :Actua Dff. 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 20 30 31
Kati Karula-Karu 152 132 -20 OH HO HO HO HO HO OH OH OH OH OH HO HO HO HO HO OH OH OH
T M MMMM TITITIT]lT M MMMM TIiTIY
SigNatUre: ........cccceivermsssressasenses
Date: ...
Shifts Absence Holidays
HOM Hommikune vahetus HA Avatud haigusieht 24.12.23 Jéululaupaev
OHT Onhtune vahetus P Puhkus 25.12.23 Esimene jouluplha

26.12.23 Teine jbulupiha

4.4.11. OVERVIEW OF ENTRY TYPES

To get a compact overview of the values entered with ENTRY TYPE and working hours in the work
schedule, there is a report called "Entry Types Overview." This report can be accessed from the
working schedule ribbon menu by selecting RELATED-> WORKING SCHEDULE -> ENTRY TYPES
OVERVIEW. The report displays employees' working hours on a calendar day basis, in addition to the
total hours by entry types, the number of days and hours affected, and the values entered based on
entry types.

By clicking on a displayed value in the report, you can open the corresponding entry in the
employee's working schedule and, if necessary, make changes to the entry.
The report can also be exported to Excel.

T001 Karmen Kaks P P P P = 24h 3™ - 1h
T002 I Kati Karula-Karu 8 [} 8 - _ 152h 127 _ %h

TOTAL 8 8 L - = 176h 164h 10h

4.4.12. SUBMISSION AND APPROVAL OF DOCUMENT-BASED WORKING SHEDULE

Employees have the option to fill out and submit a project-based work schedule through the
EMPLOYEE PORTAL, entering working hours for assigned projects. The table submitted through the
portal is then sent for approval to project managers, and the recorded working hours can be viewed
by the accountant in the general workING schedule.

Employees can fill out a project-based workING schedule only if the necessary configurations have
been made, and projects have been assigned to the employee. Configurations are required in the
following locations:
HOME/MENU/PAYROLL AND HUMAN RESUOURCE 365 MENU/ADMINISTRATION/WORKING
SCHEDULE/WORKING SCHEDULE SETUP
HOME/MENU/PAYROLL AND HUMAN RESUOURCE 365 MENU /ADMINISTRATION/WORKING
SCHEDULE/WORKING SCHEDULE GROUPS

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee
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HOME/MENU/PAYROLL AND HUMAN RESUOURCE 365 MENU ADMINISTRATION/WORK
SCHEDULE/WORKING SCHEDULE JOBS

HOME/MENU/PAYROLL AND HUMAN RESUOURCE 365 MENU ADMINISTRATION/WORK
SCHEDULE/WORKING SCHEDULE JOBS ribbon menu button SPLITS
HOME/MENU/PAYROLL AND HUMAN RESUOURCE 365 MENU ADMINISTRATION/WORK
SCHEDULE/SCHEDULE TASK BATCHES

HOME/MENU/PAYROLL AND HUMAN RESUOURCE 365 MENU ADMINISTRATION/X-
ROAD/EMAIL TEMPLATES

4.4.12.1. Submission of the Working Schedule

The personal working schedule can be accessed from the role center in the stack MY WORKING
SCHEDULE, where the view of the work schedule is configured based on the WORKING SCHEDULE
SETUP in the field DEFAULT PORTAL VIEW.

Employee Portal - Working Schedule

My Workings My Approvals
Schedule

3000 |0

b3

In the opened view, projects assigned to the employee for work and tasks added to the projects are
displayed. Bold font is used to distinguish base projects, regular projects are displayed in blue, and
tasks are displayed in regular font. Related tasks and rows are shown in yellow.

The table also displays all absence codes registered in the PAYROLL REGISTER. Only the employee
with the corresponding right in the EMPLOYEE EXCEPTIONS list can mark hours for absences, and if
the working schedule group does not have the configuration DISABLE HOURS DURNING ABSENCES.

Description for weekends and public holidays is displayed according to the configuration set in the
WORKING SCHEDULE SETUP. It is possible to mark hours for weekends and public holidays, regardless
of the text specified by the configuration in these columns.

Hours can only be marked for rows with tasks. It is not possible to enter hours for project rows; the
total hours entered for project tasks are displayed there.

Period jaanuar 2024 Nominal Hou 176,00
mployee Name Heli Toruke Total Hours 60h
Employee No. TRI-0151 Difference ~116h
Act Period Main Job Task Show View Filters
(
Description t k3 V4 8 K1 n
AP12345 AP12345 Submissi.. 60h 8 8 8 2 8 8 8 8 2
KOOSOLEK Koosolek Submission 22h 6 2 2 2 L Y 2 2 2 2 2 F
OBJEKT : Objekt Submission 38h RP 2 6 6 P PYP 6 6 6 6 LF
GRAND TOTAL Submissi... 60h 8 8 8 2 8 8 8 8 2
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Buttons on Employee Working Schedule ribbon
Button Description

Add Connected Task The button is active only when on the main project line; it cannot be used on
related project lines. Opens a window with tasks configured for the project,
allowing selection of a task to be automatically added to the main and related
projects.

The task name can be edited on the main project, and changes apply to all
related projects.

If a distribution is added to the main project, it carries over to the added task.
If a comment is added to the task, it carries over to related projects.

Add Connected Line Active only on the main project line; cannot be used on connected project
lines.

Adding a row to the main project automatically adds it to connected projects.
The row name can be edited on the main project, and changes apply to all
related projects.

If a distribution is added to the main project, it carries over to the added row.
If a comment is added to the row, it carries over to related projects.

Add Task Adds a new task to the currently active project line, based on predefined
settings.

The task is added only to the project with the currently active line, not
connected projects.

If the project has configured hour distribution, it does not expand to the added
task.

Add Line Adds a new row that can be manually filled with a description.

If no description is entered, the program adds a default description "TASK."

The new row is added to the project with the currently active line.

If the project has configured hour distribution, it does not expand to the added
row.

Period 15. - 21. jaanuar 2024 Nominal Hour

Employee Name Heli Toruke Total Hours

TRI-0151
Act Period Main Job Task Show View Filters
AP12345 AP12345 Submission 40h 8 8 8 8
Task Submission Oh
KOOSOLEK Koosolek Submission 10h 2 2 2 2
OBJEKT Objekt Submission 30h 6 6 6 6
GRAND TOTAL Submission 40h 8 8 8 8
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Delete Task Deletes the currently active task line along with related lines.

Copy Previous Week It is possible to copy the hours entered in the previous week to the currently
open week. The copy button is visible and functional only in the weekly view.
During copying, all hours entered in the open week are deleted and replaced
with those from the previous week.

Upon pressing the button, the following prompt is displayed:
"In the period from 17.12.18 to 23.12.2018, there are already entries that will
be deleted during copying. Do you still want to proceed with copying? Yes/No"

If copying to a week with a public holiday or absence where hours are already
entered, those hours will not be copied.

Copy Previous Month It is possible to copy the working hours entered in the previous month to the
following month. The copying button is visible only in the monthly view.

When copying, the last 5 weeks' working hours are taken as a basis. If there
are public holidays or absences during this period where working hours are not
entered, the hours for those days are taken from 6 weeks ago, and if there are
no working hours there either, then from 7 weeks ago. The program looks back
for a maximum of 8 weeks when finding hours.

If there are absences or public holidays in the month being copied to, no
working hours are added to those days when copying from the previous
period.

When clicking the copy button, the program displays a notification indicating
which period's hours are being copied to which period.

Similarly, a warning is displayed if working hours are already entered in the
month being copied to, and they will be overwritten.

Previous/Current/Next Allows navigation between different views and weeks/months.
Submit Working Submits the schedule for approval to the responsible person. Submitting is
Schedule only possible in Month view.
Displays the submission date and time in the information field at the top of the
table.

jaanuar 2024 N 176,00 | 19.01.24 13:37 Submit

Heli Toruke 108h

TRI-0151 fore 6an

Calene

AP12345 AP12345 cooptan_.  108H [l ] " 2 s ] 8 s

A

DOSOLES A

onsExT Objeie Accaptance 6h A
A

GRAND TOTAL ccoptan 108h 8 & L} 2 8 8 L} L] 2

Working Schedule Act Opens the document view, visible to project managers.

In this view, the schedule can be approved, canceled, or sent back to the
submitter for correction.

Provides an overview of hours entered, norm hours, approved and

unapproved hours, and rejected hours for each employee.
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Allow/Deny Comments Enables or disables the ability to add comments to hours entered.
Comments can be added by opening a task and day field's drop-down menu.
Allows dividing hours entered on a day into multiple rows with different
descriptions.

Edit - Comment

Manage

Date T Hours Comment Job No Jjob Description

> 22.01.2024 : 2 Meeteing AP12345 AP12345

Week(days)/Month(days) | Allows switching between weekly and monthly views.

Jobs Displays projects assigned to the employee for the given period.
Tasks Displays tasks assigned to the employee for the given period.
Entries Opens a daily view of hours entered in the working schedule, including

comments and the approval status.

In the "Comments" column, text can be modified based on the "Allow/Deny
Comments" status.

Comments can be added and modified until the hours are submitted for
approval.

Edit - Working Schedule Entries (HRM4Baltics)

earch % Edit List

'Y

> Acceptance i TRI-0151 Heli Toruke Vastuvitja 02.01.2024 6  TEENINDUS

Acceptance TRI-0151 Heli Toruke Vastuvitia 02012024 2 TEENINDUS
Acceptance TRI-0151 Heli Toruke Vastuvdtja 03.01.2024 6 TEENINDUS
Acceptance TRI-0151 Heli Toruke Vastuvdtja 03.01.2024 2 TEENINDUS
Acceptance TRI-0151 Heli Toruke Vastuvitja 04012024 2 TEENINDUS
Acceptance TRI-0151 Heli Toruke Vastuvotja 04.01.2024 6 TEENINDUS
Acceptance TRI-0151 Heli Toruke Vastuvbtja 05.01.2024 2 TEENINDUS
Acceptance TRI-0151 Heli Toruke Vastuvotja 08.01.2024 2 TEENINDUS
Acceptance TRI-0151 Heli Toruke Vastuvitja 08.01.2024 6 TEENINDUS
Acceptance TRI-0151 Heli Toruke Vastuvitja 09.01.2024 2 TEENINDUS
Acceptance TRI-0151 Heli Toruke Vastuvotja 09.01.2024 6 TEENINDUS

Fast Filters: All; Filters hours entered the table based on whether they have been submitted

Submitted; Not for approval.

Submitted

Update Status Updates the working schedule status displayed in the ACCEPTANCE STATUS

column.

The status changes automatically when opening the table but needs to be
manually updated if it changes while the table is open.

Working hours are entered into projects based on tasks and days. To add a comment to the entered
hours, open the comment window from the hour field. In the comment window, you can break down
the entered hours into multiple lines, providing a detailed description of what was done on that day.
The entered comment is visible to the project manager in the Total Working Schedule and in the
corresponding Working Schedule for the accountant.

When entering hours for a base project with a distribution of working hours configured, the hours
are distributed to related projects according to the configured settings. It is possible to override the

e
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hours allocated to related projects, especially if the actual work on a specific project exceeded the
automatically allocated hours. When modifying the hours entered for the base project, the hours for
related projects are also overwritten, including any additionally entered hours.

It is possible to enter up to 24 hours for a single day, corresponding to the length of a day. If more
than 24 hours are entered, the program automatically adjusts the hours as follows:

25 hours -> 1 hour

26 hours -> 2 hours

27 hours -> 3 hours

After entering all hours, the working schedule must be submitted for approval to the responsible
employee, i.e., the project manager. The responsible employee does not approve the working
Schedule directly but approves the generated ACT when submitting the working schedule.

To submit the working schedule, click on the ribbon menu item ACT/SUBMIT WORKING SCHEDULE.
After submission, an email notification about the need for approval is sent to the responsible
employees if the corresponding configuration is set.

Once the working schedule is submitted, it is no longer possible to modify the entered hours;
however, new work hours can be added. If the employee needs to make changes to the submitted
working schedule, they must take back the submission.

When an employee submits the working schedule, the submission date, time, and a note
SUBMISSION are displayed in the information fields. If the submitted working schedule is canceled or
taken back, the same fields display the date, time, and a note explaining why the submission was
canceled or taken back.

Jaanuar 2024 Nominal Hour 176,00 19.01.24 13:50 Working schedule canceled

Heli Téruke Total Hou 108h
TRI-0151 Difference -68h
Act Period Show View Filters
Calendar
AP12345 AP12345 Rejected 108h 26 34 40 8

KOOSOLEK Koosolek Rejected 40h 12 10 10 8 \
OBJEKT Objekt Rejected 68h 14 24 30 \
GRAND TOTAL Rejected 108h 26 34 40 B \
\

4.4.12.2. Working Schedule take back
To take back the submitted employee schedule, follow these steps:

Open the schedule ACT by clicking on the ACT/ WORKING SCHEDULE ACT button on the table ribbon.

e
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KOOL-TRI-0151-2024-01 : Employee No. TRI-0151 Heli Téruke jaanuar 2024

Approve Status Filter Posting

& Take Back
Act
No KOOL-TRI-0151-2024-01 Employee No TRI-0151
Period From 01.01.2024 Employee Name Heli Toruke
Period To 31.01.2024 Profession Vastuvotja
Dimensioon; osakond TEENINDUS Status Acceptance
Dimensioon: ametigrupp . Approval Date =

Has Comments

Working Time
Submitted Hours 108h Accepted Oh
Nominal Hours 176h Acceptance 108,00

Difference

Working Schedule Lines

] Accept One Line

2 Cancel One Line

@ send Back One Line

-68,00

Manage

¥ Take Back One Line

7> SUPER : Cancel Acceptance

Rejected Hours

Oh

I =Bl

You can take back either a specific ACT row or the entire ACT. If you want to take back a specific row,
use the fast tab for the schedule lines on the ACT ribbon and click the TAKE BACK ONE LINE button. If
you need to take back the entire submitted working schedule, use the TAKE BACK button on the ACT

ribbon.

Regardless of whether you are taking back the entire table or just one row, you will be prompted to
provide a reason for the taking back. Enter the reason, and this information will be saved in the
comments and working schedule logs.

Access the working schedule logs by clicking on the POSTING->LOG button on the ribbon.

After taking back the rows, you can make the necessary changes to the working schedule. Remember
that after making changes, you need to submit the table again for confirmation.

4.4.12.3. Project Manager's Actions

When an employee submits a working schedule to the project manager for approval, an email
notification is sent to the project manager if the relevant configuration is set in the SCHEDULE JOBS
field RESPONSIBLE NO. The project manager can view the pending working schedule acts in the

EMPLOYEE PORTAL under the stack MY APPROVALS.
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Employee Portal - Working Schedule

My Workings
Schedule

Search My Filters

TRI-0151 Heli Toruke

TRI-0151 i Heli Toruke

Manager Filters

My Approvals

Act Overview Actions Related

jaanuar 2024 Acceptance Vastuvbtja 108h 176h 68h Oh 108h Oh

Jaanuar 2024 Acceptance  Vastuvdtja 152h 176h -24h Oh 152h oh

By clicking on the MY APPROVALS button, a list opens displaying working schedule acts awaiting
approval, organized by employees. To review and process an act, the project manager needs to open
the act using the ribbon button ACT/WORKING SCHEDULE ACT or by clicking on the employee number
in the EMPLOYEE NO column.

Rows: My Approval Page

Field Explanation

Employee Name Displays the employee card numbers and names of the table submitter.
No/Name

Month The month for which the table is submitted.

Act Status Displays the current status of the act.

Profession Desc.

The job description of the employee who submitted the table.

Submitted Hours

Total number of hours in the working schedule table.

Normal Hours

Employee's standard working hours.

Difference The difference between standard hours and submitted hours.
Accepted Number of confirmed hours.

Acceptance Number of hours submitted for confirmation.arv.

Rejected Hours Number of hours rejected.

My Approved Number of hours confirmed by the project manager.

My Approvals

Number of hours sent for confirmation to the project manager.

Buttons: My Approval ribbon

Button Description

My Filters - My To Accept by Me Displays a list of acts awaiting confirmation for the approver.
Acceptance

My Filters - My Accepted by Me Displays a list of acts already confirmed by the approver,
Accepted whose status is still "Acceptance."

Managed Filters - | Displays a list of acts for the manager's direct subordinates, regardless of

My Employees whether the act has been sent for approval.

By default, the act status filter on the list is " Acceptance."
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Manager Filters — | Displays a list of acts for all the manager's subordinates, including indirect
My All Employees | subordinates, regardless of whether the act has been sent for approval.

By default, the act status filter on the list is " Acceptance."
Working Schedule | Opens the active marked row's document.

Act
Approve Selected | Confirms the document of the actively marked row. It's possible to confirm
more than one document at a time. To do this, mark the rows to be confirmed
as active and then press the APPROVE SELECTED button.

4.4.12.4. Confirming the Act

The project manager cannot edit hours on the document; they can only confirm the hours or send
them back to the submitter for corrections. The approver sees only the rows sent to them for
confirmation; they do not see rows assigned to other approvers. Only the unit manager, who is also
the project manager, can view rows assigned to other approvers if the approver is a member of their
team. To view the rows sent for approval to their team members, the manager must press the
STATUS FILTER button on the ribbon menu and select ALL.

Hours can be confirmed for projects by rows or for the entire table at once. To confirm the entire
table, there is a APPROVE/ ACCEPT button on the ribbon menu of the document. To confirm one
project or row at a time, there is a MANAGE/ACCEPT ONE LINE button on the working schedule lines
ribbon menu. These buttons are visible to the project manager only when they are on rows directed
to them and until they have confirmed all the hours submitted for their confirmation.

KOOL-TRI-0151-2024-01 : Employee No. TRI-0151 Heli Toruke jaanuar 2024

Approve Status Filter Posting

@ Accept @ Send Back ¥ Take Back

No. KOOL-TRI-0151-2024-01 TRI-0151
Period From 01.01.2024 Heli Toruke
Period To 31.01.2024 Profession Vastuvbtja
Dimensioon: osakond TEENINDUS Status Acceptance
Dimensioon: ametigrupp = Approval Date
Has Comments
Working Time
Submitted Hours 108h Accepted Oh
Nominal Hours 176h 108,00
Difference -68,00 Rejected Hours Oh
Working Schedule Lines Manage
(] Accept One Line °Send Back One Line
~» Paul Praanik i Heli Toruke AP12345 AP12345 Acceptance 108,00
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To confirm all acts at once, you need to mark the desired rows as active in the list of acts and then
press the ACT/APPROVE SELECTED button on the ribbon menu.

4.4.12.5. Sending the Act Back to the Submitter

The table can be sent back to the submitter before confirmation. After confirming the act, it is also
possible to send the working schedule back to the employee, but the project manager must first
revoke their own confirmations. Confirmations can be revoked for the entire table at once oron a
project-by-project basis. Revocations can be made until the entire table is Accepted.

To revoke confirmations for the entire table, there is a APPROVE/CANCEL ACCEPTANCE button on the
act's ribbon. For revoking confirmations on a per-line basis, the fast tab of working schedule lines
menu has a MANAGE/ CANCEL ACCEPTANCE button. These buttons are displayed to the user only
when the table or project rows are confirmed. When revoking confirmations, it is always necessary to
provide a reason.

After confirmation is revoked, the line or the entire act can be sent back to the employee for
corrections. For this purpose, there is a APPROVE/SEND BACK button on the act's ribbon or a
MANAGE/ SEND BACK ONE LINE button on the fast tab of working schedule lines menu.

Schedule Act

KOOL-TRI-0151-2024-01 : Employee No. TRI-0151 Heli Téruke jaanuar 2024

Approve Status Filter Posting
© Accept 7 Cancel Acceptance @ Send Back ¥ Take Back
KOOL-TRI-0151-2024-01 Employee No TRI-0151
Period From 01.01.2024 Heli Toruke
Period To 31.01.2024 Profession Vastuvotja
Dimensioon: osakond TEENINDUS Status Acceptance
Dimensioon: ametigrupp g Approval Date 22012024
Has Comments
Working Time
Submitted Hours 108h Accepted 40h
Nominal Hours 176h 68,00
Difference -68,00 Oh
Working Schedule Lines Manage
Has
Working Schedule Acceptor b Responsible Name Code Description o
Paul Pradnik Heli Toruke AP12345 AP12345 Acceptance 108,00 _
- Paul Praanik i Heli Toruke KOOSOLEK Koosolek Accepted 4000 RF
Paul Praanik Heli Toruke OBJEKT Objekt Acceptance 68,00 RP
GRAND TOTAL Acceptance 108,00

Notifications about sending back the working schedule are sent to the working schedule submitter
via email, and a corresponding notification is displayed in the EMPLOYEE PORTAL.

After revoking confirmation, the ACCEPT button becomes visible again.
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4.4.12.6. Buttons in the Working Schedule Act

In the timesheet act, the user is presented only with buttons that are currently applicable. For
instance, if the act has not been confirmed yet, the CANCEL APPROVALS button will not be visible.
The button becomes visible only after the user has confirmed the act or the rows associated with a

project.

This dynamic display of buttons ensures that users are presented with relevant options based on the
current state of the timesheet act or the specific rows within a project.

Buttons in the Working Schedule Act

Registration

Button Description

Accept Used to confirm all rows of the working schedule act sent to the responsible
person at once.
To accept the selected row or rows, there is a fast tab of working schedule
lines menu button MANAGE/ACCEPT ONE LINE.

Cancel Cancels approvals on all rows sent to and confirmed by the responsible

Acceptance person on the working schedule at once.
To cancel approval on the selected row or rows, there is a fast tab of working
schedule lines menu button MANAGE/CANCEL ACCEPTANCE.

Send Back Enables sending the timesheet back to the submitter. It can be sent back only
if the act or row is unconfirmed.
To send back the selected row or rows, there is a quick card in the TIMESHEET
READ menu button MANAGE/SEND BACK ONE LINE.

Take Back The button can be used by the timesheet submitter if they want to take back
the submitted table. It can be used to take back the selected row or rows.
To take back the selected row or rows, there is a fast tab of working schedule
lines menu button MANAGE/ TAKE BACK ONE LINE

Log Opens a list of logs related to actions on the act.

Super-> A person with SUPER privileges can use this button to register hours for

payroll calculation.

Super-> Cancel
Acceptance

A person with SUPER privileges can use this button to cancel approvals
regardless of being the responsible employee for the projects on the act.

Super-> Cancel
Working Schedule

A person with SUPER privileges can use this button to cancel the entire
working schedule regardless of being the responsible employee for the
projects on the act.

Update Status

Updates the status of the working schedule and project rows in case it has
changed while the table is open. The status is automatically updated each
time the table is opened.

Status Filter:

All By default, only the rows sent for confirmation to the approver are displayed.
If the approver is a unit manager, they can use the ALL button to display the
rows sent for confirmation to their unit's employees as well.

My Acceptance By default, each approver can only see the rows sent for confirmation to

them. However, if the approver is a unit manager, they have the option to
view the rows sent for confirmation to other employees within their unit.
Using the MY ACCEPTANCE button, the unit manager can filter out the rows
sent for confirmation specifically to them

The button also works in conjunction with the NOT APPROVED and APPROVED
buttons.
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Not Submitted Displays hours that have not been submitted for approval yet.
Not Approved Displays only not approved hours.
Approved Displays only approved hours.

4.4.12.7. Project Overview

The project manager has the ability to view a summary of the hours entered for their projects. The
overview can be accessed from the ribbon menu button OVERVIEW/JOBS OVERVIEW.

The overview can be taken based on two different views (SUMMARIZE TYPE):
1. By employees - displays employees associated with the project and their tasks.
2. By job tasks - displays project-related tasks and the employees associated with them.

Employees are displayed only in those months where the employee is assigned to the project with
the WORKING SCHEDULE PROJECTS configuration. If an employee is associated with the project only
on certain days of the month, they will still be visible in the overview for that month.

The overview can also be taken across multiple months. To do this, enter the month range desired
for viewing in the accounting period field in the overview header.

AP18987 AP18987 9,00 9,00

TRI-0151 Hell Toruke 9,00 9.00

4.4.12.7. Approving and Registering the Consolidated Working Schedule

Hours entered by employees in project-based working schedule are automatically displayed in the
consolidated working schedule. Different working schedule groups can be configured for
consolidated working schedules, or a default group can be used.

If automatic grouping of employees is used, all employees who submit project-based working
schedules are displayed in the group defined by the configuration. If automatic grouping is not
configured, employees must be manually assigned to groups before they start filling in project-based
working schedule.

Work hours are added to the consolidated working schedule when employees enter hours in the
project-based working schedule. Once employees have submitted their entered hours for approval, a
marker is added to the SUBMITTED column in the fast tab WORKING SCHEDULE ENTRIES, and the
displayed hours in the consolidated table cannot be changed.

Once the responsible person has confirmed the act, the work hours are displayed in bold in the table,
and a marker is added to the ACCEPTED column in the fast tab WORKING SCHEDULE ENTRIES.
Registering work hours for payroll calculation is done the same way as described in section 5.4.9.2.
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4.5. Income Tax Return (TSD)

The list of Income Tax Returns (TSD) can be accessed either from the Role Center ribbon under TAX
DECLARATIONS or from STATE REPORDS-> TSD.

Under TAX DECLARATIONS, a list is displayed to simplify finding declarations. The list is presented in
chronological order, with each month's TSD on a separate row.

Tax Declarations:  All Search  New Delete  Tax Declaration File fore opt 2 SN

2019-12 TSD Detsember 2019 0,00
2020-0 TSD Jaanuar 2020 0,00

2020-03 TSD Mairts 2020 10 1 217631 4 140,00 1 366,20 690,75 20,00 99,36

2020-06 TSD Juuni 2020 12 9 246,43 17 307,00 571,31 3 000,40 203,36 331,36

2020-07 TSD Juuli 2020 8 334,58 789,00 260,37 55,28 18,93

Different colors are used in the list:
A green row indicates that a new month's TSD has been created but has not yet been
calculated or submitted. There are no markers in the CALCULATED and SUBMITTED columns.
A blue row indicates that the TSD has been calculated but not yet submitted. The
CALCULATED marker is visible.
A black row indicates that the TSD has been calculated and submitted. There are markers in
both the CALCULATED and SUBMITTED columns.

Field Name Description

Period Code TSD period code

Description More detailed description of the TSD period

Calculated Marker in the column indicates that the TSD has been calculated

Submittes Marker in the column indicates that the TSD file has been created
and the TSD has been submitted

Linein L1 Indicates the number of rows in TSD Annex 1

Line In L2 Indicates the number of rows in TSD Annex 2

Total Tax Due Total sum of the tax liability

Social Tax Base Total sum of the social tax base

Social Tax Total sum of social tax

Income Tax Withheld Total sum of withheld income tax

Special Income Tax Total sum of special expense tax

Contrib. to Mandatory Total sum of mandatory pension fund contribution

Pension

Unemployment Ins. Total sum of unemployment insurance premium

Premium

Total Refund Due Total sum refundable

Current Period Fixed Indicator YES indicates that the TSD has been corrected

Other Period Fixed Indicator YES indicates that corrections from other periods are
included in this period's TSD

Amended Tax Return Declaration Indicates the reason code for TSD correction

Reason
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4.5.1. CREATING TSD

To create a new period's TSD, go to the role center, select TAX DECLARATIONS/NEW/NEW. This will
calculate and open the TSD for the next period, and a new entry will be added to the list.

Ulle AS Lists Tasks Documents Archive Menu =
Employees Registers Holiday Schedule Employees Contracts  Claims List Employee ¢
Info Types Payroll Entries  Absences Working Schedules  Employees Salaries Health Certificates Employee #
Payroll Accounts  Analysis Views  Sick Leaves List Notifications Non-Residents Employee Documents Employees
Tax Declarations:  All L) Search [il Delete Tax Declaration File More options
#€ New Cantrib. to
Views X Income Tax Special Income Mandatory Unemployment Totz
I 3 New with Period cial Tax Withheld tax Pension Ins. Premium
2019-12

Filter list by:

If there are employees in the EMPLOYEE LIST who do not have a personal identification code but are
included in the TSD, the program will display an error message for these employees, and the TSD will
not be calculated. Through the error message list, you can immediately open the employee card and
enter the personal identification code for the employee.

juuli 2023 (calculated, not submitted)
BCacuate HSave MBEmployees PDFleView WhSendtoX-Road By Confrimon X-Road [ Get Status from X-Road 43 X-Road History

Tax Declaration

2023-07 Total Taxes Dun 538,96
TSD juull 2023 Social Tax Base 2308
Calculated Yes [ 22.01.24 1343 ) Social Tax 33059
Subrmitted No Income Tax Withheld 200.36
Lines in L} 33 Special Income tax
es 4 oy 7 =
od Fue ! ns. P a0
0 =
Amended Tax Return Reason
Amended Tax Rsturn Heason Amuonded Tax Retumn Explained (if sefected

X-Road >

To view the employees added to TSD, click the EMPLOYEES button on the TSD card's ribbon. In the
opened list, all employees from all TSD annexes are displayed. Use various filters from the menu bar
for a more detailed view.

O Search ‘D File View & Employee Card | Annex 1, PartA  WAnnex 1 Part8  YAnnex2 YAnnexd Y Annexs l % Al
Personal D
LEEL] Kedri Kukk 212121 Raamatupidamine L1A
1339 Triinu Miinu 41807194 LLA
T340 Saara Liin 2312312 Raamatupidaja LA
34 Saara-Pille Liinilend 3213 LA
T35S Aino Pervik 47901250 Modgidirektor LA
1357 Annika Kannike 47911190 Poole kohga koristaja ja p. L1 A
T367 Triinu Bomber 491040757, LA 10 1300 1300 1300
1369 Merle Hiry 46706100 Raamatupidaja LLA
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To access already created TSDs from the TSD list, click on the PERIOD CODEL column or use the TAX
DECLARATION/TAX DECLARATION button in the top menu.

If corrections have been made in payroll calculation after TSD creation, the TSD needs to be
recalculated. To do this, open the previously created TSD and click the CALCULATE button on the
card's ribbon.

To save the calculated TSD and create a file, use the SAVE button on the TSD card. This will download
the TSD file in XML format to the user's computer. The file download generates a PAYROLL REGISTER
for TSD submission. The downloaded file can then be imported into the Tax and Customs Board
(EMTA).

Tax Declaration Card (HRM4Baitics)
juuli 2023 (calculated, not submitted)

4 Calculate l K Save B2 Employees O File View i Send to X-Road [ Confrim on X-Road i Get Status from X-Road €D X-Road +

Tax Declaration

Period Code 2023-07 Total Taxes Due

Description TSD juuli 2023 Social Tax Base

Calculated Yes (22.01.24 13:43) Social Tax

Submitted No Income Tax Withheld

Lines in L1 33 Special Income tax

Lines in L2 4 Contrib. to Mandatory Pension
Other Period Fixed Unemployment Ins. Premium

Total Refund Due

4.5.2. SUBMITTING TSD VIA X-TEE

If the company uses the x-road interface in the HRM4Baltics solution, it is possible to submit TSD to
the Tax and Customs Board (EMTA) via the machine-to-machine interface, and there is no need to
download an XML file.

To submit TSD via x-road, a configuration must be made in the X-Road Setup fast tab TAX
DECLARATIONS. After the configuration is done, submission buttons via X-Road will be visible on the
TSD card.

To submit via X-ROAD, go to the TSD card and use the SEND To X-ROAD button on the ribbon menu.
After pressing the button, any identified errors and warnings during submission will be displayed to
the user. Error messages and warnings are also visible on the X-ROAD fast tab, where the declaration
status, submission date, and time are shown. Warnings, categorized as WARNING, are informational
for the submitter, and TSD can be submitted. ERROR, however, indicate actual issues that need to be
corrected before final submission.
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X-Road

Errors from X-Road

To finally submit TSD, click the CONFIRM TO X-ROAD button on the card's ribbon menu.
Subsequently, the status on the X-ROAD fast tab will change to SUBMITTED.

Logs of sent data can be viewed from the X-ROAD HISTORY list accessed under the TSD card's ribbon

menu.
Search ¥ DataFile [ Request File\Response File & Employees Related

o AR Covight & s e - < PSR R RO SIS ~ ks
59 Employee Register Parse Done 2 Omanikul ei ole lubatud esindada YLLEK 241120221717
60 Employee Register Parse Done 2 Omanikul ei ole lubatud esindada 0 YLLEK 241120221720
61 Employee Register Parse Done 1 Kande isik ei ole lubatud esindada YULEX 24112022 1723
62 Employee Register Parse Done 2 Omanikul el ole lubstud esindada 0 YLLEK 24112022 1724
63 Employee Register Parse Done 2 Omanikul ei ole lubatud esindada D YLLEK 25.11.2022 0944
64 Employee Register Parse Done 1 Kande isik e ole lubatud esindada YLLEK 25.11.2022 0945
65 Employee Register Parse Done 1 Kande isik ei ole lubatud esindada YLLEK 25.11.2022 0946
66 Employee Register Parse Done 1 Kande 15k @i ole Jubatud esindada 0 YULEX 05122022 11
67 Employee Register Parse Done 2 Omanikul ei ole lubatud esindada suv 15032023 13:18
68 Incapacity Request Raquest Error 200 Irwalid instance identifier: ce KALLE 06062023 15:51
(] Incapacity Request Request Erroe 200 fovalid instance identifier: oo KALLE 06.06.2023 15:51

For additional verification of TSD status, use the GET STATUS FROM X-ROAD button on the ribbon

menu.

4.5.3. TSD FILE VIEW AND FILE SETTINGS

From the Tax Declaration list ribbon, under FILE->FILE VIEW allows you to open the declaration file
view, as it is created in XML format.

In the same location, FILE SETUP can be accessed, allowing you to modify the TSD configuration if
necessary. It is possible to configure settings individually for COMPANY, ADDENDUM 1, ADDENDUM
2, ADDENDUM 4, and ADDENDUM 5. While basic settings are available in the standard solution,
additional settings can be added based on the company's needs, such as additional accounts.

e



Bcs itera Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

s (HAMULBah

O Sesrch -+ New TR Edit List 2 Delete

- e s - o Cat

- Addl 3 2010 1 = 0 None
Add1 200 L1A 0 Emplc
Add1 2050 L1A 0 Emple
Add1 2070 L1A 1000 Valjsmakse sasja isikukood ) L
Add1 2090 L1A 1010 . Sana pes- fa 0 ] B Fived
Add1 2200 L1A 0 Emplc
Add1 2310 L1A 0 Emplc
Add1 2320 L1A 1020 Valjamakse ligi kood 0 @ None
Add1 2330 L1A 1030 Viljamakse summa S 1101.1398{1401.1998 0 8 Accou
Add1 2340 LA 1040 Osalise toGaia mair, tohib olla vahemikus 0.01-1 o o @ None
Add1 2350 UIA 1050 Millisest fiigist on visiastatud A1/ E101 tdend o o None
Add1 2355 L1A 1055 Kalie testib 0 None
Add1 2360 LA 1060 Arvutatay: g8 mak ) s 1100.13981401..1406{1410_144 0 1 B Accou
Add1 2370 L1A 1070 S 4 it maha B336 0 8 Accou
Add) 2380 L1A 1080 Sot k it valamakselt maha 0 8 Accou
Add1 2390 LA 1090 0 summa dus se_ _ 8330 0 o 8 Accow
Add1 2400 L1LA 1100 Arvutatav: Sotsiaatmaks. Arvutatud summast lubatu,. _ 1320 v @ B Accou
Add1 2410 L1A 1110 Arvutatay: Kinnipeetud k = 010 0o @ 8 Accou

4.5.4. ACROSS-COMPANIES TAX DECLARATION

It is possible to submit a tax declaration for multiple companies combined, for example, when several
companies share the same registration code.

To create a combined TSD, you must first separately calculate TSD for each company using the
process described earlier. Afterward, you can create a unified file.

To create the file, you need to bring up the PERSONALIZATION button and select EMPLOYEES OVER

COMPANIES.
Ulle AS Lists Tasks Documents Archive Menu =
Employees Registers Holiday Schedule Employees Contracts  Claims List
Info Types Payroll Entries ~ Absences Working Schedules  Employees Salaries Health Certificates
Payroll Accounts  Analysis Views  Sick Leaves List Notifications Non-Residents Employee Documen
Tax Declarations:  All - L Search  New ™ [ Delete Tax Declaration File ‘ Related Fewer options
& Tax Declaration
Views X
Period Code 1 Desct E Employees Sub. Lines in L1 Lines in
All
2020-01 TSD 4§ Income Tax Additional Entries
Filter list by
2020-03 TSD B% Employees Over Companies 10
Filter totals by.. :
2020-04 TSD Aprill 2020 15
2020-05 TSD Mai 2020 8
2020-06 TSD Juuni 2020 12
2020-07 TSD Juuli 2020 8

Under this button, a view of the combined TSD opens, where you can enter the names of the
companies for which you want to submit a combined report in the COMPANY FILTER field.

In the SUBMITTING COMPANY field, you can specify the company that will submit the TSD on behalf
of all.

ERP / HRM. CRM
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On the TSD employee rows, all employees from all companies are displayed. If an employee works in
multiple companies, there will be multiple rows for them by default. When creating the TSD file, the
employee rows are combined based on the payment type, and the COMBINE VIEW BY PERSONAL ID
marker is automatically activated. You can manually control the marker before creating the file,
merging the employee rows in advance.

N
o
N
w

2023-07 ol Ta 330,59
TSD juudi 2023 mae Tax Withheld 20036
13
4
538,96 nemployme o1
2
View Properties
Ulle ASj2021 DEMO{BOND OU Ulle AS
e
Employees Manage
Olle AS 1338 Kedri Kukk 212121 Raamatupidamine
Olle AS T340 Saara Liin 2312312 Raamatupidaja
Otle AS 1341 Saara-Pille Liinilend 321321
Ulle AS To0Y Karrmen Kaks 370102222 Vanermrasmatupidaga LA 1 100179 100179
Otle AS T098 Mango Rukis 37501122
Ule AS ADO2 Kuldar Xuldar Kuldar Kuldar Ku 376030405, LA 1 70 70

In the fact box, you can see the names of the included companies in the combined report and
information about whether TSD has been calculated and/or submitted in each company.

On the fast tab of the list of employees included in the TSD, you can open the FILE VIEW, EMPLOYEE
CARD, or display additional data for the selected appendix. For another company's employee, only
the employee card is accessible; other data cannot be opened.

To create the file for the combined report, press the SAVE AND SUBMIT FOR ALL button in the card
header. Pressing this button creates an XML file and generates a TSD creation register in the PAYROLL
REGISTER.

4.5.5. REOPENING AND CORRECTING TSD

A previously created TSD can be opened by clicking on the list in TAX DECLARATIONS under the
PERIOD CODE column or from the menu TAX DECLARATION -> TAX DECLARATION.

Ulle AS List

Employes Reqisters Holiday Schediile Employees Cantract ms List Employee Childre Employees Previaus Experience

Tax Declarations;  All Search  New Dolete  |Tax Declaration Fite slated Fewer optic Y R

Views X

All

2020-01 al Entries 0,00

2020-03 10 1 217631 4 140,00 1 366,20 690,75

020-04 TSD Aprill 2020 1 26 839,26 4794638
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4.5.5.1. Example of Correction

An employee was paid sickness benefits in March 2020, but it turns out the employee was not on sick
leave and was working. A correction needs to be made to the declaration.

In the Absence data, the following absence is recorded:

Absences:  Custom fiftered Seacch  Abtence Actions Payment Filters Date Filters Report

4 2 i . v
1002 I Kath Katula WO3222 032022 W MNGE Haige 2 2 .00 No No Payday

Kati Karula 23032022 24032022 H HAIGE Halge 2 X N N Payday

20032021 H_HA AIGE Haige 12 687 N Ni Payday

Kati Xarula 15.10.2020 16102020 M _MAIGE Haige 2 C N N¢ Paydsy

In the payroll journal, first retract the paid sickness benefit by adding the correct amount as a
negative value to the correct salary account — in this example, -68,75 €. In this case, the correction is
intended to be shown on the April payslip, with the calculation period and payment period left as
March. The sickness benefit entered with a negative value must be associated with the withdrawn
absence in the ABSENCE JOURNAL in the ABSENCE ENTRY NUMBER column.

TEST

Total amount: -68,75

30.03.2021 i PAYROLL 30,0321 Normal 1761 T002 Kati Karuda-Kan, Active 2 6875 43 )0 Haigushi

The TAX CORRECTION NO. must also be added to the line of the withdrawn benefit. The reasons for
correction are pre-set in the system, but TSD correction numbers can be created according to your
needs. Also, the TAX PERIOD, in which this correction is to be displayed, must be added to the line.

After registering the line with a negative value, the absence can be retracted from the ABSENCE
JOURNAL.

Subsequently, in payroll accounting, calculate the new taxes for the employee with the calculation
group TAXES AND PAYMENTS. The calculation date and payment date should be selected for the date
on which the correction should be displayed on the TSD. For this example, March should be selected
as the calculation period and payment period, and April should be selected as the payslip period.

In the TAX CORRECTION field, select the same TAX CORRECTION NO. that was added to the sickness
benefit withdrawal entry.

If the employee actually worked during that period, the April payslip should also include the unpaid
wages for March. To do this, calculate the employee's March salary using the calculation group
WORK TIME AND SALARIES WITH ABSENCES. The TAX CORRECTION NUMBER should not be added to
this calculation.

The April pay slip will display the April salary, the unpaid salary from, and the retracted sickness
benefit.
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Kati Karula-Karu (T002) Ulle AS
marts 2021 23.01.2024 9:51
Miiiigiosakond (13)
Hulgimiiiik (1301)
Head Accountant
ACCOUNTING PAYMENT
Amount Amount

mirts 2021 04.04.21 Kinnipidamised (kohtutaiturile) 100.00
Pohipalk 1.00| 04.04.21 Valjamaks 441.23
Lisatasu 5.55
Haigushuvitis 4-8 paev -68.75
aprill 2021
Pohipalga suurendus 540.00
Auto kompensatsioon 1.23

TOTAL: 479.03 TOTAL: 541.23

To correct TSD, open the March TSD and recalculate. The result of the calculation will immediately

show whether the tax liability changes:

ax Declara ard (HRMABaltcs)

marts 2021 (calculated, submitted)

Hsave ®employees ‘Drileview aSendtoX-Road B Confrim on X-Road

& Caleulate

Tax Declaration

I8 Get Status from X-Road 4O X-Road History

Period Code 2021-03 Total Taxes Due 469,42
TSD milets 2021 Social Tax Base 7045,00
Caleulated Yes (230124 0908 ) Social Tax 310,00
Submitted Yos ( 2301240908 ) Income Tax Withheld 9542
Lines in L1 19 Special Income tax =
Lines in L2 = Contrib, to Mandatory Prmsion 20,00
Other Period Fixed Yos Unomployment Ins. Premium 2400
Total Refund Due =
Tax Dectaration Card (HRM4Baltics g ave
marts 2021 (calculated, not submitted)
W Caiculate  [dSave KiEmployees JoFileView [aSendtoX-Road Wk Confrimon X-Road g Get Status from X-Road 4D X-Road Hestory
Tax Declaration
Period Code 2021-03 Total Taxes Due 632,26
Description TSD mirts 2021 Social Tax Base 704500
Calculated Yes (230124 0928) Sacial Tax 43284
Submitted No 9542
Lines in L1 20 pocial Income tax =
Lines in 1.2 = Contrib, to Mandatory Pension 20,00
Other Period Fixed Vs Unemployment Ins. Premium 24,00

Total Refund Due

If you open the declaration under EMPLOYEES, you will see that the corrected employee entries are

displayed on TSD Annex 1, part B.

In the list of declarations, a note Current Period Fixed will be added to the March declaration.

ERP / HRM CRM/ BI
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4.5.6. ADDITIONAL ENTRIES IN TSD

It is possible to reflect individuals on TSD who are not listed in the company's EMPLOYEE LIST, for
whom HRMA4Baltics program has not calculated and paid wages, but who have received some form
of compensation from the company, thus needing to be added to TSD.

For this purpose, there is a functionality for additional entries in TSD, which can be accessed from the
TAX DECLARATIONS ribbon menu by selecting TAX DECLARATION -> INCOME TAX ADDITIONAL
ENTRIES. The list of additional entries is always associated with a specific TSD period. You can
manually enter the data of individuals you want to add to TSD, and their entries will be reflected in
the calculation of TSD, similar to other employees in the company. The only difference is that there is
a marker added to the ADDITIONAL ENTRY column in TSD.

Field
Entry No.

Explanation

Allows entering the default date for posting PR account when registering a line in
the PAYROLL JOURNAL. When posting via the PAYROLL PR JOURNAL, the user can
later change this date if necessary.

PAYROLL JOURNAL document number - generated automatically based on the
ACCOUNTING DATE of the line, but the user can modify it.

Payment Date

Personal ID Enter the individual's NATIONAL IDENTITY NUMBER who received the
compensation. The program does not verify the accuracy of the ID code when it
is entered.

Name Name of the individual who received the compensation.

Country Code | The country code of residence can be added only for non-resident individuals.

for Tax For Estonian residents, the country code should not be added; otherwise, their

Declaration entries will be reflected in ANNEX 2

Payment Type | Select the appropriate payment type from the drop-down menu related to the

compensation.

Gross Amount

Enter the gross amount paid to the individual.

Tax Amount

Amount Enter the income tax amount calculated from the compensation.

4.6. Journals

In the HRM4Baltics module, three different journals are used:
Payroll Journal: Used for registering one-time salary information as entries on payroll

accounts.

Absence Journal: Used for registering absence information in the Absences.
Payroll G/L Journal: Used for posting payroll entries to the Business Central financial
module's general ledger and creating salary bank payment files.

In the journals it is possible to create different worksheets for various activities or for different users.
Worksheets can be created for different users, allowing them to work simultaneously without
interfering with each other in the program, or for the convenience of users in performing different
types of activities, etc.

e
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The information entered on the journal worksheet is temporary and can be modified until it is
registered to the journal. Therefore, the information on the journal worksheet cannot be used in
various activities (salary calculations, analyses, etc.) in Business Central. After registering/posting the
worksheet in the respective journal (using the REGISTER or POST icon on the journal worksheet's
ribbon), the worksheet is cleared, and the information is now available for Business Central.
Information from HRM4Baltics journal worksheets regarding registrations or postings always results
in corresponding entries in the Payroll Entries or Absence Entries, and a corresponding entry is
created in the Payroll Register.

4.6.1. PAYROLL JOURNAL

The Payroll Journal is used for entering one-time payments (allowances, bonuses, performance
bonuses, etc.), worked hours, and other information to be recorded on PAYROLL ACCOUNTS.

4.6.1.1. Filling out the Salary Journal

The Payroll Journal can be accessed from:
HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/TASKS/PAYROLL JOURNAL

1. Select from the field named BATCH NAME, in the Payroll Journal window, a predefined
WORKSHEET through the drop-down menu. This is the worksheet through which you want to
register information in the PAYROLL LEDGER ENTRIES. It is possible to configure worksheets
with different names based on user needs. Worksheets can be configured for each user, for
example, named after users or based on data entered through the journal, such as bonuses,
withholdings, etc.

2. If you are using a worksheet type with EMPLOYEE or WORKING HOURS, WORK HOURS WITH
DIMENSIONS, enter the date in the DATE field first. This is the date with which you want to
post entries to the general ledger or the date on which employees' working hours are
viewed. When entering the date, the employees configured in the worksheet are added to
the journal rows.

3. Fillin the necessary fields on the journal rows.

LISATASUD A st A t 0,00

23.01.2024 a Reserve Amount 0,00

Total amount: 400

ADO3 100,00 0 Lisatasu

100,00 0 ( Usatasy

=

1
1

A001 Hoiger-Kulgur Saviaut Activ 10 100,00 0 X Usatasy
1

2R RERR
P S~

4.6.1.2. Fields in Payroll Journal

Field Explanation

Posting Date Allows entering the default date for posting the PAYROLL G/L ENTRY when
registering a line in the PAYROLL JOURNAL. The user can later change this
date if needed when posting the salary through the PAYROLL G/L JOURNAL.

e
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Document No The document number of the PAYROLL JOURNAL - created automatically
based on the POSTING DATE field, but the user can modify it.

Type The type of entry to be entered for the PAYROLL JOURNAL line.
Options:

NORMAL — the default type of entry that the user can change if
necessary. If the type of entry is NORMAL, during the subsequent
payroll calculation, HRM4Baltics checks the balance of registered
PAYROLL LEDGER ENTRIES for the employee on the corresponding
PAYROLL ACCOUNT for the specified ACCOUNTING PERIOD. If
HRM4Baltics finds a different balance during payroll calculation, it
automatically corrects the balance with a new PAYROLL ENTRY.

Example:

o The EMPLOYEE CARD, under the SALARIES sub-card, has the
CURRENT SALARY type with the valid monthly salary amount of 1000
EUR.

o The employee has worked the entire calendar month and performed
additional duties, and you want to pay him a monthly salary of 1200
EUR this time.

o To achieve this, you register the desired salary amount (this time
200) for the employee in the PAYROLL JOURNAL under PAYROLL
ACCOUNT 1110— MONTHLY SALARY. However, the type of entry
added to the journal line remains unchanged, and it stays as
NORMAL.

o Then, you run the payroll calculation for this specific ACCOUNTING
PERIOD using the calculation job group A10- WORK AND SALARIES.

o Business Central calculates the monthly salary for the employee
based on the data entered under the SALARIES sub-card as 1000 EUR.

o However, since there is already a NORMAL ENTRY for 200 EUR for the
employee under PAYROLL ACCOUNT 1110 - MONTHLY SALARY for this
ACCOUNTING PERIOD, Business Central adds a new PAYROLL ENTRY
of 800 EUR to PAYROLL ACCOUNT 1110 - MONTHLY SALARY.

o Therefore, the employee is paid a total monthly salary of 1000 EUR
for this ACCOUNTING PERIOD, not the desired 1200 EUR.

ADDITIONAL ENTRY — used for correcting previous entries or when
registering an amount on the same salary account used in calculation
formulas, and you don't want Business Central to check or correct
this amount during payroll calculation.

Example:

o The EMPLOYEE CARD, under the SALARIES sub-card, has the
CURRENT SALARY type with the valid monthly salary amount of 1000
EUR.

o The employee has worked the entire calendar month and performed
additional duties, and you want to pay him a monthly salary of 1200
EUR this time.

o To achieve this, you register the desired salary amount for the
employee in the PAYROLL JOURNAL under PAYROLL ACCOUNT 1110 -
MONTHLY SALARY, and you set the type of entry on the journal line
to ADDITIONAL ENTRY.

o Then, you run the payroll calculation for this specific ACCOUNTING
PERIOD using the calculation job group A10- WORK AND SALARIES.

e
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o Business Central calculates the monthly salary for the employee
based on the data entered under the SALARIES sub-card as 1000
EUR.

o Since the entry for 200 EUR for the employee under PAYROLL
ACCOUNT 1110 - MONTHLY SALARY for this ACCOUNTING PERIOD is
marked as an ADDITIONAL ENTRY, Business Central does not check
this entry, and it adds a new PAYROLL ENTRY of 1000 EUR to SALARY
ACCOUNT 1110 - MONTHLY SALARY for this ACCOUNTING PERIOD.

o Therefore, the employee is paid a total monthly salary of the desired
1200 EUR for this ACCOUNTING PERIOD.

Account No.

The PAYROLL ACCOUNT NUMBER to which the amount of the PAYROLL
LEDGER ENTRY is registered.

Employee No.

Allows selecting the EMPLOYEE CARD NUMBER from the EMPLOYEE LIST for
whom the salary is to be registered.

Employee Name

Displays the FIRST NAME and LAST NAME of the employee corresponding to
the EMPLOYEE NO. from the EMPLOYEE LIST. It is automatically filled in based
on the EMPLOYEE NO.

Main Contract No

When entering data in the PAYROLL JOURNAL, the MAIN CONTRACT NO. field
is automatically filled in when adding a new employee if the data is entered
within the contract period. If the entered amount falls outside the main
contract period, the main contract number is not filled in.

Payment Code

When registering payments through the PAYROLL JOURNAL to PAYROLL
ACCOUNTS, which have the DEFAULT PAYMENT TYPE field filled in the
ACCOUNT card and/or the field REQURE PAYMENT TYPE has a mark on the
ACCOUNT card, the corresponding PAYMENT TYPE must be selected for the
PAYROLL JOURNAL line.

By default, the payment type added to the line in the PAYROL JOURNAL is the
one added to the DEFAULT PAYMENT TYPE field in the PAYROLL ACCOUNT
CARD.

In cases where the SALARY TYPE for the SALARIES sub-card of the EMPLOYEE
CARD is set to Al with a certificate and/or a payment type associated with a
non-resident is entered in the SALARIES sub-card, the PAYROLL JOURNAL line
is automatically offered the PAYMENT TYPE CARD information associated
with the payment type added to the PAYROLL ACCOUNT CARD by default.

When registering information through the PAYROLL JOURNAL to PAYROLL
ACCOUNTS, where the DEFAULT PAYMENT TYPE field is not filled in the
ACCOUNT card and/or no mark is made in the field REQURE PAYMENT TYPE,
the PAYMENT CODE field is not filled in.

Amount Entered is the amount to be registered on the PAYROLL ACCOUNT.

Balance Displays the balance of registered PAYROLL ENTRIES for the employee on the
(Accounting) selected PAYROLL ACCOUNT for the specified ACCOUNTING PERIOD.
Description By default, the field is filled with the NAME from the GENERAL card of the

PAYROLL ACCOUNT CARD, but the user can change it.

Accounting Period

The period/calendar month for which the salary is calculated. For example, if
the salary is paid for January, then it is January.

Payment Period

The period/calendar month in which the salary is actually paid out. For
example, if January's salary is paid out in February, then it is February.

e
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Calculation Period

The period/calendar month for which information on the PAYROLL ENTRY of
the journal line is to be displayed on the PAYSLIP.

Remark

A text field, 80 characters in length, for adding information such as the basis
for the payment, an act, an order, or other relevant information. The added
text is saved on the payroll data entries.

Tax Correction No.

Used in case of making correction entries for a period for which the TSD has
already been submitted. Allows selecting and associating the tax correction
indicator required by the Tax and Customs Board with the created payroll
entry.

Tax Correction
Description

Description corresponding to the tax correction no.

Allocation Periods
Count

An informative field filled only if the amount entered in the PAYROLL
JOURNAL is allocated to periods. In this field, the number of calendar months
used for allocation is displayed.

Dimensions on | Allows selecting values for PAYROLL DIMENSIONS previously defined in the
journal rows PAYROLOL SETUP for the PAYROLL JOURNAL line. By default, dimension values
(For Example, | from the DIMENSIONS fast tab of the EMPLOYEE CARD are added to the line,
DEPARTMENT, JOB) | but the user can modify them.

Job Enables linking the entered amount to a project in the working schedule.

No/Description

When selecting a project from the dropdown menu, dimension values
configured for the project are automatically included.

Task
No/Description

Allows linking the entered amount to a task in the working schedule. When
selecting a task from the dropdown menu, dimension values configured for
the task are automatically included.

Claim No.

Enables selecting a CLAIM NO from the CLAIMS list for the line. Used when
registering amounts related to CLAIMS through the PAYROLL JOURNAL.

Abs. Entry No.

Allows selecting an entry from the ABSENCES from the dropdown menu. The
sum of payroll data entries related to the ABSENCE entry is displayed in the
AMOUNT field.

This field is filled in the PAYROLL JOURNAL, for example, when correcting
registered payroll entries related to absences.

Remark

A free-text field for entering notes. The added note is visible on salary data
entries after registration. The note can also be brought to the employee's
attention on the PAYSLIP by adding a marker to the SHOW REMARK IN
PAYROLL REPORT column. In this case, the note is displayed on the PAYSLIP in
red under the ACCOUNTING box on the left.

Employee
Education Line No.

Required when the company reimburses an employee for educational
expenses, and a report INF 14 must be submitted to the state. From the
dropdown menu, you can select the education line from the employee's
education list for which the company pays or reimburses. The PAID AMOUNT
column in the employee's education list shows the amounts paid by the
company for the relevant education.

Show Remark in
Payroll Report

The text entered in the REMARK column can be made visible to the employee
on the PAYSLIP by entering a marker in the SHOW REMARK IN PAYROLL
REPORT column. After registering the entry, the note is displayed on the
PAYSLIP in red under the ACCOUNTING box on the left. The note can be
entered and registered even with a zero amount, but an account must
always be entered. If a line is registered without an amount, only the note is
displayed on the PAYSLIP, and lines with zero in the ACCOUNTING and
PAYMENT boxes do not appear.
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Hannes Koosla (A003) Olle AS

detsember 2023 4
ACCOUNTING PAYMENT

Quantity Amount Amount

detsember 2023 Tootaja thotuskindiustus 3.37

Pohipalk 4.00 210.53| Tulumaks 41.43

Péhipaiga suurendus 45789 07.12.23 Kinnipidamised (kohtutaitunie) 623.62

TOTAL: 668.42 TOTAL: 668.42

For Good Results

Currency Amount | If a CURRENCY CODE is configured for the account in the ACCOUNT NO
column, the amount entered for this account is automatically converted to
the corresponding currency. The exchange rate is obtained from the financial
solution's currency configuration.

Currency Code Displays the configured currency code for the account, which is used for
converting and displaying the amount entered in euros in the CURRENCY
AMOUNT column.

Currency Factor Displays the currency exchange rate based on the financial solution's
currency configuration

Currency  Factor | Shows the date of the exchange rate used for converting the amount entered
Date in the CURRENCY AMOUNT column.

Manual Currency The amount in currency can also be entered manually by adding a marker to
the MANUAL CURRENCY column. The program automatically enters the
marker when a manually entered amount is added to the CURRENCY
AMOUNT column. In this case, the program calculates the CURRENCY
FACTOR, considering both the amount entered in euros and the manually
entered amount in currency. The entry is saved in the Payroll Entry,
preserving the marker, which later allows seeing that the manually entered
rate was used for conversion instead of the rate provided by the program.
Total Amount Displays the total sum of the lines on the current PAYROLL JOURNAL
worksheet.

4. To register the information entered on the lines into the PAYROLL LEDGER ENTRIES, click on
the ribbon menu on REGISTER. Then, the system displays information to the user about how
many PAYROLL LEDGER ENTRIES were registered, and the lines on the PAYROLL JOURNAL
worksheet are cleared.

It is also possible to attach files to a PAYROLL JOURNAL line. Files are added on a line-by-line basis to

the fact box window FILES on the left side of the screen. After registering the lines, the attached files
are visible in the FACT BOX window of PAYROLL LEDGER ENTRIES and in the EMPLOYEE FILES list.

e
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LISATASUD A ation Amos 0,00

Total amount: 100

anage  Exel  Allocaton  Registering o

24012024 PAYROLL 24,0124 Normal 1220 ADOY Holger-Kulgur Seviauk ] Active 10

Employee Vehicles

Files

one file

Ast.docx

4.6.1.3. Distributing Bonuses Based on Working Hours

To distribute bonuses based on employees' working hours, the payroll journal worksheet must be
configured in advance with the type of HOURS or HOURS WITH DIMENSIONS.

When selecting the appropriate worksheet, start by entering a date in the DATE field. This date
corresponds to the period for which the working hours of employees on the account, configured for
the worksheet type, are to be considered. Employees with working hours in that period are
automatically added to the worksheet.

BONUSES ne pknd HOY Aocation Amount 3 000,00
24.01.2024 2] nensoon: ametigr Rhsisve ANDGRe 100,00

Total amount: 2 836,03 Esumene

Manage  Excel  Allocation  Registenng

24012024 PAYROLL 240124 Normal 1220 T0016 Paile Kamm Active 120 1066

5
24012024 PAYROLL 240124 Normal 1220 10017 sanbaldl Pommer Active 10 92224
24012024 PAYROLL 240124 Normal 1220 002 Kati Karula-Kary Active 10 4
8
)

1
24012024 PAYROLL 240124 Normal 1220 TRI-0228 Van Active 0 179118
«

24012024 PAYROLL 240124 Normal 1220 TRI-0236 i Paunaste Active 10

If desired, employees added to the rows can be filtered based on dimensions. To do this, select a
value in the DIMENSION XX field to filter employees accordingly.

Enter the intended amount for the bonus fund in the ALLOCATION AMOUNT field. If the entire fund is
not to be distributed, a portion can be reserved, and this amount is entered in the RESERVE AMOUNT
field. The amount subject to distribution is the result of ALLOCATED AMOUNT minus RESERVE
AMOUNT. The amount entered in the ALLOCATION AMOUNT field is not adjusted since it can be
saved to the account specified in the ALLOCATED ACCOUNT NO field on the worksheet.

e
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The bonus amount to be paid to employees is automatically distributed among the displayed
employees on the worksheet, taking into account each employee's working hours in the specified
period. If necessary, the calculated amounts can be adjusted on the rows. If part of the amount
subject to distribution is still undistributed, it is displayed in the REMAINING AMOUNT field in the
header.

4.6.1.4. Distributing Compensation Across Periods

When calculating average salary, bonuses are considered for the period in which they were earned,
not based on the payout period.

It is advisable to include only the portion of bonuses earned for the period considered in the average
salary calculation for bonuses paid over a longer period.

To ensure the system accurately considers, for example, a bonus paid six months ago in calculating
the average salary, it is possible to distribute compensation (bonuses, incentives, etc.) to the period
of earning (e.g., quarter, semester, year, etc.) in equal parts.

To distribute compensation, use the functionality of the PAYROLL JOURNAL -> ALLOCATION->
ALLOCATION. Compensation can be distributed to both previous and, if necessary, future periods.
Distribution always occurs retroactively from the accounting period entered in the PAYROLL
JOURNAL.

Compensation for multiple employees or a single employee can be distributed simultaneously. To
distribute for multiple employees at once, mark the employees as active in advance.

The steps for distributing compensation across periods are as follows:

Open the desired WORKSHEET in the PAYROLL JOURNAL, enter the amount to be distributed
to the rows, and click on the ribbon menu ALLOCATION-> ALLOCATION.

Journal Allocation (HRM4Baltics) New T3 Eude List

24012024 A0R4-01 2024-01 2024-01 10016 Paite Kamem 20000 Preemia 3 20000
023-12 2024-1 2024-01 10016 Kamem 20000  Preemia i 200,00

2023-11 202401 2024-01 10016 K 20000 Preemia 3 20000

In the opened window, add values to the fields:

o MONTHS: The number of months over which you want to distribute the amount.

o ROUNDING: The precision of rounding the distributed amount. Entering 1 rounds the amount
to whole euros; entering 0.01 rounds to the nearest cent.

Then, select the ALLOCATION button from the ribbon menu. Distribution can be done in two
methods:

o SPLIT ENTRIES: The amounts are distributed retroactively only to those calendar months
where the employee's STATUS was active on at least one calendar day, including those
months where the employee was, for example, on vacation for the entire month. No
distribution occurs for the months where the STATUS was passive for the entire month (e.g.,
the employee was in military service or on parental leave).

The ALLOCATION CALCULATION column displays the distribution calculation, for example, €200 is

divided over two accounting periods.
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2401204 202401 202401 202401 10016 Palle Xamm 10000  Preemia 2 20000/2

2023-12 2024-01 2024-01 0016 Palle Kamr 100,00  Preemia 2 20000/2

o SPLIT CAL. DAYS: The amount is distributed retroactively only to the calendar days of those
accounting periods (excluding public holidays) where the employee's status was active and
no absences were registered.

The ALLOCATION CALCULATION column displays the distribution calculation, for example, €200 is
divided over two accounting periods, one month in which the employee worked for 30 calendar days,
and another month in which the employee worked for 28 calendar days.

Journal Allocation (HRM4Baltics) New T Edit Lint

Setup

24012024 209400 20240 207401 0016 Patie Kamm 10300  Preemia 230720000/ 58
. 202312

2024-01 202401 10016 Patie Kan 97,00  Preernia 2 28720000/ 58

The default is to offer the distribution of amounts based on the ACCOUNTING PERIOD. You can
change the default by selecting PAYMENT/ACCOUNTING on the ribbon menu.

Journal Allocation (HRM4Baltics)

24.01.2024

20240 202401 T0016 Palle Kamy 10300 Preemia

» 24012024

2024-01 2024-01 T0016 Pafle X 9700 Preemia 2 28°(200,00/58)

In addition to distributing amounts across accounting periods, you can also add manually entered
amounts to the payroll journal. In this case, click on the ALLOCATION-> ADD orR ADD CAL. DAYS button.

Journal Allocation (HRM4Baltics)

T Edit List S Delete  Allcation  Period

24012024 2024-01 2024-01 2024-01 0016 Palle Kamr 20000  Proemia 2 20000

» 24012024 202312 2024-01 202401 10016 Palle Xamr 20000  Proemia 2 20000

To add distributed or additional amounts to the PAYROLL JOURNAL worksheet, press the OK button.
To cancel, press CANCEL.

To save the distributed amounts in the PAYROLL ENTRIES, press the REGISTER button in the PAYROLL
JOURNAL worksheet ribbon. Subsequently, the system displays information on how many PAYROLL
RECORD ENTRIES were registered, and the PAYROLL JOURNAL worksheet rows are cleared.

4.6.1.5. Data import from Excel

Payroll data can be imported into the payroll journal from an Excel spreadsheet.

e
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Open the desired WORKSHEET in the PAYROLL JOURNAL and click on the "IMPORT FROM EXCEL"
option in the ribbon menu.

1. Select the file to import, and the Excel column correspondence window will appear.

2. If the column headers in the Excel table match those in the PAYROLL JOURNAL, the
correspondence table will be automatically filled. If the Excel column headers differ from
those in the PAYROLL JOURNAL, you must manually establish the correspondence on the
work window.

3. Press OK to import the data. To cancel the import, press CANCEL.

4. To register the information on the worksheet as PAYROLL LEDGER ENTRIES, click on the
"REGISTER" option in the ribbon menu. Subsequently, information on how many PAYROLL
LEDGER ENTRIES were registered will be displayed, and the entries in the PAYROLL JOURNAL
on the current WORKSHEET will be cleared.

The Excel spreadsheet must adhere to the Business Central data format. The table header should be
the first row in Excel.
Business Central Data Format:

Field Name Data Type Length Comment

Posting Date Date 20 Posting date of the G/L entry

Account No. Code 20 Payroll account number

Employee No. Code 20 Employee card identifier

Amount Decimal Amount of wages or number of hours

Accounting Period Code 10 Example: 2018-06

Payment Period Code 10 You can also enter a date, which
Business Central will automatically

Calculation Period Code 10 convert into a period during import
If the dimension is not entered in Excel,
default dimensions from the employee

Dimension Values Code 10 card are added during import

4.6.2. ABSENCE JOURNAL

Different types of absences are entered through the Absence Journal or imported to the Absence
Journal worksheet from Excel.

4.6.2.1. Entering Absences

To enter absences, follow these steps. Open the Absence Journal at the location:
HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/TASKS/ABSENCE JOURNAL
or

HOME/MENU/TASKS/ABSENCE JOURNAL
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ABSENCE

Absence Information

02012024 04012024  H_HAIGE Haige 3 Year 2024 0 day

09012024 12012024 L HAIGE Laps haige 4 Manth jsanuar 0 day

15012024 21012024 P_PUMKUS Puhkus

Kalendnpaevades

Absencess

1209.21 - 12.09.21 Taiendavad pubk

110921 - 11

endaved pubk

1 Sigava puudega

280621 - 280621 Lapsepuhk riigiee

101020 - 2010 20 Pyuhlaig

Choose the appropriate pre-set WORKSHEET from the BATCH NAME field, and then fill in the journal
rows in the opened window.

If a BALANCE CHECK is added to the ABSENCE REASON, the program checks the absence entry against
the configured leave balance setting in the journal worksheet. Depending on the configuration, the
program either provides an error message or prohibits entering absence for the employee.

The information entered in the journal is temporary, and it can be modified until it is in the journal.
After registering the rows, the journal is emptied, and the entries are recorded in the PAYROLL

LEDGER ENTRIES.
4.6.2.2. Absence Journal Columns
Field Explanation
Employee No. | Select the desired EMPLOYEE NUMBER.
Employee Displays the EMPLOYEE NAME corresponding to the employee number. This field
Name is automatically filled based on the EMPLOYEE NUMBER.
Structural Unit
Code and Displays valid structure and subunit codes and descriptions from the EMPLOYEE
Description CONTRACTS list for the selected employee.

Main Contract

The column is automatically filled with the main contract number when selecting
the employee. If the absence period falls outside the main contract period, this

Absence Code

No. column is not filled.

From Date/To

Date Enter the start and end date of the absence period.
Cause of

Select a suitable code from the pre-set list of CAUSE OF ABSENCES.

Displays the description corresponding to the CAUSE OF ABSENCE CODE selected

Description from the CAUSE OF ABSENCES list.
Days Displays the number of days based on the entered absence period.

Displays the number of hours based on the entered absence period. For hourly
Hours absences, the number of hours must be entered manually.

e
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For reduced working capacity employee's main vacation (type P_TAIENDAV)
compensated from the state budget, you can specify the year for which the
vacation is earned. The entered year is also added to the report in the HOLIDAY
YEAR column when applying for compensation from the state budget.

Entering the year is not mandatory, as if the year is not specified in the journal,
the program automatically adds the current year to the report.

If leave earned in multiple different years is used, the absence must be entered
with multiple rows; however, in the report, these rows are summed up.

ABSENCE

Manage mport  Substitution Registering

OO 15012024 21012024 P_TAIENDAV Taiendavad puhkepievad 7 120011223 2024

TO01 13112023 17.012023 P_TAIENDAV Taiendavad puhkepievad 5 12(01.1223 2023

RIIGIEELARVEST PUHKUSETASU JA KESKMISE TOOTASU HOVITAMISE TAOTLUS
Taotlus tuleb esitada hiljemalt koime kuu jooksul arvates puhkuse kasutamise kuust

Jrk.nr. Tobtajanimi Tootajaisikukood Nimi Lapse eeldata Puhkuse lilk Paevi / Tunde sun Puhkuse kasu Kalendriaasta
1 Karmen Kaks 37010222248 Osalise vBi pu 18 0,00 2024,2023,2022
18,00 0,00
Hivitis palume maksta: Taotluse koostaja andmed.
1BAN Ees- ja perekonnanimi Karmen Kaks
Panga nimi Kontakttelefon
Holiday Year If necessary, the registered absence in the ABSENCELEDGER ENTRIES can have its
of year changed by clicking on the displayed year in the HOLIDAY YEAR OF

Government GOVERMENT column.

If an absence is entered for which the BALANCE ACCOUNT NO is filled in the
absence reason configuration, this field displays the employee's corresponding
PAYROLL ACCOUNT balance or monthly turnover, depending on whether the
Balance BALANCE TYPE column is marked as BALANCE or MIONTH.

Used when entering a continuous sick leave for an employee. When entering
continuous sick leave, select from the drop-down menu the number of the
previous, related sick leave entry.

The sick leave calculation works correctly only if the days of related absences are
immediately consecutive.

For example, if the first sick leave period ends on April 18th, the starting date of
the related consecutive sick leave period must be the next day, April 19th.

Applied When entering a sick leave in the HRM4Baltics module, it does not check
Abs.Ledg.Entry | whether the days of related absences are immediately consecutive calendar
No. days.

Allows you to specify whether the employee wants to receive the vacation pay
on the PAYDAY, HOLIDAY, or MONTHLY. The value is automatically generated if
DEFAULT SETTINGS are made on the EMPLOYEE CARD or CAUSE OF ABSENCES. If
default settings are made in both places, the value on the CAUSE OF ABSENCES

prevails.
Holiday The entered information allows easy filtering of ABSENCE LEDGER ENTRIES
Payment included in the vacation pay calculation.
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If the employee's absence is related to their role as a parent (care leave,
paternity leave, etc.), this field allows you to associate the absence with the
EMPLOYEE'S CHILD. The information is used for the report on Payroll Holiday pay
Child No. and average pay compensation.

Displays the CHILD NAME corresponding to the selected CHILD NO from the
Child Name EMPLOYEES' CHILDREN list.

Mark the field if you enter absences treated as initial balances. This field is

Initial Data considered when creating the VACATION EXPIRATION OVERVIEW report.

On the right side of the window, in the fact box ABSENCE INFORMATION, absences related to the
active journal row are displayed. If a CAUSE FOR ABSENCE has been added to this row, the fact box
shows the ABSENCE USAGE INFO with the total days of the entered absence associated with that
specific REASON FOR ABSENCE in the ABSENCE LEDGER ENTRIES, both for the current year and the
calendar month.

To register the information entered on the ABSENCE JOURNAL WORKSHEET in the ABSENCE LEDGER
ENTRIES, press the REGISTER button on the ribbon -> REGISTERING.

ABSENCE

Manage mport  Substitution  Registaring

ADO3

2024 M _HAIGE Hage s 0 Payday

10016 Palle Kam: 25012024 29012024 LISAPUHK Isapuhlus 5 0

Upon registration, entries are created in the ABSENCE LEDGER ENTRIES, and the rows in the journal
WORKSHEET are cleared.

4.6.2.3. Assigning Replacements to Absences

Replacements can be assigned to entries in the ABSENCE LEDGER ENTRIES, both for already
registered ABSENCE LEDGER ENTRIES and when registering absences directly in the ABSENCE
JOURNAL.

To add a replacement when registering an absence in the ABSENCE JOURNAL, follow these steps:

1. Activate the row in the ABSENCE JOURNAL to which you want to assign a replacement and
click on the SUBSTITUTION-> SUBSITUTES in the ribbon menu.

2. Inthe opened window PAYROLL SUBSTITUTION JOURNAL ENTRIES, choose the replacement
employee's number from the list of employees in the SUBSTITUENT NO. column.

3. Add the desired information to the DESCRIPTION column in the PAYROLL SUBSTITUTION
JOURNAL ENTRIES window.

4. By default, the replacement period is suggested based on the period entered for the absence
in the ABSENCE JOURNAL. However, the user can modify periods in the PAYROLL
SUBSTITUTION JOURNAL ENTRIES window. To do this, enter the desired dates in the FROM
DATE and TO DATE column:s.

5. Press OK to confirm the replacements.
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ABSENCE

TRI-0151

Employee No Employee Name From Date To Date Absence Code Description

Heli Toruke 15.01.2024 19.01.2024 P_PUHKUS Puhkus

Heli Taruke

15.01.2024 19.01.2024

ADOY MHolger-Kulgur Saviauk Koristaja
Kuldar Kuldar Kuldar Kul... Petersell Petersell Peterse
Hannes Koosta
Bilbo Paunaste

T001 Karmen Kaks Vanemraa

6. Then, register the information in the opened ABSENCE JOURNAL WORKSHEET by pressing
REGISTERING in the ribbon menu. Afterward, the journal rows are cleared, and both the
absence and the assigned replacements are registered in the ABSENCE ENTRIES.

4.6.2.4. Importing Absences from Excel

The standard solution includes an interface for importing data from Excel. To import absences:

1.

Open the ABSENCE JOURNAL and the required worksheet, then click on IMPORT FROM EXCEL
in the ribbon menu.

2. A window will appear where you can choose the file to import.

3. Next, a window will open for assigning the correspondence of Excel columns. If the column
headings in the Excel table match the column headings in the ABSENCE JOURNAL, the
matching table will be filled automatically. If the column headings in Excel differ from those
in the ABSENCE JOURNAL, you must manually specify the correspondence in the opened

window.

4. Select OK if you want to import the data. To cancel the import, select CANCEL.

To register the imported information from the ABSENCE JOURNAL WORKSHEET into the ABSENCE
ENTRIES, press REGISTERING in the ribbon menu. As a result, ABSENCE LEDGER ENTRIES will be
created, and the worksheet rows will be cleared.

The Excel template must adhere to the Business Central data format. The header of the table can

only be one row, and it must be the first row of the Excel table.

Field Name Data Type Length
Employee No. Code 20
Absence Reason Code Code 10
From Date Date -
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| To Date Date

Canceling Registered Absences:
If necessary, you can cancel ABSENCE LEDGER ENTRIES.
Follow these steps:

1. Open the ABSENCES, located at:

HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ARCHIVE /JABSENCE LEDGER ENTRIES.
2. Inthe opened window, mark the row of the ABSENCE LEDGER ENTRY you want to cancel and

click on ACTIONS-> UNREGISTER in the ribbon menu.

Ulle AS Lists Tasks Documents Archive Menu =
Employees Registers Tax Declarations Holiday Schedule
Info Types Payroll Entries Absences Working Sc Employee
Payroll Accounts  Analysis Views  Sick Leaves List Notifications
Absences (HRM4Baltics):  All ») Search Absence Payment Filters
M Change
Views X
Al Employee No. 4 I =
. WX
T012 i < Conce!
Filter list by.
TO01 | & Remove Avg Period
Filter totals by,
TRI-0239 Frodo Paunast
A001 Holger-Kulgur Saviauk

Employees Contracts

Claims List Employee Children
Health Certificates Employee A
Non-Residents Employee Documents Employes
Date Filters Reports
Cause of
FromDate 4  To Date Absence Code Description
22012024 26012024 P_PUHKUS Puhkus
15.01.2024 21012024 P_TAIENDAV Taiendavad puhkepdev
10.01.2024  20.01.2024 P_PUHKUS Puhkus
10.01.2024 20012024 P _PUHKUS Puhkus

The program will notify you that the canceled absence will appear on the ABSENCE JOURNAL
WORKSHEET from which it was created. Open the ABSENCE JOURNAL from the ribbon menu, select
the WORKSHEET, make the desired corrections, and re-register the absence by pressing

REGISTERING.

4.6.3. PAYROLL G/L JOURNAL

The PAYROLL G/L JOURNAL is used for posting entries from the PAYROLL LEDGER ENTRIES to the
General Ledger accounts of the Business Central financial module.

For the transfer to G/L, only those PAYROLL LEDGER ENTRIES are considered whose PAYROLL
ACCOUNT CARD's fast tab ACCOUNT field is filled in with the POSTING GROUP. The POSTING GROUP is
then configured with a connection to the G/L ACCOUNT NO and BAL. ACCOUNT NO in the Business

Central financial module.

Additional conditions for posting PAYROLL LEGDER ENTRIES to G/L can be configured using the

settings of the PAYROLL POSTING GROUP.

You can access the PAYROLL G/L JOURNAL from:

HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU->TASKS->JOURNALS->PAYROLL G/L

JOURNAL

The TYPE setting of the PAYROLL G/L JOURNAL WORKSHEET determines which PAYROLL LEDGER
ENTRIES are brought to this worksheet, whether payments or postings. It is also possible to configure
a worksheet that brings both payments and postings at the same time.

ERP / HRM. CRM



Bcs itera Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

Ulle AS Lists Tasks Documents Archive Menu =
Employees Registers Tax Declarations  Holiday Schedule Employees C
Info Types Payroll Entries ~ Absences Working Schedules  Employees Si
Payroll Accounts  Analysis Views  Sick Leaves List Notifications Non-Residen

Actions

> Setup > Calculation El state Reports E Salary Reports E Abser

> Journals El Overviews [ Statistic Reports El Employee Reports B Al cc

I3 Payroll Journal

[ Absence Journal

G/L Journal

= Salary Journal

20

G/L Journal Batches (HRM4Baltics) b New T Edit Lint

FIRMA Teisse firmasse Al Entries First Pricrity Birgit 00 usp
KANDED Palga kanded Posting
KND_MKS Palga kanded ja maksed Al Entries

-*  MAKSED i Palga maksed Payments

POSTINGS: This brings all PAYROLL LEDGER ENTRIES to the worksheet associated with a
PAYROLL ACCOUNT where the POSTING GROUP field of the PAYROLL ACCOUNT CARD is filled,
and the ACCOUNT TYPE field is selected as REGISTERING.

PAYMENTS: This brings all PAYROLL LEGDER ENTRIES to the worksheet associated with a
PAYROLL ACCOUNT where the POSTING GROUP field of the PAYROLL ACCOUNT CARD is filled,
and the ACCOUNT TYPE field is selected as PAYMENT.

ALL ENTRIES: This brings all PAYROLL LEDGER ENTRIES to the worksheet associated with a
PAYROLL ACCOUNT where the POSTING GROUP field of the PAYROLL ACCOUNT CARD is filled,
and the ACCOUNT TYPE field is selected as either REGISTERING or PAYMENT.

4.6.3.1. Posting Payroll Entries

Through the PAYROLL G/L JOURNAL, payroll ledger entries are posted to the G/L accounts according
to the configuration of POSTING GROUPS and PAYROLL ACCOUNTS.

To post payroll entries to G/L:
Open the PAYROLL G/L JOURNAL WORKSHEET with type POSTING at HOME/MENU/PAYROLL
AND HUMAN RESOURCE 365 MENU->TASKS->JOURNALS->PAYROLL GENERAL JOURNAL.
Press ENTRIES -> GET ENTRIES.
The PAYROLL WINDOW opens, displaying only those payroll entries that need to be posted to
G/L according to the configuration but have not been posted yet.
Filter to show only those PAYROLL LEDGER ENTRIES you want to post to G/L, press OK, and
all displayed PAYROLL LEDGER ENTRIES are added to the PAYROLL G/L JOURNAL WORKSHEET.

ERP / HRM. CRM
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Payroll General Journal (HRM4Baltics)

Batch Name KANDED
Entries Manage  Actions Payments  Posting More options
84 Get Entries Change Date  [i Add Reference Numbers
Line No. T Posting Date Document No. Account No. Description Amount Credit Am
Payroll Entries (HRM4Baltics) | D X
Fevan Curremey Accounting
Actount No. * Employes No t Comract Mo Amcunt Amoum Curwncy Code Destnption Perwnt Faywwot Perod Paymmm fype Emry Mo
o st S A A s dmens . sk
1320 AoaY 13895 Sotsiaalmaks 202202 202203 202202 0 1007
Mun Aot 26245 4h puhkuseresery kuutasudelt lima juh tasuta 2022-02 202203 2022-02 - 109%0
3420 AD01 86,61 Publusereservi soty.maks 2022-02 202203 202202 = 10991
3430 ADOY 210 Publuseceservi ottev. 10Otuskindiustun 2022-02 2022-03 00202 = 10992
3030 Aot 46,06 Tulumaks 2023-02 202303 202302 0 14442
mo ADOY 184 EftevOtte tOOtuskindiustus 2023-02 2023-03 202302 10 wan
1320 ADOY %0 Sotslaaimaks 2023-02 2023-03 202302 10 14536
Mun Aot ~395,92 sh puhkuseresery kuutasudeit lima juh tasuta 2023-02 2023-03 22302 = 14605
3420 Aoat ~130,66 Publusereservi sotymaks 2023-02 2023-:03 22302 = 14606
3430 Aoat S AL Pubuseveservi ettev. 156tuskindiustus. 2023-02 2023-03 202302 ~ 14607
1420 ADOtT 89,82 Publusetasy 2023-12 0240 2023-2 0 17812
3020 Aoat 40,24 Tootas 1otuskindiustus 202312 2024-01 202312 0 17825
3030 Aot 4940 Tulumaks 202312 20240 20312 10 17827
310 Aot 20,12 Ertevitte 1otuskindlustus 202312 20¢4-01 202312 10 17828
1320 Aoot -829,88 Sotsiaalmaks 2023-12 2024-01 2023-12 10 17830
M A0t 117838 sh puhluseresery kuutasudelt lima juh tasuta 2023-12 202401 2023-12 - 17835
3420 A0t 388,86 Pubkusereservi sots.maks 202312 20240 2023-12 = 17836
3430 ADO1 543 Pubkuseresorvi ettev. 10otuskindiustus 202312 a0 20312 = 17837
1420 ADOt 134803 Pubiusetasy 2024-01 202e-0 202401 10 17482
1220 A0t 100,00 14620 CAD Preemia 202401 20240 2024-01 10 178
1180 ﬁ' a’ Bty et mess Wwa.m na-m W09 m 1m0

EN -
Optionally, you can delete rows on the PAYROLL G/L JOURNAL WORKSHEET by selecting the
rows and pressing DELETE.
You can also add additional payroll entries to the worksheet using the GET ENTRIES icon.
If you want to post the brought PAYROLL LEDGER ENTRIES to the general ledger summarized
by selected dimensions, press ACTIONS-> SUMMARIZE.

Payroll General Journal (HRM4Baltics)

Batch Name KANDED

Entries Manage Actions |Paymems | Posting More options

2 Summarize %3 Split

Line No. t Posting Date Document No Account No. Description Amount Credit Amount Debit Amount Amounx Currency Code
1 % 31012023 PALK310123 8710 Kuupalk 1800,00 1800,00 1.800,00
2 31012023  PALK 31.01.23 8710 Kuupalk 200,00 200,00 200,00
3 31122022  PALK 31.12.22 8710 Kuupalk 2 000,00 2 000,00 2 000,00
4 30.11.2022  PALK 30.11.22 8710 Kuupalk 2 000,00 2 000,00 2 000,00
5 31102022  PALK 31.10.22 8710 Kuupalk 2 000,00 2 000,00 2 000,00
6 30.09.2022  PALK 30.09.22 8710 Kuupalk 2 000,00 2 000,00 2 000,00
7 31082022 PALK 31.0822 8710 Kuupalk 2 000,00 2 000,00 2 000,00
8 31072022 PALK 31.07.22 8710 Kuupalk 1000,00 1 000,00 1000,00
9 26012023 PALK 26,0123 8720 Puhkusetasu 636,36 636,36 636,36

10 26012023 PALK 26,0123 3630 Kogumispensioni Il samm... 52,73 5273 5273
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SUMMARIZE combines entries based on DIMENSIONS, PAYROLL POSTING GROUP, ACCOUNT TYPE,
ACCOUNT NO., POSTING DATE, DOCUMENT TYPE, DOCUMENT NO., BAL. ACCOUNT TYPE, BAL.
ACCOUNT NO., CURRENCY, or COUNTRY.

The precondition for combining entries is that the POSTING GROUPS are configured with the
summable dimensions column, and DIMENSIONS are configured for values by which entries in the
general ledger are consolidated.

To post the entries to the Business Central financial module's general ledger accounts, press
POST.

KANDED

ts  Posting o
mar
1 F 31012023 PALK31012Y &710 Kuupalk 1.800,00 180000 1800.00
2 31012023 PALK31.0123 a710 Kuupall 200,00 20000 200,00
3 31122022 PALK 311222 ano Kuupalk 200000 2 000.00 2 000,00 FRMENE wor
4 30112022 PALK 301122 a70 Kuupalk 2 000,00 2 000,00 2000,00 KAHEKSAS DEVIAT
5 31102022 PALK 311022 8710 Kuupalk 2000,00 2 000,00 200000 KOLMAS ”

After posting, the program displays a message regarding the posting of entries, and the PAYROLL G/L
JOURNAL WORKSHEET is cleared.

4.6.3.2. Allocation of Entries in the Payroll G/L Journal

To allocate payroll entries based on proportionate dimensions from the base dimension to sub-
dimensions, select the SPLIT button from the ribbon menu. The prerequisite for entry allocation is
the prior configuration in HOME/MENU/PAYROLL AND HUMAN RESOURCE 365
MENU/ADMINISTRATION/SETUP/PAYROLL SETUP, fast tab PAYROLL DIMENSIONS-> SPLIT
DIMENTSIONS and PAYROLL POSTING GROUPS setup .

Payroll General Journal (HRM4Baltics

Batch Name KANDED
Entries Manage Actions Payments Posting More options
2. Summarize
Line No. 1 Posting Date  Document Ne Account N Description Amount Credit Amount Debit Amount
1§ 31012023 PALK31.01.23 8710 Kuupalk 1 800,00 1 800,00 1.800,00
2 31012023  PALK31.01.23 8710 Kuupalk 200,00 200,00 200,00
3 31122022 PALK31.12.22 8710 Kuupalk 2 000,00 2 000,00 2000,00
B 30.11.2022  PALK 30.11.22 8710 Kuupalk 2 000,00 2 000,00 2 000,00
5 31102022  PALK 31,10.22 8710 Kuupalk 2 000,00 2 000,00 2 000,00

To modify/enter allocation proportions, navigate to the RELATED tab and click the SPLIT
DIMENTSIONS button.

ERP / HRM. CRM
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Payroll General Journal (HRM4Baltics)

Batch Name KANDED

Entries Manage  Actions Payments Posting Actions Related Fewer options

& Bank Accounts % Dimensions 2, Split Dimensions =2 Payroll Ledger Entries Relations

Line No. 1 Posting Date Document No Account No Description Amount Credit Amount Debit Amo
1 31.01.2023 PALK 31.01.23 8710 Kuupalk 1 800,00 1800
2 31.01.2023  PALK 31.01.23 8710 Kuupalk 200,00 200
3 31122022  PALK 31.12.22 8710 Kuupalk 2 000,00 2 000
B 30.11.2022  PALK 30.11.22 8710 Kuupalk 2 000,00 2000
5 31.102022  PALK 31.10.22 8710 Kuupalk 2 000,00 2 000

Search + New @REdtUst 3 Delete

-+ Employes i 01012024 PROJEXTI s ULESANNEY -

Allocated entries in the PAYROLL G/L JOURNAL are posted to the GENERAL LEDGER, and the
distribution is not saved on the PAYROLL LEDGER ENTRIES. In the HRM4Baltics solution, entries with
the original dimension values are displayed.

4.6.3.3. Creating Bank Payment File and Posting Payments to G/L.

To post payments from the PAYROLL LEDGER ENTRIES to G/L (General Ledger):

1. Open HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/TASKS/JOURNALS/PAYROLL
GENERAL JOURNAL WORKSHEET with the type set to PAYMENTS.

2. Toadd PAYROLL entries to the worksheet, click on the ribbon menu ENTRIES/GET ENTRIES.

3. Inthe opened PAYROLL LEDGER ENTRIES window, you will be presented with PAYROLL
LEDGER ENTRIES related to G/L accounts for posting.

4. Filter into the window only those PAYROLL LEDGER ENTRIES that you want to pay out in G/L
and post to G/L accounts and click OK. All entries in the PAYROLL LEDGER ENTRIES window
will be added to the PAYROLL G/L JOURNAL worksheet.

5. If desired, you can delete rows on the PAYROLL G/L JOURNAL worksheet by selecting the
corresponding rows and clicking on the ribbon menu MANAGE/DELETE.

6. You can also add additional payroll entries to the worksheet using the button ENTRIES/GET
ENTRIES.

7. If you want to change the PAYMENT DATE or the POSTING DATE of the G/L entry, click on the
ribbon menu ENTRIES/CHANGE DATE. All entries on the PAYROLL G/L JOURNAL worksheet will
have their POSTING DATE modified.

Payroll General fournal (HRM4Baltics)

Batch Name MAKSED

Entries Manage Actions Payments Posting Actions Related Fewer optipns

74 Get Entries m Change Date i Add Reference Numbers
Posting Date  Document No Account N Description Amount Credit Amount Debit Amount

1 ;26012023 PALK 26,0123 3630 Vahevaljamaks 203316 203316 203316

2 26012023 PALK 26.01.23 3630 Vahevaljamaks 24354 24354 243,54

ERP / HRM. CRM
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The modification of the POSTING DATE of payroll entries is not only done on the open PAYROLL
G/L JOURNAL worksheet but also directly on the POSTING DATE fields of the corresponding
entries brought to the PAYROLL G/L JOURNAL worksheet.
Note: Once the POSTING DATE has been changed, it cannot be undone or reversed. However, you can
use the functionality to CHANGE THE DATE multiple times.

8. You can add a reference number to the entries if necessary. The reference number is found
on the VENDOR CARD associated with the EMPLOYEE CARD. If the vendor card is created
directly from the employee card, the employee's personal identification code is automatically
added as the reference number, followed by an additional check number. To add a reference
number to the payment, use the ribbon menu button ENTRIES/ADD REFERENCE NUMBERS.

9. You can also add a BIC/SWIFT code to the payment file. For this, the code must be configured
at BANK ACCOUNTS/fast tab TRANSFER/ field SWIFT CODE.

10. To create a payment file, click on the ribbon menu button PAYMENTS/BANK TRANSFER.

In the opened PAYMENTS window, in the field TRANSFER DESCRIPTION, enter text that will go into
the bank file as an explanation. The entered text will be added to all payment lines. If a DEFAULT
PAYMENT DESCRIPTION has been added to the employee or receivable, it will not be automatically
overwritten by the text added to the field TRANSFER DESCRIPTION.

Different default descriptions can be configured, which can be selected from the drop-down menu
on the field. To set a default description, open the drop-down menu on the field and click NEW at the
bottom. Enter a new transfer description and click OK.

The PAYMENT AMOUNT field displays the total amount to be paid with the transfer.

11. To create the payment file, click on one of the icons in the ribbon menu:
ESTONIAN SEPA PAYMENTS
ESTONIAN SEPA MULTIPLE PAYMENTS

Payroll General Journal (HRM4Baltics)

Batch Name MAKSED

Entries Manage Actions Payments Posting Actions Related Fewer options

E2 Bank Transfer

Line No. 1 Posting Date Document No Account No Description Amount
1 26.01.2023  PALK 26.01.23 3630 Vahevaljamaks 2 033,16
2 i 26012023 PALK26.01.23 3630 Vaheviljamaks 243,54

Bank Payments (HRM4Baltics)

Salary jaanuar 2023 o 227670

26.01.2023

1 Estonia SEPA Payment 3 Estonia SEPA Multiple Payment

Swed = Salary jaanuar 2023 2276,70

Swed Anti Loop Anti Loop EE093SA098... Satary jasnuar 2023 221870

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee
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A payroll bank payment XML file can also be created in a specially agreed-upon payroll file format
between banks, in which case a special keyword SALA is added to the file. For this, a mark must be
added to the field USE SEPA PAYMENT FORMAT ON PAYROLL in the PAYROLL SETUP fast tab under
NUMBERS.

12. Choose an appropriate location to save the file, from where you can later upload it to the
bank. The creation of the payment file was also registered in the PAYROLL REGISTER. By
clicking on the text displayed in the column ENTRIES of the row in the PAYROLL REGISTER at
the location HISTORY/PAYROLL REGISTER, you can open the created XML export file.

Mulliklubi MTU t Task

Views

all 165 Bank Transfer  Swed E MERILY

¢ 164 Calculation T000%. Tooaeg Ja 106tasud koos pu._ 26 YLLEK

Pres

1 YLLEK
T0009: Todaeg ja 100tasud koos pu.. Deleted YLLEK

Deleted YLLEK

Preemia 1 YLLEK

13. To post payroll payments to the G/L in the Business Central financial module, click on the
ribbon menu PAYROLL G/L JOURNAL WORKSHEET/POSTING/POST.

Batch Name MAKSED
Entries Manage Actions Payments Posting Actions Refated
Currency
ent N A
1 : 26012023 PALK 26.01.23 3630 Vahevaljamaks 2033,16 203316 203316
2 26012023 PALK 260123 3630 Vahevaljamaks 243,54 24354 243,54

@ Do you want to post the payroll entries ?

Yes No

4.6.4. WAGE CHANGE JOURNAL

Salary Journal is utilized for mass changes in employee salaries. When making modifications, the
following types can be employed:

Percentage

Add Amount
Fixed Amount
Manual Amount
Zero Amount
By Structure

e
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The journal can be accessed from the location:
ROLE CENTER / ACTIONS /JOURNALS / SALARY JOURNAL

Ulle AS Lists Tasks Documents Archive Menu =
Employees Registers Tax Declarations  Holiday Schedule Employees Contracts
Info Types Payroll Entries  Absences Working Schedules  Employees Salaries
Payroll Accounts  Analysis Views  Sick Leaves List Notifications Non-Residents
Actions
> Setup > Calculation [ State Reports E salary Reports E Absence Repc
> Journals Overviews [ statistic Reports 5 Employee Reports & All Companie

I Payroll Journal

[ Absence Journal

G/L Journal

&= salary Journal

20

Similar to other journals, the Salary Journal allows configuration of journal worksheets. Various
default filters can be set on these worksheets. There is no limit to the number of worksheets that can
be configured. To configure worksheets, you can enter SALAY JOURNAL in the search window and
choose the link SALARY JOURNAL BATCHES from the provided options.

Tell me what you want to do 7 K

salaryjourrl

On current page (Payroll Role Center)

= Salary Journal

l Go to Pages and Tasks

> Salary Change Journal (HRM4Baltics) Tasks

> Salary Change Journal Batches (HRM4Baltics) Administration

In the opened list, you can describe the new worksheet settings or modify existing ones.

ERP / HRM CRM/ BI
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Salary Change Journal Batches (HRM4Baltics) v Saved =
O Search -t New B Edit List [i] Delete 2 ¥ =
Salary
Filtering
Code 1 Description Employees Filters Method Salary Period
- TLN :  Tallinna té6tajad VERSION(1) SORTING(Field1) WHER... With Salary
TUNNITASU... Tunnitasulised VERSION(1) SORTING(Field1) WHER... All
VAIKIMISI Vaikimisi todleht All
Field Explanation
Code Enter the code for the worksheet.

Description | Provide a description corresponding to the worksheet code.

Employees | Filters can be applied to determine which employee data is included in the

Filters worksheet. For example, you can specify that the worksheet should include rows for
employees with an ACTIVE status and a workplace address code of TLN.

Employees 7 X

Filter: Employees

Status Active

Workstation Code TIN

Filter totals by

“ Cancel

To add a filter, click the arrow at the end of the filter field and choose an appropriate
filter from the dropdown menu. If no filters are configured on the worksheet, all
employees of the company will be included in the journal.

Salary An additional filter for further employee filtering.
Filtering ALL: Include all employees in the worksheet, regardless of salary type.
Method WITH SALARY: Include only those employees whose salary type matches the

selection in the journal field SALARY TYPE.

NO CHANGE: Include employees whose wage has not changed. The change
period is added to the SALARY PERIOD column. This option works only in
conjunction with the SALARY PERIOD field.

Salary This field is configured only when the type of NO CHANGE is selected in the previous
Period column. By entering '3M'in the field, employees whose salary has not changed in the
last 3 months will be filtered out.

To use the SALARY JOURNAL open the journal from the ROLE CENTER and select a suitable worksheet
from the BATCH NAME field. Fill in the fields in the journal header. To add employees to the
worksheet and calculate changes, press the CALCULATE LINES button.

e
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ADOS
1001
T004

010

012 Mari Muraka

017
1355

TRI-0167
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TIN alacy Type TASU_KUUPALK 13 243,22

Percentage 14 567,54

Monthly salary change 01.02 2024 Amount 10,00 132432

2 TASUKUUPA. 01012022 31012024

TASU KUUPA_. 14 11,2022

TASU_KUUPA... 0109
) TASU_KUUPA 072001 31012024 )00 Kuupalk. paeva)
TASU_KUUPA.. 0101 1.01.2024

D TASU_KUUPA.. 0101.20

1 TASU_KUUPA

2 TASU_KUUPA,. 10012023

Field Explanation
Batch
Name Displays the selected worksheet identifier.
Enter the effective date for the new wage. The date will be shown in the journal
rows in the NEW FROM DATE column, and based on this, the end date of validity for
Date the previous wage is added to the OLD TO DATE column.
Enter text saved after the wage change in the employee's wage list in the
DESCRIPTION column. The text is also displayed in the journal rows in the NEW
Description | DESCRIPTION column.
Choose the SALARY TYPE to be changed/added/nullified from the drop-down list.
If the journal page setting is SALARY FILTERING MEETHOD -> WITH SALARY, only
employees with the selected salary type are added to the journal rows.
If the setting is ALL, all employees who meet other configured filters are added to
the lines, and in this case, you can add the corresponding salary type to the
employee. Employees who did not have the previously selected salary type are not
Salary Type | displayed with the previous salary type amounts and effective dates.
Options:
PERCENTAGE — Enter the percentage by which the wage will change. You can
enter a negative percentage if the wage decreases.
ADD AMOUNT — Enter the amount by which the wage will change. You can
enter a negative amount if the wage decreases.
NEW AMOUNT — Enter the new wage tariff/amount.
MANUAL AMOUNT — Manually enter the new wage on the rows.
ZERO AMOUNT — The wage is not intended to change; the current valid
Amount wages are nullified.
Type
Amount Depending on the previous selection, enter either the percentage or the amount.
Previous Displays the total of the employees' previous wages calculated on the journal
Amount worksheet.
New Displays the total of the employees' upcoming wages calculated on the journal
Amount worksheet.
Difference | Displays the difference between the previous and upcoming total wages.

e

2020  TASUKUUPA.. 06072022 1.01.2024 100 83334 | Kuupalk pevapst
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In the rows of included employees in the journal, you can see the employees' previous wage amount
along with validity periods. The column OLD TO DATE is automatically filled by the program based on
the date entered in the journal header under the field DATE, which is the effective date for the new
wage. The column NEW TO DATE allows the user to manually enter the end date of validity for the
new wage if desired.

Additionally, users can change the dimensions of employees' wages on the rows. By default, the
employee's default dimensions are added to the new wages. By removing the checkmark from the
NEW DEFAULT DIMENSIONS column, users can change the dimension codes in the dimension
columns.

If necessary, users can further filter the calculated employees on the rows by adding a standard filter
from Business Central.

Manage

Filters

To register the new wages for the displayed employees, press the POST CHANGES button. This action
will clear the rows in the journal, and a new wage line will be saved to the SALARIES subcard under

the EMPLOYEE CARD.
Employee Salaries (HRM4Baltics) Search -+ New % Edit List il Delete Actions
tigrupg
TASU_KUUPALK 01.02.2024 1100 0,00 Monthly salary change 01.02.2 SPETSIALIST  KILETAMINE /]
» TASU_KUUPALK : 01.01.2022 31.01.2024 1000 0,00 Kuupalk, paevapdhine arv... SPETSIALIST KILETAMINE /]

4.7. Actions

4.7.1. EXPORTING WORK REGISTRY CSV FILE

Data to the e-Tax Board's Work Registry information system can be transmitted through an
automatic data exchange interface over X-Road or by importing a CSV file in the required format on
the e-Tax Board's website within the Work Registry information system. This file can be created in
the HRM4Baltics module. Detailed instructions can be found in the section on Creating the Work
Registry CSV file.

4.7.2. SENDING PAY SLIP

PAY SLIP can be sent individually or all at once. This can be done in printed form or by sending them
to the email addresses entered in the EMPLOYEE ADDRESSES AND CONTACTS fast tab on the
EMPLOYEE CARD or to portal.

Salary Reports are transmitted in PDF format and are not encrypted.

e
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To send SALARY REPORTS, you need to make the necessary settings in the PAYROLL SETUP window,
under the PAY SLIP SETUP fast tab.

The employee's email address to which the SALARY REPORT is sent is determined on the EMPLOYEE
CARD, under the EMPLOYEE ADDRESSES AND CONTACTS fast tab.

You can initiate the sending of salary reports from the following locations:

HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/TASKS/SEND SALARY REPORT
HOME/TASKS/SEND SALARY REPORT
HOME/TASKS/PAYROLL CALCULARION/ REPORT/SEND PAYROLL REPORTS

In the EMAIL BODY fast tab, enter the desired text. You can also use the text automatically
inserted from the default settings of the salary notice.

On the EMPLOYEE fast tab, select the employee(s) to whom you want to send the salary
notice.

On the FILTER TOTALS BY fast tab, select the period(s) of the salary notice(s) to be sent.

Ulle AS Lists Tasks Documents Archive Menu =

Payroll Calculation  Absence Journal Send Salary Report Payroll Entries Excel Export
Working Schedule  Payroll General Journal Clearance Form Payroll Deletion

Payroll Journal Working Schedule Export  Employee Textfile Export
Actions

> Setup > Calculation El state Reports 5| Salary Reports El Absence Reports
> Journals El overviews B statistic Reports B Employee Reports B Al Companies

Payroll Calculation

Calculation VAOB W [ises ' Accounting period 72023~12
Description ‘Tbéaeg ja tootasud koos puudumistega (T' Payment period 2024-01
Accounting Date 31.12.2023 = Calculation period .202342
Payment date 04.01.2024 = v

Calculation  Journals Report History

F& Open Salary Report & Send Payroll Reports F2 Open Register Salary Report i Send Register Salary Report

yees Manage

ERP / HRM CRM/ BI
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Send Salary Report 7 X

>

Sending Type E-mail

e-mail body

Hello

I will send you the pay slip

All the best

Heli Kopter

Filter: Employee (HRM4Baltics)

< No

< Osakond | Tase No v
< Default E-mail Type
* Status

T Filter

Filter totals by

% Calculation Filter 2023-12 24

¥ Ronictar Emnlnvaac Eiltar

Schedule... ‘ ‘ OK ‘ ' Cancel ’
4.7.3. CONVEYANCE AND RETURN REPORT FOR ASSETS

The CONVEYANCE AND RETURN REPORT can be created from the EMPLOYEE ASSETS list using the
icons CONVEYANCE OF ASSETS and/or RETURN OF ASSETS on the ribbon menu.

Field on the reports:
DATE — the date displayed on the report
REPORT TYPE —whether to create a transfer report or an acceptance report.

Options are:

o ISSUE

o RETURN
REPORT NAME — allows you to enter the name of the document displayed in the report
header.

ISSUER — allows you to choose from the EMPLOYEES LIST field the employee whose
information is displayed on the report/sheet as the ISSUER.
RECEIVER — allows you to choose from the EMPLOYEES LIST field the employee whose
information is displayed on the report/sheet as the RECEIVER.

On the EMPLOYEE ASSETS fast tab of the report selection window, make the following selections:
EMPLOYEE NO — choose the employee for whom you are preparing the report from the

EMPLOYEES LIST field.
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FROM DATE / TO DATE — enter the date range for which you want to display the employee's
asset information in the report.

4.7.4. CLEARANCE FORM

To create the content of the CLEARANCE FORM report, it is necessary to preset the corresponding
templates.
The CLEARANCE FORM report can be created from the following locations:

From the ribbon menu of the EMPLOYEE ASSETS list, select CLEARANCE FORM.
From the location HOME/MENU/PAYROLL AND HUMAN RESOURCE
365MENU/TASKS/ACTIONS/ CLEARANCE FORM.

Make the following selections:
DATE — enter the date displayed on the report.
TEMPLATE TYPE — choose the pre-set template for the report from the drop-down menu.
REPORT NAME — enter the name of the document displayed in the report header.
SHOW ASSETS — mark the field if you want to include employee asset information in the
report.

On the EMPLOYEE ASSETS fast tab, make the following selections:
EMPLOYEE NO — choose the employee for whom you are preparing the report from the
EMPLOYEES LIST field.
FROM DATE / TO DATE — enter the date range for which you want to display the employee's
asset information in the report.

4.7.5. DELETION OF PERSONAL DATA

After the termination of an employee's employment, the employer must first delete personal data
that does not require retention. After the expiration of the retention periods for the employment
contract and other documents related to the employee, all employee data must be deleted.

To delete employee data, the following settings must be made:
5. Describe deletion packages.
6. Add tables related to employee data to the package.
7. Configure deletion rules for tables and their fields.

4.7.5.1. Configuration of Deletion Packages
To simplify the deletion of data, different deletion packages for personal data can be configured. The
configuration can be accessed from the location:

HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ADMINISTRATION/EMPLOYEE GENERAL
INFORMATION/PAYROLL DELETION

% Edit List Jolete  Setup  Deletion Actions  Related

> 04 Employee deletion 1 w v deleted %1

Field Explanation
Code Enter the symbol for the package.
Description | Provide a description corresponding to the package code.

e
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Tables Displays the number of tables selected for deletion in the package. To add tables to the
package, click on the TABLES button on the ribbon. Clicking the button opens the DELETION
TABLES window. To automatically add all tables related to employees to the package, use
the ADD button on the ribbon.

For more detailed setup of the tables, see SETUP FOR THE TABLES AND FIELDS IN THE

DELETION PACKAGE.
Employee | You can add filters for employees included in the package. Clicking on the field opens the
filter EMPLOYEE LIST, where you can add necessary values to narrow down the selection.

For example, include only those employees in the list whose card is LOCKED and who have
the status TERMINATED to exclude the deletion of data for ACT/IVE employees.

Minimum Includes a date formula limiting the selection of employees to be included in the list of

Years deletable employees.

(from Example:

leaving) 1Y - includes only those employees whose termination occurred at least 1 year
ago.
7Y - includes only those employees whose termination occurred at least 7 years
ago.

Maximum | Includes a date formula limiting the selection of employees to be included in the list of

Years deletable employees.
(from
leaving) Example:
1Y - includes only those employees whose termination occurred no more than 1
year ago.
7Y - includes only those employees whose termination occurred no more than 7
years ago.
Deletion Enter text to be added to fields where employee data is deleted. In the field deletion, you
Text mark field ADD DELETION TEXT column, specifying which fields the text is added to.

Deletion text is added only to text-type fields; date-type fields cannot have text added.

Payroll Deletion Fields v Saved

O Search -~ New i Edit List il Delete

Delete Employ User Part of Deletion
Field No. T Fleld Name Fleld Relatior Relation Key Text

Code

Due Date Calculation
Discount Date Calculation
Discount %

Description

o U b W =

Calc. Pmt. Disc. on Cr. Memos

By using the %1 placeholder in the configuration, the deletion date is added to the text.
Example:
"USER MARY DELETED %1" becomes "USER MARY DELETED 27.04.18".

e
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Aadress

Aadress: |Mari kustutas 27.04.18 I

Aadress 2: lMari kustutas 27.04.18 |

Postiindeks/asula: ‘ v ’

Asula: [Mari kustutas 27.04.18 vl

Maakond: [Mari kustutas 27.04.18 v|

Riigi tahis: ] vl
Delete When the marker is added, it deletes the employee's BUSINESS CENTRAL USER ID from all
Usernames | entries.
Delete When the marker is added, it deletes the name of the EMPLOYEE DIMENSION value from
Dimension | Business Central finance. The dimension number/symbol is retained.
Value
Names

4.7.5.2. Configuring Tables and Fields in the Deletion Package

To add tables to the deletion package and configure fields in the tables, click on the TABLES button on
the deletion package list ribbon. In the opened TABLE DELETION window, use the ADD button on the
ribbon to automatically add all tables related to employee data.

& Edit

List Delute Add

24002010

24002074 HRM4Baltcs)

24002016 Status

24002017

Employee Parameters

Field Explanation

Table No Displays the number of the table associated with employee data.

Tale Name Shows the name of the table.

Employee A marker in this field signifies that the table has a direct relationship with the
Relation employee card. This is an informative column, and the marker is added

automatically; users cannot remove it.

User Relation

A marker in this field signifies that the table has a direct relationship with the
BUSINESS CENTRAL USER ID. This is an informative column, and the marker is
added automatically; users cannot remove it.

Deletion Type

Selects whether to delete all data in the table or specific field data.
Options:
FIELDS: Selects fields whose data needs to be deleted. To choose fields,
use the "FIELDS" button on the ribbon.
RECORD: Deletes all data in the table.
EMPTY: Does not delete any data in the table.

e
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To delete data specifically in certain fields, you need to choose the FIELDS option in the DELETION
TYPE column in the list of tables and then click the FIELDS button on the ribbon. This will open the
PAYROLL DELETION FIELDS window.

Payroll Deletion Fields ‘Saved o
O Search - New  E¥ Edit List [il Delete 2 Y =
Add
Delete Employ User Part of Deletion
Field No. 1 Field Name Field Relation Relation Key Text
2 Name
3 No. of Employees
20 Name (English)
170 External Update
301 Total No. of Employees
320 Allowed No. of Employees Absence
700 Dimension Value
701 Manager No.
720 Default Working Schedule Group
10000 Employees
10001 Absences
20000 Locked
20001 Sort No.
Field Explanation
Field No. Displays the number of the field in the table.

Field Name Displays the name of the field.

Delete Field | Adds a marker if you want to delete the data in that field.

Employee Displays a marker if the field is related to the employee. This is an informative
Relation column, and the marker is added automatically. Users cannot remove it.

User relation

Displays a marker if the field is related to the BUSINESS CENTRAL USER ID. This is an
informative column, and the marker is added automatically. Users cannot remove
it.

Part of Key Displays a marker if the field is a key field, and deleting it is not allowed. This is an
informative column, and the marker is added automatically. Users cannot remove
it.

Add Deletion | When this marker is added, the description from the DELETION TEXT column in the

Text DELETION PACKAGE configuration will replace the deleted data.

4.7.5.3. Employee data deletion

To delete employee data, navigate to:
HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ACTIONS/PAYROLL DELETION

or

HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ADMINTISTRATION/EMPLOYEE GENERAL
INFORMATION/PAYROLL DELETION

e
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In the opened window, select the previously configured package, and click the DELETION-> DELETE
EMPLOYEE DATA button on the ribbon. This will display a list of employees who meet the criteria set
in the selected package (EMPLOYEE FILTER, MIN YEARS FROM LEAVING, MAX YEARS FROM LEAVING).

h T New 2 Edit List Delete Setup Deletion Actions Related

> M4 :  Employee deletion 207  VERSION(1) SORTING(Field1) WHERE(Field39.. W 1A 4 deleted %1

Field Explanation

Terminated Years | Displays the time that has passed since the termination of the employee's
employment.

Last Deletion Code | Shows the deletion package marker that was last used when deleting the
respective employee's data.

Deletion Log When data is deleted, the column is updated with the package marker and
description. Clicking on it opens the deletion log.

45999

........

To delete the data of one employee from the list, you should click on the DELETE ONE EMPLOYEE
button in the ribbon menu. If you want to delete the data of all employees in the list, you should click
on the DELETE MULTIPLE EMPLOYEES button.

After the deletion of data, the LAST DELETION CODE column is updated with the marker of the
package that was last used for deleting the respective employee's data. The DELETION LOG column is
also updated with the package marker, deletion date, and time. The fields in the employee's data
that were configured to be deleted are emptied and/or replaced with the text specified in the
DELETION TEXT column of the package configuration window.

4.7.6. EMPLOYEE SALARY MASS CHANGE

Before opening the salary change window, it is advisable to filter out those employees in the
EMPLOYEE LIST whose salaries you want to modify. You can use the filter panel or quick filter by
right-clicking and filtering based on the desired value.

To make mass salary changes, open the EMPLOYEE LIST ribbon menu tab ACTIONS-> BULK CHANGE
OF SALARIE. In the opened window, you can specify the operation you want to perform, the effective
date, and the type of salary change you wish to make.

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee
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Bulk Change Of Salary (HRM4Baltics) 7 X

TASU_KUUPALK
01.02.2024 i

Add new and close old fees

1 500,00

Amount

Filter: Employee (HRM4Baltics)

T0016
Blocked No :
Fi totals b
Filter ".01.02.24
To Filt “101.02.24
Aonth Fror 29.02.24
Manth To Filte 01.02.24.
Schedule... OK Cancel
Field Explanation
Salary No Opens the list of SALARY TYPES, where you can choose the type of salary to
be modified, added, or deleted.
Date Enter the date of the change.
When adding or modifying salary, this is the effective date of the
new salary.
When ending existing salaries, this is the date of the termination of
the salaries.
When reopening old salaries, this is the date as of which the salaries
are terminated.
Change Type Choose the type of change:
ADD NEW AND END OLD FEES: Add new salary lines to all selected
employees in the filter and end the old ones.
ONLY ADD NEW FEES: Add a new salary to all selected employees in
the filter; existing salaries of the same type are not terminated.
ONLY END OLD FEES: Terminate the currently effective selected
salary type for all employees in the filter, starting from the entered
date.
REOPEN OLD FEES: Reopen previously closed salaries for all selected
employees in the filter.
DELETE OLD FEES: Delete selected salary types for all employees in
the filter.
Amount Enter the amount according to the selection in the next field, AMOUNT TYPE
Amount Type | Choose one of the following:
AMOUNT: Enter the specific amount, e.g., 1500.

e
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PERCENTAGE: Enter the percentage of change, e.g., 10.

CHANGE: Enter the specific change amount; for example, if the
salary increases by 2 euros, enter 2, and all selected employees in
the filter will have 2 euros added to their current salary.

To execute the salary changes after making the selections, press the OK button.

4.7.7. PRINTING CONTRACTS BASED ON TEMPLATES

Printing a contract is done from the EMPLOYEE CARD. On the EMPLOYEE CARD ribbon menu, choose
RELATED/CONTRACT/PRINT CONTRACT.

Payroll Select Contract Template Search New W Ecit List = Create Contract Actions

Save Propeties

LEPING

+  leping 09.12.2021 1620 MERILINAUL
20042021 1245 MERILUNAUL

Sisseehitatud kupundus koopia 20.04.2021 1207 MERILINAUL

In the opened window, you can choose a suitable contract template or another document template
and press the ribbon menu button CREATE CONTRACT. The view of the employee's contract lines will
open, where you need to select the contract line whose data you want to print on the template.
Then, to obtain a Word document, choose SEND TO/MICROSOFT WORD DOCUMENT in the bottom
left.

Payroll Create Contract 7 X

Printer (Handled by the browser)

Filter: Employee Banks

Filter totals by

T Filter

Advanced >

Print Preview & Close Cancel

The generated contract can also be saved immediately on the EMPLOYEE CARD subcard CONTRACTS
for the selected contract line. To do this, in the list of contract templates, mark the field SAVE TO
CONTRACT and choose the file format for saving from the field FILE TYPE. It is also possible to save
the generated contract in the employee's files list by activating the SAVE TO EMPLOYEE FILES marker.

e
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T012 - Mari Murakas

Employee Contracts (HRM4Baltics) O Search —+ New 8% Edit List [¥ Delete FE Generate Working Plan F® Working Plans & Structure Opti
Working Contract
Register |D Export Date Job Description Job Title (English) Date Attachment Name L
12345 Palga- ja personali dokumentide... Accountant 01.09.2019  Contract TL1020.docx
12345 - 05.01.2022 | _

- 12345 " Consignee 05.01.2022 I Addendum TL1020-4.docx |

If a contract template has already been saved for the contract line, when creating and saving a new
template, the program will notify you, and you will have the option to replace the existing file.

Contract Mari Murakas for TL1020-4 already has attachment,
Do You want to replace it?

Yes | No

5. Reports and Analysis

5.1 Payroll Analysis

PAYROLL ANALYSES are configurable analyses within the program. The following types of analyses
can be configured:

EMPLOYEES BY CALCULATIONS

EMPLOYEES BY ACCOUNTS

ACCOUNTS BY PERIODS

ACCOUNTS BY DIMENSIONS

COMPANIES BY ACCOUNTS

PAYROLL ENTRIES

EXCEL REPORT

Pre-configured PAYROLL ANALYSES can be accessed and new ones can be created at the following
location:

HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/REPORTS AND ANALYSES/PAYROLL
ANALYSES VIEW

Or

on the role center menu bar, ANALYSIS VIEWS.

ERP / HRM. CRM
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Ulle AS t k
) c ful Er t ms List hildr pl t
ype: edu! alth mpl
A ) ' mpl i
Analysis Views: Al O Search -+ New Delete T editlist B Show Accounts 2. Lines Setup > SN
6 KUUD kP Arvutuse kontrofl 6-kuu keskm, kalendripa . Employees by C
b XUUD TP Arvutuse kontroll, 6-kuu keskm. 180paeva a_. Employees by C
Tasud dimensioonide |6ékes Accounts by Di 1.dimension 2 dimension
Exceli vaade Employees by C
HAIGUS Haigushavitised kantroll (70%} Employees by C
KANDED :  Palgakanded Payroll Entries
OOND K ig (alati pak perioodi... E by Ac LOEND
Koond Ule ettevitete Companies by A VERSION(1) SORTING(Field1) WHERE(Field8«=
Uus vaade Payroll Entries
PER Tasud petioodide Kikes Accounts by Pei
HSALDO Puhkusekohustus - saadaolev jaik (paring-. Employees by C

By selecting a row in the ANALYSIS VIEWS list and pressing the ribbon menu FORMULAS or
ACCOUNTS or LINES SETUP, you can modify the settings of the corresponding PAYROLL ANALYSIS. The
options displayed in the ribbon menu depend on the type of payroll analysis.

To open an active payroll analysis, press the SHOW button on the ribbon menu.

By clicking on the number displayed in the results view of the payroll analysis (in case you are using
the PAYROLL ANALYSIS type EMPLOYEES BY CALCULATIONS), the included PAYROLL ACCOUNTS and
their balances are opened. By then clicking on the number displayed in the SUM column of the
opened window, the corresponding PAYROLL LEDGER ENTRIES are opened.

(alati i ioodi jargi) Yidte zero line ©
s Fil
i

G Send 10 Excel Send to Approval

0015 Maire Aunasts 4 = 528438

10016 Palle Kamm _ ‘

T0017 Garibaldi Pommer . 149005 100,49 = = S
002 Kati Korula-Karu ; 15 055,16 293628 345246 760.38 17084
1003 Kalle Tamm 38 HARMET BATH = 19 470,95 13161 = 1 196,06

T004 Olga Ruusia 38 37 = 417893 672 = 137125

ger Kruiov 88 4§ 3

T006 Prat-Jaan Pedanik 188,89 1722014 2958

1007 Tanel Kaupmees . ~ . ~ N 10 456,13 300 _

008 Elar Péidmaa _ 693451 36248 _ 21,15

In analysis views, various filters can be applied depending on the type of analysis view, such as
ACCOUNTING FILTER, PAYMENT FILTER, CALCULATION FILTER, EMPLOYEE FILTER, and DIMENSION
FILTERS. Applying a filter limits the displayed data in the analysis view according to the entered filter
value. For example, to obtain a consolidated payslip, it is necessary to always enter the CALCULATION
filter. For the TSD control report, the PAYMENT filter should be used.

To create a new payroll analysis view, use the NEW button on the analysis list ribbon menu.
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Analysis Views:

No. t

6 KUUD KP
6 KUUD TP
DIM

EXCEL
HAIGUS
KANDED
KOOND

KOOND YLE

All

/D Search

Name

Arvutuse kontroll 6-kuu keskm. kalendri...

Arvutuse kontroll, 6-kuu keskm. téopae...

Tasud dimensioonide |6ikes
Exceli vaade
Haigushivitised kontroll (70%)

Palgakanded

Koondpalgaleht (alati palgateatise perio...

Koond iile ettevotete

[l Delete
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B Edit List  E&, Show

Type

Employees by Calculations
Employees by Calculations
Accounts by Dimensions
Employees by Calculations
Employees by Calculations
Payroll Entries

Employees by Accounts

Companies bv Accounts

El Accounts

Default
Dmension 1

1.dimension

Default
Dmension 2

2.dimension

On the blank row, describe the NO and NAME, and choose the type of view to be configured.

Analysis Views

O sSearch —+ New

No. t

6 KUUD KP
6 KUUD TP
bDIM

EXCEL
HAIGUS
KANDED

B¥ Edit List [0 Delete

Name Type
Arvutuse kontroll 6-kuu keskm...
Arvutuse kontroll, 6-kuu kesk...
Tasud dimensioonide |6ikes
Exceli vaade

Haigushuvitised kontroll (70%)
Palgakanded

?a Show

Accounts by Dimensions

5 Formulas

Default
Dmension 1

Employees by Calculati...

Employees by Calculati...

Employees by Calculati...
Employees by Calculati...

Payroll Entries

- | NEW

v Employees by Calculations

KOOND
KOOND_YLE
PALGAKAN...
PER
PUHSALDO
RESERV
TASU_VM
TASULIIGID

TreT

Koondpalgaleht (alati palgatea

Koond iile ettevotete

Employees by Accounts
Accounts by Period

Accounts by Dimensions

Uus vaade

Companies by Accounts

Tasud perioodide |6ikes
Puhkusekohustus - saadaolev j
Puhkusereserv (alati arvestusp...
Tasud ja valjamaks

Tasuliikide ilevaade

TRRdalada bncid caclaadidas

Payroll Entries
Excel Report
Employees by Accounts

Payroll Entries

Employees by Accounts

1.dimension

Not saved

Default
Dmension 2

2.dimension

N

N

4

il

<

Employees Filters

VERSION(1) SORTIN

Next, configure the FORMULAS, ACCOUNTS, and LINE SETUP for the analysis, depending on the type
of analysis view. For more information on configuration, refer to ADMINISTRATION->REPORTS-
>PAYROLL ANALYSIS VIEWS.

5.1.1. PAYROLL ANALYSIS EXCEL VIEWS

To export the analysis results to Excel, use the OPEN IN EXCEL button on the results window ribbon
menu. In Excel, all fields and columns displayed in the analysis window are sent, including filter fields,
whether you have used filters or not. The first column in Excel always displays the name of the

payroll analysis.

ERP / HRM CRM/ BI
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N ., ¢ o P ¥ G " \ X ™ N o 5 0 A
v] . . Ty {v | | v iv 3 i i Ve id v "™~} |~ of o v [~

Koondpalgiet (et FALSE 200341 200337 200311 x = T o

Koondpalgaeht (aati | FALSE 202311 202312 202311 ADOT  Wolger Kusgsur 536 59

Koondpalgaent alatl ) FALSE 202341 202342 202311 AD02  Ksldar Kuldar K

Koondpalgaleht (atat) | FALSE 02311 202312 202311 AD03  Mannes Koosla

Koondpalgsleht (alati | FALSE 202341 202812 202311 ADOS  ibo Paunaste

Koondpalgabeht (wlati | FALSE 202311 202342 202311 001 Karmen Kaks 36 50

Koondpaigateht (alatl | FALSE 202341 202332 202341 0015 Maire Aunaste %0

Koomdpalgalent (ala | FALSE 202311 202312 202311 10016 Palle Kamm

Koondpalgalent (alati | FALSE 02311 202342 200311 10017 Garibaldi Pomm

Koondpalgaeht alati | FALSE 201311 202342 202311 1002 Kati KarutaKan,

Koondpalgweht (Wil | FALSE 202311 202342 202311 ™0)  KalleTamm 58 HARMET BATHAOOM
Koondpalgabent (alatl | FALSE 202331 202342 202311 004 OfgaRuusla 38 57

Coondpalgaleht (alatl | FALSE 02331 203332 202341 005 Jolger Knloviee

Koondpaigaeht alati | FALSE 202311 200312 202311 Y006 Prift-Jaan Pedar

[Koondpalgaiens (atati | FALSE 200311 202312 202311 007 Tanel Kaupemess [ I
Kooodpalgaeht (wlati | FALSE 202311 202342 202311 TOOB  Elwr Pidman

Koondpalgalent (alati)  FALSE 02311 200312 20031 009 Plogit- M Guru L %

In addition to the Excel view described above, it is possible to send results to a pre-configured view
template, where additional data from the employee card and sub-cards can be added to the
columns. The template must be pre-configured and added to the payroll analysis in the EXCEL VIEW
CODE column of the analysis list.

Analysis Views: Al L Search + New 5 Delete B editList & Show Y/ Excel Templates

No. t Name Type Emplayees Filters Excel View Code

6 KUUD kP Arvutuse kontroll 6-kuu keskm. kalendri.., Employees by Calcufations

6 KUUD TP Arvutuse kontroll, 6-kuu keskm, 166pae... Employees by Calculations

DiM Tasud dimensioonide iGikes Accounts by Di 1.d Sion 24d
EXCEL Exceli vaade Employees by Calculations

HAIGUS Haigushavitised kontroll (70%) Employees by Calculations

KANDED Palgakanded Payroll Entries

KOOND Koondpalgaleht (alati palgateatise perio... Employees by Accounts LOEND

To create Excel based on the configured template, use the SEND TO EXCEL button on the ribbon
menu of the analysis results window. In the created Excel, only the fields used in obtaining the results
are included, not all filter fields. Only the values calculated based on formulas/accounts are sent to
Excel from the results columns, and not employee number, name, and other columns. These are
replaced with the columns configured in the template. If no template is added to the analysis, all
result columns are sent to Excel.

A B C 2] E F G H | J K L M
Otle As
dpalgaleht (alati palg: ise perioodi jargi)

Last Name  Name Personal ID  Sex A No. ager Namr Avanss Pdhitasu Preemia+ Lisa Toetused+ kol Puhkus+ Oppe Hivitised Riigi eelarves
Saviauk Holger-Kngur'4571012031! Male T003 Kalle Tamm 0,00 6270,23 148,91 200310,00 1146,57 0,00 0,00
Petersell Pete Kuldar Kuldar"3760304056° Male 0,00 5819,97 630,00 0,00 101,11 0,00 0,00
Koosla Hannes Koosl/3740627034' Male To12 Mari Murakas 0,00 4852,21 786,59 0,00 243,47 0,00 0,00
Paunaste Bilbo Paunast’4910407573; Female T003 Kalle Tamm 0,00 0,00 0,00 0,00 0,00 0,00 0,00
Kaks Karmen Kaks "37010222241 Female T008 Elar P8ldmaa 0,00 17390,61 100997,49 0,00 777,78 0,00 51,64
Aunaste Maire Aunast€d901109222¢ Female T003 Kalle Tamm 0,00 5284,38 0,00 0,00 0,00 0,00 0,00
Kamm Pallekamm 33333333 Male T008 Elar Példmaa 0,00 0,00 0,00 0,00 0,00 0,00 0,00
Pommer Garibaldi Pon"3690505123« Male T008 Elar Pdldmaa 0,00 1490,05 100,45 0,00 0,00 0,00 0,00
KarulaXaru Kati Karula-Ks"4800116035( Female 1313 Olga Polka 0,00 15055,16 2938,28 3452,46 760,38 170,94 908,18
Tamm KalleTamm '3780719423( Male T012 Mari Murakas 0,00 19470,95 131,61 0,00 1196,06 0,00 233,38
Ruusla OlgaRuusla "4820718223Female 1313 Olga Polka 0,00 4178,93 6,72 0,00 1371,25 0,00 0,00
Krudovice Jolger Krusovi'3800811021: Male T003 Kalle Tamm 0,00 5883,33 2448,92 0,00 360,79 0,00 72,25
Pedanik Priit-Jaan Ped"37010222241 Male T003 Kalle Tamm 188,89 17220,14 29,58 0,00 0,00 0,00 0,00
Kaupmees  Tanel Kaupm!‘§750405026’ Male T313 Olga Polka 0,00 10456,13 300,00 0,00 0,00 0,00 91,46
Pdldmaa  Elar P3ldmaa "5021023082: Male 0,00 6934,51 362,48 0,00 321,15 0,00 0,00
Guru Pirgit-Mai Gu'4861212493( Female T008 Elar P8ldmaa 0,00 622,92 682,62 0,00 0,00 0,00 0,00
Vamnd Ciinl ¥amsnnd TAG1AIIN299. Cannnala TT1a Adast Abiivabnn ana 14c40 02 11e€1 o4 anan 117 nnan A an

5.1.2. PAYROLL ANALYSIS SUMMARY PAYSLIP

By using the filters in the results window of the predefined PAYROLL ANALYSIS SUMMARY PAYSLIP in
the PAYROLL AND PERSONNEL standard solution, you can specify the information displayed in the
analysis.

The predefined PAYROLL ANALYSIS SUMMARY PAYSLIP in the standard solution displays information
about wages and taxes per employee based on payroll account payroll entries.

ERP / HRM. CRM
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In the case of this predefined PAYROLL ANALYSIS, it is recommended to use only the CALCULATION
PERIOD as the period filter. In this way, you can compare the analysis results with the information
displayed on employees' PAYSLIPS.

By checking the HIDE ZERO LINES field, only rows with values are displayed in the analysis.

(atati perioodi jargi) MHecse zeco lines [ o]

2023-10

: TOTAL - 2 = = = 4 021,96 300,49 250,05
A002 Kuldar Kuldar Kuldar Kuldar Ku. - 23985

Y0015 Maire Aunaste = -
T0017 Garibaldi Fommer . . _ 92097 10043
140114 250,05
TRI-0155

TRI-023%

Clicking on a number in the PAYROLL ANALYSIS results table (except when using PAYROLL ANALYSIS
type EMPLOYEES BY CALCULATIONS) will open the included PAYROLL ACCOUNTS and their balances.
By then clicking on the balance number in the opened window, the corresponding PAYROLL LEDGER
ENTRIES will be displayed.

To print the results of the PAYROLL ANALYSIS to Excel, select the SEND TO EXCEL button in the results
window.

5.1.3. PAYROLL ANALYSIS RESERVE — VACATION RESERVE

In the HRM4Baltics standard solution, the predefined PAYROLL ANALYSIS RESERVE - VACATION

RESERVE displays information related to an employee's vacation reserve based on PAYROLL ACCOUNT
PAYROLL LEDGER ENTRIES.

By using the filters provided in the results window of this PAYROLL ANALYSIS, you can specify the
information you want to see in a particular case. For the predefined PAYROLL ANALYSIS RESERVE -
VACATION RESERVE in the standard solution, it is recommended to set the ACCOUNTING PERIOD as
the query period.

Checking the HIDE ZERO LINES field will display only rows with values in the analysis.

e
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(alati ioodi jargi) Hide saro line o)
2023-10
at

® d i
TOTAL E S > = 634,83 40 86 851,41 28 644,47 688,64 116 184,52
ADO3 151 = 858 283 007 1148
ADCE Bilbo Paunaste 666 - 78 644 96 2595284 629.16 105 226,96
o Karmen Kaks 4 39 461 1”2 153,06 5051 122 204,79
0015 Maire Aunaste . 78 = 106,58 352 085 4273
0016 Palle Kamm 238 = g
T0017 Garibald Pammer 484 z 89.38 295 or 1196
TO02 Kati Karula-Kary 874 7 14997 4949 12 200,66
T003 Kalle Tamm L) HARMET BATH = 2168 = 281,12 9495 23 38497
004 Olga Ruusha 18 3 2101 187,59 619 15 25099

To print the results of the PAYROLL ANALYSIS to Excel, select the SEND TO EXCEL button in the results
window.

Clicking on a number in the PAYROLL ANALYSIS results table (except when using PAYROLL ANALYSIS
type EMPLOYEES BY CALCULATIONS) will open the included PAYROLL ACCOUNTS and their balances.
By then clicking on the balance number in the opened window, the CORRESPONDING PAYROLL LEDGER
ENTRIES will be displayed.

5.1.4. PAYROLL ANALYSIS PER-PAYMENTS BY PERIODS

In the HRM4Baltics standard solution, the predefined PAYROLL ANALYSIS PER-PAYMENTS BY PERIODS
displays information related to an employee's payments and taxes based on PAYROLL ACCOUNT
PAYROLL LEGDER ENTRIES.

By using the filters provided in the results window of this PAYROLL ANALYSIS, you can specify the
information you want to see in the analysis.
In the TYPE field, you can determine whether the analysis displays information from PAYROLL
ENTRIES based on DATE, ACCOUNTING, PAYMENT, or CALCULATION PERIOD.
In the PERIOD field, you can specify which periods are displayed in the report.
Enter the desired period range in the TYPE field for CALCULATION and in the PERIOD field.
Checking the HIDE ZERO LINES field will display only columns with values in the analysis.

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee
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Tasud perioodide I6ikes fide 2610 fne e

Calculation

202309

21 Pohitasu A7 67593 A7 67593
P12 Preemia+ Lisatasa 1 090,0¢ 1 050
s Toetused+ komp.

P20 Pubkus+ Oppepubkus

P24 ™L

P29 TASUD KOKKU

P32 Tulumaks 44 14804 44 14004
P34 ™

P36 P

P38 Valjamaks 1 131,03 1 131,03
P40 KINNIPIDAMISED KOKXU 3 884,92

Ps0 M 15 457,46

PS1 ETK 169,44 169,44

To print the results of the PAYROLL ANALYSIS to Excel, select the SEND TO EXCEL button in the results
window.

Clicking on a number in the PAYROLL ANALYSIS results table (except when using PAYROLL ANALYSIS
type EMPLOYEES BY CALCULATIONS) will open the included PAYROLL ACCOUNTS and their balances.
By then clicking on the balance number in the opened window, the CORRESPONDING PAYROLL LEDGER
ENTRIES will be displayed.

5.1.5. PAYROLL ANALYSIS HOLIDAY - HOLIDAY ACCOUNTING BASED ON 6-MONTH
AVERAGES

In the HRM4Baltics standard solution, the predefined HOLIDAY - HOLIDAY ACCOUNTING BASED ON 6-
MONTH AVERAGES calculates information related to an employee's holiday based on the averages of
the last 6 months.

The calculations are performed based on the sums of PAYROLL ACCOUNT PAYROLL LEDGER ENTRIES
for the ACCOUNTING PERIOD in relation to the beginning of the analyzed holiday period.

In this PAYROLL ANALYSIS, the sums for the 6 months preceding the ACCOUNTING PERIOD selected in
the report filter are calculated, taking into account national holidays and absences.

The corresponding averages of the 6-month leave balances are then computed based on the sums of
the relevant PAYROLL ACCOUNT PAYROLL LEDGER ENTRIES.

By using the filters provided in the results window of this PAYROLL ANALYSIS, you can specify the
information you want to see in the analysis.

Checking the HIDE ZERO LINES field will display only columns with values in the analysis.
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Anatysis Name Puhkusekohustus - saadaolev jidk (plring-alati jooks...

2024-02

TRI-0165 Priit Pullerits

TRI-0167 Marianne Xomm
TRI-0170 Mati Talv

TRI-0188 Kana Munes
TRI-0192 Sivi Kalmet
TRI-0194 Marko Tamm
TRI-0198 Vella Vaher
TRI-0199 Vello VaherKuztk
TRI-0200 Vello Vaher-Tund
TRI-0201 Vello Vaher-Graafik
TRI-G211 Test Uus-Tootaja
TRI-0220 Paul Pridnik

TRi-0228 Leonard Vann
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2024-02

2024-02

5.1.6. PAYROLL ANALYSIS - ACCRUED holiday BALANCE — ACCRUED LIABILITY — AVAILABLE
BALANCE (QUERY ALWAYS WITH THE STARTING BALANCE OF THE CURRENT YEAR)

In the HRM4Baltics standard solution, the preconfigured ACCRUED HOLIDAY BALANCE — ACCRUED
LIABILITY — AVAILABLE BALANCE (QUERY ALWAYS WITH THE STARTING BALANCE OF THE CURRENT
YEAR) payroll analysis calculates the employee's accrued holiday reserve for the respective calendar

year.

In the columns of the PAYROLL ANALYSIS - ACCRUED HOLIDAY BALANCE — ACCRUED LIABILITY —
AVAILABLE BALANCE (QUERY ALWAYS WITH THE STARTING BALANCE OF THE CURRENT YEAR) report,
the accrued holiday liability balance at the end of the selected calendar month of the chosen

calendar year is displayed.

Calculations are based on the starting balance of the accrued holiday reserve for the selected

calendar year (based on the corresponding payroll entries).

By using the filters provided in this PAYROLL ANALYSIS, you can specify the information you want to

see in the results window.

For this report, you should always select the 1st calendar month of the desired calendar year in the

ACCOUNTING PERIOD filter.

Checking the HIDE ZERO LINES field will display only those rows in the analysis that have values.

Puhkusekohustus - saadaolev j3ak (paring-alati jooks_

2024-01

TRI-0165 Priit Pullerits
TRI-0167 Marianne Xomm
TRI-O170 Mati Talv
TRI-0188 Kana Munes
TRI-0192 Silvi Kaberiet

TRI-0194 Marko Tamm

TRI-0198 Vello Vaher

202402

202402
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5.1.7. PAYROLL ANALYSIS - DIMENSIONAL SALARIES

In case the preconfigured payroll analysis DIM — DIMENSIONAL SALARIES does not have the default
dimensions specified in columns 1. DEFAULT DIMENSION and 2. DEFAULT DIMENSION in the list of
analyses, you must first determine the displayed PAYROLL DIMENSION in the result view for the
analysis rows. To do this, press the three dots next to the name of the desired PAYROLL DIMENSION
field after the filter. Then, the activated PAYROLL DIMENSION name is displayed in the USED
DIMENSION field. If default dimensions are configured, they can be removed from the view by
pressing the three dots after the USED DIMENSION field. After that, you can choose new dimensions
to be applied in the analysis.

Tasud dimensioonide |6ikes

0223
- &
Total of Ametigrupp AMETIGR = = = = = 1039,78 1039,78 = =
IX0001 IX0001 103978 103978
sevand = 5 )78 y
Total of Osakond AMETIGR 1039,78 103978

Teenindusosakond TEENIND.. 103978 103978

Kaevand

After selecting dimensions and periods, press the CALCULATE button in the menu to display the
results of the analysis. The button must be pressed each time after modifying any filter.

In addition to the dimension-based view, employees can be displayed on the analysis rows. To
display employees, there is a field SHOW EMPLOYEES on the filter panel.

To hide the filter panel and expand the results rows across the screen, press the name of the analysis
on the filter panel.

To print the results of the PAYROLL ANALYSIS to Excel, select the OPEN EXCEL or SEND TO EXCEL
button in the results window.

By pressing a number in the result view of the PAYROLL ANALYSIS (except when using THE PAYROLL
ANALYSIS type EMPLOYEES BY CALCULATIONS), the included PAYROLL ACCOUNTS and their balances
are displayed. Pressing the balance number of the PAYROLL ACCOUNT in the opened window reveals
the corresponding PAYROLL LEDGER ENTRIES.

5.1.8. PAYROLL ANALYSIS - PAYROLL ENTRIES

There is no preconfigured standard analysis with this type. The payroll analysis includes data from
payroll accounts and payroll ledger entries, such as posting date, posting status, etc. The data to be
displayed in the analysis view must be configured beforehand (see
ADMINISTRATION/REPORTS/PAYROLL ANALYSIS VIEWS).

When using the payroll analysis type PAYROLL ENTRIES, it is necessary to press the CALCULATE button
after entering the filters. The analysis displays configured accounts as columns and other payroll

e
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entry data as rows. The displayed data in rows can be collapsed and expanded with the arrows on
the left side.

KANDED 2022-01

Palgakanded

| GRAND TOTAL 1000 29 107,68 2816 115400
A001 Holger-Kulgur Saviauk 623 83496
140122 140122
110 Kuupalk
no122 310122 620 83496
1mo Kuupak 620
5010 Tootatud tavatunnid 83496
002 Kati Karulo-Karu 904,76 152 9524
310122 310122 904,76 152 9524
"o Kuupak 904,76

1420 Puhlusetasu %214

The analysis can be filtered based on various values such as employee filter, accounting period, date,
etc. To print the results of the PAYROLL ANALYSIS to Excel, use the SEND TO EXCEL or OPEN IN EXCEL
button in the ribbon.

5.1.9. PAYROLL ANALYSIS EXCEL REPORT

The payroll analysis Excel report provides the opportunity to analyze data based on two values
simultaneously. The structure with dimensions is displayed in Excel rows and, if desired, data with
the 2nD PAYROLL DIMENSION is displayed in columns. The display of dimensions must be configured
in the template settings.

Data is retrieved from payroll ledger entries, and since it is an Excel report, the analysis view
configuration also supports the use of Excel formulas. Thus, based on the data in payroll entries
(hours, wages, taxes, etc.), new values can be calculated using Excel formulas, such as average hourly
wage, etc.

The report layout and data placement are determined by the developer in the code with the label
HMT. Users can only configure the displayed data as columns in the report. Other payroll dimensions
cannot be brought into the report.

To open the report, Excel templates and template settings must be created in advance (see
ADMINISTRATION/REPORTS/PAYROLL ANALYSIS VIEWS). The report is opened from the PAYROLL
ANALYSIS list with the ribbon button SHOW.

6 KUUD kP Arvutuse kontroll 6-kuu keskm, kalendrip..  Employees by Calculations

6 KUUD TP Arvutuse kontroll, 6-kuu keskm. twopiev..  Employees by Calculations

- | ANALYS i Analyss Excel Report HMT

DIM Tasud dimensioonide ekes Accounts by Dimensions 1dimension 2dsmension
EXCEL Excell vaade Employees by Calculations

HAGUS Haigushivitised kontroll (70%) Employees by Calculations

HT™M HTM Analysis Excel Report HMT

e

KANDED Palcakanded Pavroll Entries
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The filter window opens, where the period for which data is requested must be entered. In the
WORKING HOURS ACCOUNT field, select the payroll accounts where the recorded hours that you
want to see in the report are registered. Choose the pre-configured report template from the
REPORT TEMPLATE field. By default, the program offers a report template with the DEFAULT marker
in the settings.

If you do not need to see work hours in the report, you do not have to enter the payroll accounts
related to work hours in the WORK HOURS ACCOUNT field. In this case, the work hours block will not
be generated in the report.

HMT Report (HRM4Baltics) 7 X
Report Template VAIKIMISI v ‘
£ From Period 2020-01 b ‘
To Period 2022-07 v ‘
Working Hours Account 5010..5099 ‘
| Advanced >
il
Schedule... ‘ ‘ OK ‘ ‘ Cancel ’

To create the report, select OK in the filter window. The report can only be created in Excel; there is
no preview option.

When Excel opens, be sure to select ENABLE EDITING, as some values are calculated only after this
step.

Example of the report without the 2nvD PAYROLL DIMENSION. The DIMENSION column would display
dimension values added to organizational units.

Ulle AS 2023-10-2023-12

Department Dimension  Toodtasud Puhkusetasu Té6tasud kokl Tootuskindlu: Sotsiaalmaks Maksud kokke Té6tatud tava Uletunnid (Ur U1 d Jul 01 id (Sp Puhk Haig d
TOTAL 294939,33 339,87 48,25 1990,85" 2519,38 1,60 0,00 0,80 8,00 0
Undefined 294939,33 339,877 48,25 1990,85 1 2519,38 1,60 0,00 0,80 8,00 0
Undefined 17 143,76 250,05 17,61 726,64 282,56 0,00 0,00 0,00 7,00 0
Eelarve osakor EELARVE 74 660,78 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0
Finantsosakor FIN 51230,74 89,82 14,43 595,42 1466,52 0,80 0,00 0,80 1,00 [}
Esimene HO1 535,50 0,00 0,00 0,00 533,50 0,00 0,00 0,00 0,00 0
Hulgimiigi o. HULGI 143 417,28 0,00 12,04 496,69 176,40 0,40 0,00 0,00 0,00 0
JaemU0gl osal JAE 166,23 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0
Teenindusosa TEENINDUS 2 000,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0
Turundusosak TUR 5785,04 0,00 4,17 172,10 60,40 0,40 0,00 0,00 0,00 (1}

Example of the report with the 2nD PAYROLL DIMENSION. The dimension value is displayed after the
column header. In this example, the dimensions are: MANAGEMENT, SPECIALISTS, WORKERS,
UNASSIGNED. The DIMENSION column displays dimensions added to organizational units.
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7060 Juures AS 2021-01 - 2021-06
Tootasu Tootasu Toodtasu Todtasu Tootasu  Lisatasud Lisatasud Lisatasud Lisatasud Lisatasud

Osakond Kulukoht Téétajaid M L e Kontor  Spetsialistid To6lised Madramata Juhtimine Kontor Spetsialistid  Toolised
Maaramata 439,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
Masramata 439,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
Finantsosakond FIN 6,00 1700,00 0,00 722500 4 900,00 0,00 0,00 0,00 0,00 0,00 495154
HR RMTP 5,00 0,00 0,00 722500 4900,00 0,00 0,00 0,00 0,00 0,00 0,00
Eelarvestamine EELARVE 1,00 1700,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
Miiigiosakond ~ MYYK 4,00 991,30 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 585,72
Hulgimook HULGI 3,00 991,30 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
Jaemiuk JAE 1,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
Teenindus TEENINDUS 6,00 13 113,12. 0,00 0,00 0,00 287219 0,00 0,00 0,00 0,00 8 553403.
Hooldus HOOLDUS 600 1311312 0,00 0,00 0,00 287219 0,00 0,00 0,00 0,00 0,00/
KOKKU 455,00 1580422 0,00 722500 4500,00 287219 0,00 0,00 0,00 0,00 1409029

jaanuar  veebruar september oktoober detsember [
Kuu 2021 2021 marts 2021 aprill 2021 mai 2021 juuni 2021  juuli 2021 august 2021 2021 2021 november 2021 2021
Tootajaid (tegelik 1100 1100 1100 1100 1099 1099 1098 1098 1098 1098 1098 1098
Tostatud tnnid 1636 728 2605 51504 792 213 140 0 0 0 0 0
Normtunnid 160 148 184 160 168 157 176 168 176 168 176 170
Tootajaid (arvuta 10 5 14 572 5 1 1 0 0 0 0 0

5.2. Overviews

Overviews can be accessed from the location: HOME/ACTIONS/OVERVIEWS

Ulle AS | Lists - Tasks Documents Archive Menu \ =
Employees Registers Tax Declarations  Holiday Schedule Employees Contracts C
Info Types Payroll Entries  Absences Working Schedules  Employees Salaries F
Payroll Accounts  Analysis Views  Sick Leaves List Notifications Non-Residents E

Actions
> Setup > Calculation [ state Reports B Salary Reports £ Absence Reports
> Journals B statistic Reports [ Employee Reports &l All Companies
4 Holiday Balances
Insights
9 £ Salaries Overview
Employees |2l Parameters Overview Pay!
Ok © Ferg Infotypes Overview
20 D .
«@ Overview - Absences by Days Date
[ Employments Overview
15
[ Seniority Overview
{8 Birthdays Overview
10
&2 Children Overview
Je Absences Overview
5
[#5l Documents Overview
 [&5] Assets Overview -.
= —I
Over 60 %5 Health Certificates Overview 50-59 20-29 Under 19 P
[®] Trainings Part. Overview
Employee Po| = Event Expenses Overview My V

Messages Ulle AS [fF Unused Holidays Overview

Palk ja Person

nings Reports IT valve

75" Salary Changes Overview
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5.2.1. SALARIES OVERVIEW

The list provides an overview of the different salary types assigned to the employee in the EMPLOYEE
CARD's sub-card SALARIES, along with their amounts on various dates and in different currencies.

05022024 ") Type Morth

To0V7 Garibaldi Pormmes Actve 01.09.2023
To02 Kati Karula-Kary Active 01.01.2022
1003 Kalle Tamm Active 01.01.2020

T4 Olga Ruusta Active 22082020

T006 Prit-Jaan Pedanik 01.09.2019

007 Tanel Ksupinees 01.09.2021

009 Pirgit-Mai Gury

A
A

1008 Elar Poidmaa Active 01.01.2020
A 15112023
A

1010 Siirl Kaevand 01102015

The overview can be filtered as follows:

DATE - the overview displays information valid on the

selected date in the filter.

TYPE — possible options:
MONTHLY — the overview displays monthly salary amounts
ANNUAL - the overview displays annual salary amounts

Both MONTHLY and ANNUAL amounts are displayed in the overview based on the sums entered in
the SALARIES sub-card of the EMPLOYEE CARD.

The monthly salary amount is found in the AMOUNT clumn, and the annual salary amount is in the

ANNUAL SALARY column. If, on the selected date in the filter, the employee's corresponding salary

line has a zero amount in the ANNUAL SALARY column but the AMOUNT column is filled, the annual
salary amount in the overview is calculated based on the AMOUNT column.

CURRENCY —the displayed sums in the overview are converted into the selected currency. If
the field is empty, sums are shown in euros by default.

If desired, you can open the EMPLOYEE CARD by activating the row of the desired employee and
choosing EMPLOYEE CARD from the ribbon or by clicking on the dash in the SALARY TYPE column. To
select the previous/next period, click on the ribbon PREVIOUS MONTH or NEXT MIONTH.

The salary overview can also be opened in a user-configured EMPLOYEE EXCEL VIEW, accessible
through the ribbon button EXCEL VIEW. The regular Excel view can be opened with the button OPEN
IN EXCEL.

It is possible to personalize the overview by adding additional columns, such as department
identifiers and dimension.

SALARY TYPES whose information is displayed in the overview can be configured at:

HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ADMINISTRATION/PAYROLL INFO/SALARY
TYPES.

e
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5.2.2. PARAMETER OVERVIEW

The list provides an overview of the parameters assigned to employees in the EMPLOYEE CARD. The
overview presents parameters valid on the date entered in the DATE field. To select the
previous/next period, use the ribbon buttons PREVIOUS MONTH or NEXT MONTH.

05.02.2024

# Previous Month I Neat Mooth T Excel View
" n¥

T0017 Garibald Pommer Active 01092023
To02 Kati Karula-Karu Active 01.01.2022
T003 Kalle Tamm Active 01012020
T004 Olga Ruusla Active 22082020
T006 Prit-Jaan Podanik Active 01092019
T007 Tanel Ksupmees Active 01.092021
To08 Elar Poldrmaa Active 01012020
1009 Pirgit-Mai Guru Active 15112023
To10 Siiri Kaevend Active 01.102018
T012 Mari Murakas Active 21.112020
o7 Siin Saare Actve 01.08.2020
1020 viktaoria Holgur Active 01052021

You can also open the parameter overview in a user-configured EMPLOYEE EXCEL VIEW, accessible
through the ribbon button EXCEL VIEW. The regular Excel view can be opened with the button OPEN
IN EXCEL.

If desired, you can open the EMPLOYEE CARD by placing the cursor on the desired row and choosing
EMPLOYEE CARD from the ribbon.

5.2.3. INFO TYPE USAGE OVERVIEW
The report provides an overview of the usage of INFO TYPES related to the EMPLOYEE CARD.

Related

sy W
T0016 Palle Kamm Active
10017 Garibaldi Pommer Active
1002 Kati Karula-Xaru Active
T003 Kalle Tamm Active
T004 Olga Ruusta Active
T006 Prat-Jaan Pedanik Active
007 Tanel Kaupmees Active
To08 Elar Poidmaa Active
T009 Pirgit-Mai Guru Active
010 Siiri Kaevand Active
1012 Mari Murakas Active
T07 Siiri Saare Active
T020 Viktooria Holgur Active

If desirga, you can open tAP‘{;E;\'ﬂPLOYEE CARD by placing the cursor on the desired row and choosing
EMPLOYEE CARD from the ribbon.

5.2.4. OVERVIEW- ABSENCES BY DAYS

The list provides an overview of employee absences and their reasons for the entered period in the
DATE field.

e
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T0016 Palle Xamm
T0017 Garibaldi Pommer
002 Kati Karula-Kans

T003 Kalle Tamm

TO04 Olga Ruusia
T00S Jalger Kridovice
T006 Priit-Jaan Pedanik
To007 Tanel Kaupmoes
T008 Elar Poidmaa
1009 Pirgit-Mai Guru

1010 Siith Koevar d
o1 Kati Karumari-Pohl

o Mari Murakas

By pressing the number of days absent displayed in the DAYS column, the list of absences for the
corresponding employee's period opens.

5.2.5. EMPLOYEE HOLIDAY BALANCE

In the list of employee holiday balances, the daily balances of all employees in the company are
displayed. The display of balances requires HOLIDAY SETUP added to the CAUSE OF ABSENCE CODE.

The list can be accessed from two places:
HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/LISTS/OVERVIEWS/EMPLOYEE HOLIDAY
BALANCE LIST

and
HOME/ACTONS/OVERVIEWS/HOLIDAY BALANCES

TRI-0121 Priit Pullerits =
TRI-0122 Milla Muuluias Teenindus

TRI-0123 Juula Juurikas

TRI-0127 Raivo Aru F 10
TRI-0129 Karmen Raarnat Juhatus

TRI-0131 Arbo Arrak Ostuspetsialist Turundusosakond 10

The list always opens with the current date, but the date can be changed according to the user's
needs. To calculate holiday balances, press the CALCULATE button on the ribbon, after which the
balances of various types of holidays are calculated based on the HOLIDAY SETUP for the entered
date.

5.2.6. EMPLOYMENTS OVERVIEW

The list displays data from the EMPLOYEE CARD, CONTRACT, and EMPLOYMENT lists. In addition to
the default columns, additional columns can be added with data from fields entered on the
EMPLOYEE CARD, such as EMPLOYEE ADDRESS, POSITION, PESRONAL ID, DIMENSIONS, etc.

e
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The overview can be created both for the company and across all companies in the database. For this
purpose, there is a button on the ribbon called ALL COMPANIES.

Employment Overview (HRM4Baltics) Search Employee Date B Choose Dates 8 All Companies  BE List % Noviciaste @ Terminated

TRI-0120 Mihke! Mes Male Inactive Kalle Tarnm Madramata sjaks 01.01.2022

TRI-0121 Print Pullerits Female Active Midramata ajaks, osalise t.. 15.09.2021
TRI-0122 Nla Muulukas Female Active Kalle Tarmm Maaramata ajaks 19.08.2021 19.08.2(
TRI-0123 Juuta Juurikas Female Active 19.01.2021
TRI-0127 Rarvo Ay Male Active Vanemraamatupidaga Elar PSldmaa Midramata ajaks 08.09.2022 08.09.2(
TRI-0129 Karmen Raamat Fermale Active Kalle Tarnm 18.02.2022

TRI-0131 Arbo Arrak Male Active Ostuspetsialist Kalle Tamm Madramata ajaks 02.03.2022 02.03.2(

One advantage of the overview over the EMPLOYEE LIST is that a date can be specified for which the
employee data is displayed. To set the date, there is a button on the list ribbon called EMPLOYEES
DATE. After entering the date, the list is updated according to the entered date; for example, the
seniority of employees is recalculated, and only those employees who worked in the company on the
specified date are displayed in the list.

By clicking on the buttons in the list ribbon for EMPLOYMENTS, NOVICIATE, and TERMINATED, the
corresponding columns are displayed in bold, and in the tooltip, statistics related to the event are
visible (the example below shows statistics for employments).

All Employees Totals

Name Emplo

Jaanuar cues 4

veebruar 2023 1
aprill 2023

mai 2023 6

Jjuuni 2023 1

september 2023 4

oktoober 2023 1

november 2023 8

Total 138

To display employments, notifications, and terminations within a specific period, you can open the
filter window by clicking the CHOOSE DATES button that appears when you click on the ribbon.

In the report, in addition to active and inactive employees, prospects and terminated employees can
also be displayed. To do this, remove the filter from the STATUS column.

To send data to Excel, you can use the OPEN IN EXCEL button on the list ribbon.

5.2.7. BIRTHDAYS OVERVIEW

The birthdays overview can be created both for the company and across all companies in the
database. For this purpose, there is a button on the list ribbon called ALL COMPANIES. In addition to
the default columns, additional columns can be added with data from fields entered on the
EMPLOYEE CARD, such as EMPLOYEE ADDRESS, POSITION, PESRONAL ID, DIMENSIONS, etc.

e
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By default, the overview opens with the current date, but by clicking on the button EMPLOYEE DATE,
you can specify the date for which you want to see the data. After entering the date, the list is
automatically updated; for example, the employee's age on the specified date is calculated.

Birthdays Overview (MRM4Baltics) Search B Employee Date gk AR Companies Bivonths  oaAge MEAnnwenay T Sy Anniversary

Inactive TRI-0120 Mihvike! Mesi Maie 18021970 18 February S0 -59 53 53 years 11 months
Active ™-0121 Priit Pullerits Female 2103.1366 21 March 30-39 37 37 years 10 months
Active TRI-0122 Milla Muulukas Female o
Active TRI-0123 Juula Juurikas Female 0

Active TRI-0127 Rarvo Ay Male 11.09,1967 50-53 56

Active TRI-0129 Karmen Raamat Female 17.09.1989 17 September 30-39 34 SMyearsdnm

Active TRI-0131 Arbo Arrak Male 23102002 23  October 20-29 21 21 years 3 months

By clicking on the buttons in the list ribbon for AGE, MONTHS, ANNIVERSARY, 5 YR. ANNIVERSARY,
the fact box shows statistics related to the corresponding event (the example below shows age
statistics).

All Employees Totals

Name Emplo
35
Under 19 5
20-29 9
Unknown 12
40 - 49 25
50 - 59 10
Over 60 1
Total : 97

In the report, in addition to active and inactive employees, prospects and terminated employees can
also be displayed. To do this, remove the filter from the STATUS column.

To send data to Excel, you can use the OPEN IN EXCEL button on the list ribbon.

5.2.8. CHILDREN OVERVIEW

The children overview displays the data entered on the EMPLOYEE CARD under the CHILDREN
subcard. Children's data can be viewed both for the company and across all companies in the
database.

With the EMPLOYEES STATUS button in the ribbon menu, it is possible to create a list of only the
children of employees who were employees of the company on the specified date.

In addition to the default columns, additional columns can be added with data from fields entered on
the EMPLOYEE CARD, such as EMPLOYEE ADDRESS, POSITION, PESRONAL ID, DIMENSIONS, etc.
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Children Overview (HRM4Baltics) Search [ Employee Dote i A¥ Companies
w1y

Aoo2 S Nuldar Kuldar Kuldar Kuldar Kuld Sille Petersell Female 01022021 3 3Iyean

ADO3 Hannes Koosle Mart 03032019 4 ayears 11 months
T003 Kalie Tamm ik KAKAK Female 11112022 1 1year 2 months
T003 Kalie Tamm 12345678 Juhan Male 01.01.2023 1 1yoar 1 month
1007 Tanel Kaupmees Mart Kaupmees Male 04.05.2020 3 3ywars 9 months
008 Elar Poldmas Juhan Male 1801.2022 2 2years

009 Pirgit-Mai Guru Tuudor Suss Male 13032019 4 4years 10 months
102 Mari Murakas Torw Murakas 01.03.2020 3 3years 11 months

1347 Juhan Oopkaup Sitver 01052022 1 1year 9 months

To send data to Excel, you can use the OPEN IN EXCEL button on the list ribbon.

5.2.9. ABSENCE OVERVIEW

The absence overview displays data from the ABSENCE LEDGER ENTRIES. The report defaults to the
current month's view. The advantage of the absence overview over the ABSENCE LEDGER ENTRIES is
that you can easily specify the dates of the absence period to display only those absences that have
at least one day within the specified date range. To enter the period, use the CHOOSE PERIOD button
on the ribbon. In the columns DAYS (PERIOD), WORKING DAYS (PERIOD), you can see the number of
days and workdays within the period, while in the columns DAYS (ABSENCE), WORKING DAYS
(ABSENCE), the actual number of days is displayed.

To display only the absences of employees who were on the company's employee list on a specific
date, use the EMPLOYEE DATE button on the ribbon.

In addition to the default columns, additional columns can be added to display data entered on the
EMPLOYEE CARD and subcards, such as DIMENSIONS, DEPARTMENT CODES, CHILDREN'S DATA, etc.

Terminated ADOY Holger-Xulgur Sawasuk 18122023 18122023 P_PUHKUS Pubkus 1 1
Active 1001 Karmen Kaks 10.12.2023 30122023 P_PUHKUS Puhkus 21 13
Active :  T00% Karmen Kaks 01122023 05122023 H_AVATUD Avatud haigusieht 5 3

The summary of absence reasons registered within the specified time frame is displayed in the quick
info pane of the overview.

Absences
Days
Name Per (Pe
Avatud haigusleht 5
Haige 1
Puhkus 31
Total : 37

To export data to Excel, you can use the OPEN IN EXCEL button on the list ribbon.
5.2.10. DOCUMENT OVERVIEW

The document overview displays data entered in the DOCUMENTS subcard of the EMPLOYEE CARD,
either on a company-wide basis or across all companies in the same database.

e
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In addition to the default columns, additional columns can be added to display data entered on the
EMPLOYEE CARD, such as DEPARTMENT CODES, DIMENSIONS, PERSONAL ID CODE, etc.

Documents Overview (HRM48altics) Search [ Employee Date & All Companier &5 Active Documents 1§ Soon Expired %% Lately Expired WS Expired Documents % All Documents
stus W ' Feut N N !’ N o e fior 4 v v
Active A002 Kuldar Kuidar Kuldar Kul . Petersell Petersell Peterse... EE 78-67 TURNISTUS . Esmaablandia tunnistus 01022022  01.02.2026 726 1year 11 months

Actve A0O3 Hannes Koosla 45 TUNNISTUS Tunnistus 26042022

Active ADO3 Hannes Koasla COVID TOEND  Cowd
Active ADD3  Han ines Koosla TER_TOEND Torvisetdend
Actve ;A0 Hannes Koosla

Active T001 Karmen Kaks EE 9 TUNNISTUS  Tunnistus

Active T001 Karmen Kaks 13 9876 KUTSE

Actve Too2 Kati Karuta-Karu EE a9 TUNNISTUS 01.04.2023

Active T008 Elar Poldmaa AT AK9809890 TER_TOEND  Tervisetdend

By default, the list has the current date filter applied, but you can use the EMPLOYEES AS OF button
on the ribbon to specify the date for which employees should be displayed in the overview.
Additionally, there are quick filters on the ribbon:
ACTIVE DOCUMENTS - displays documents valid on the specified date for active and inactive
employees
SOON EXPIRING - displays documents expiring within the month for active and inactive
employees
LATELY EXPIRED - displays documents expired within the month for active and inactive
employees
EXPIRED DOCUMENTS- displays all expired documents for active and inactive employees
ALL DOCUMENTS- displays all documents for active and inactive employees

The fact box displays a summary based on the document types of documents valid on the specified
date, expiring within 1 month, expiring within 2-6 months, and expiring within 7-12 months.

Document
Exy
Act )
Elamisluba 1
ID-kaart 4
Autojuhiload 2
Kutsetunnistus 1
Tervisetdend 6 1
Tulumaksuvaba avaldus 1
Tunnistus 3
Esmaabiandja tunnistus : 1

To export data to Excel, you can use the OPEN IN EXCEL button on the list ribbon.

5.2.11. ASSETS OVERVIEW
The asset overview allows tracking of which assets have been issued to employees and which are
available. The list initially displays active and inactive employees, but you can remove the employee

status filter to also display data for terminated employees.

By using the EMPLOYEE DATE filter, you can display only those employees who had a valid
employment status on the specified date.
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Assots Overviow (HRM4Baltics) Search & All Companies Unused Assets
Active ADO3 Hannes Koosla 1512.2023 TVDOO4 Tavaline number POHIVARA
Active ADO3 Hannes Koosla 30.11.2023 10322023  TVDOOS LENOVA 101 Active MUUD
Active AD03 Hannes Koosla 01012024 03012024  TVOO20 test Active MUUD
Active ADO4 Bilbo Paunaste 08.12.2023 VD008 LENOVA 101 Actve MUUD
Active ADOS Bilbo Paunaste 13122023 18122023 Vo013 Pohivars test 2 Actve MUUD
Active 1001 Karmen Kaks 14122023 28922023 Vo010 Kudmikapp Beko Actrve POHIVARA ARVUTIO
Active ToO" Karmen Kaky 17102079 KAARTDOO0!  Ukskaart Active MUUD KAARDID UKSEXAART 8389
Active T001 Karmen Kaks 01022019 ARVUTIOO!  Arwasti Lenovo ThinkPad Active POMIVARA 8787
Active 001 Karmen Kaks 08122023 10122023  TVO0O8 LENOVA 101 Actve MUUD

To export data to Excel, you can use the OPEN IN EXCEL button on the list ribbon.

5.2.12. HEALTH CERTIFICATE OVERVIEW

The health certificate overview displays data entered into employees' health certificate cards as a
list. By default, active and inactive employees are visible in the list. Using the quick filters on the
ribbon, you can quickly filter out employees whose health checks are scheduled for the next month, ,
checks scheduled for the previous month, or those who had a check this month or the previous
month.

It's also possible to display data for health certificates of employees from other companies in the
same database. By default, when removing the filter, you can also display prospects and terminated
employees in the list.

Using the EMPLOYEE DATE filter, you can display only those employees who were working on a
specific date. By default, the list shows employees as of the current date.

Health Certificates Overview (HRM48altics) Search [ Employee Date  deh A2 Companies 4 Provious Month W Current Month P NextMonth  # Upcoming
- ;
Active T002 Kati Karula-Karu €& Period Active 5000-01 Moogicirektor TRT Qualitas AS
Active 1003 Kalle Tamm oz Period Actrve 3000-02 Vastuvdtu puht TRT Qvalitas AS
Active T004 Olga Ruusla Period Active 8010-02 Personalispetsiakst TN Qualitas AS
Active T012 Mari Murakas Et Period Closed 8030-04 Koristaja N Qualitas AS PARNU MN
Active T001 Karmen Kaks 53 Period Active 1020-00 Raamatupidamine N Quafitas AS
Active 012 Mari Murakas EE Period Closed 1020-03 Rasmatupidaj N Qualitas AS PARNU MN
Active T001 Karmen Kaks £E Pariod Approved 102002 Vanemraamatupidaja N Qualitas AS PARNU MN
Active T003 Kalle Tamm oz Penod Active TRT Qualitas AS PARNU MN
Active 010 Siiri Koevand Period Active 3010-03 Transporditasline N Qualitas AS TARTU MNT
Active 313 Oiga Polka AU Frst Active 803004 Koristaja Quaitas AS PARNU MN

To export data to Excel, you can use the OPEN IN EXCEL button on the list ribbon.

5.2.13. TRAINING PARTICIPANTS OVERVIEW

The training participants overview displays data from the EMPLOYEE TRAINING list. Unlike the
training list, this overview allows you to specify the date on which the employees are displayed
(EMPLOYEE DATE) and the period for which you want to view training data (CHOOSE PERIOD). By
default, the overview opens with the current date, showing all training sessions that have taken place
over time, organized by employee.
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Additionally, you can create an overview across all companies in the database (ALL COMPANIES).

Trainings Part. Overview (HRMABaitics) Search ® Trainings M Employee Date T Choose Period Tl Not Participants 88 All Companies 5 Coming I Active
oo No. Lducanon No
S

Active T0016 Palle Kamm KO0OE0 Koolituskulude test 4 Opon Finantsalased teadmised
Active TIe Juiger Saviauk KO0060 Kooltuskidude test 4 Open Finantsalased teadmised
Active TO016 Palle Kamm KO0061 Kooltuskulu test 5 Open

Active T002 Kati Karula-Xanu KO0061 Koolituskulu test 5 Open

Active 1012 Mari Murakas KODOE3 Shushi koolitus Open 10062023 10062023 Vobrieeiteoskus

Active T010 Siiri Kaevand KO0O64 Kooltuskulu test 99 Open Finantsatased toadmised
Active LELE] Oiga Polka KO0O64 Koolituskuly test 99 Open Finantsatased teadmised

Using the quick filter buttons for COMING, ACTIVE, and EXPIRED DOCUMENTS, you can quickly filter
out the respective training sessions. The TRAININGS button allows you to conveniently filter out the
training sessions for the selected employee whose row is marked as active.

By clicking the NOT PARTICIPATING button on the ribbon, a filter window opens, allowing you to
specify various criteria to determine which employees who did not participate in a specific training
session should be included in the list.

Filter Page 7 X

Filter: Trainings

From Date niz223
To Date 01.0123
Area Code

Type Code
Subtype Code
Domestic -

5.2.14. EVENT EXPENSES OVERVIEW

The event expenses overview displays costs related to events, event requests, and event expense
reports by employees and expense categories.

HRMABaIt

Search i All Companies B Choose Period T2 Entries T Reports. 54 Budger B¢ Offers AlCons @8 BusTrps B2 Trainings
v vere Name o Category Code  Ewemt Category ode Event Type Lvent Subtype
SYNDMO191 Teeme uue testi LAHETUS Lahetus KNV Konverents BRUSSEL Briissali konverents
SYNDMO158 SGit Veenusele LAHETUS Ushetus KNV Konverents
SYNDMO196 St Veenusele LAHETUS Lahetus KNV Koaverents
SYNDMOZ02 Cyberneetica LAHETUS Ushetus KNV Konverents BROSSEL Brussell koaverents
SYNOMO202 Cyberneetica LAHETUS Lahetus KNV Koaverents BRUSSEL Brussell konverents
SYNDMO211 Kaolitus ar 2 XOOLITUS Koolitus EE5TI Eesti sisene koolitus PERSONAL  Personalivaidionna infoplievad
SYNDMO211 Koolitus ne 2 KOOLITUS Koolitus EESTI Eesti sisene koolitus PERSONAL  Personalivaldionna infopsevad
SYNDMO211 Koolitus ne 2 KOOLITUS Koolitus EESTI Eesti sisene koolitus PERSONAL  Personalivaidkonna infopaevad
SYNOMO211 Koolitus n 2 KOOLITUS Koolitus EESTI Eesti sisene koolitus PERSONAL  Personalivakikonna infopaevad

ERP / HRM. CRM
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Only events with approved price inquiries attached, or events for which requests have been created
and approved, or events for which expense reports have been created and approved are displayed in
the overview.

By default, the view shows all EVENT CATEGORIES, but you can change the view using the quick filters
on the menu bar, such as BUSINESS TRIPS and TRAININGS.

The default view only shows events occurring in the current month. To display events from other
periods, you can change the period using the CHOOSE PERIOD button on the menu bar.

The buttons on the menu bar, such as ENTRIES, REPORTS, BUDGET, and OFFERS, filter out the
following rows and amounts from the list:
ENTRIES: Displays only rows and amounts related to expense entries created for purchase
invoices.
REPORTS: Displays only rows and amounts related to approved expense reports.
BUDGET: Displays only rows and amounts related to budget requests for event requests.
OFFERS: Displays only rows and amounts related to accepted price inquiries.
By default, the list displays expenses based on where the data is currently found. The priority order
of data relevance is: expense report amounts, event request budget, event offers.

5.2.15. UNUSED HOLIDAYS

This report provides an overview of the starting and ending balances of annual leave and additional
leave for persons with reduced working capacity, the use of various types of holidays during the
specified period, and the number of days earned throughout the year. Additionally, the report
displays the start and end dates of employee inactivity and expired leave days.

While the columns displayed in the report are predefined, users can modify the data shown in the
columns by adjusting the settings for holiday types, absence types, payroll accounts, and parameters.
This can be done by clicking the SETUP button on the menu bar. In the setup window, users can
select the identifiers for absences and parameters, as well as the account numbers from which the
data for analysis is sourced.

To calculate the starting and ending balances for the period, the formula set for the annual leave and
additional leave for persons with reduced working capacity is utilized.

Holiday Balance Overview
Childcare LHOOLD Inactivity

Child Luave L_RIKUK Absencess
Unpaid Child Leave LRIK-TA Absencess
Unpaid Leave P_PALGATA Absencess
Add. Leave for a Disability Pensioner P_TAIENDAV Absencess
Haliday per Yoar

Add. Holiday per Year

Holiday
Paid Holidays 3500 Accounts

uhkusepdevad Paid Additional Holdays 36003700 Accounts

Aged Holidays 352113621[3721 Accounts

Upon opening the report, users must first select the period for which they wish to retrieve data.
Period selection options include CURRENT YEAR, LAST YEAR, NEXT YEAR, or manually entering the
period using the CHOOSE DATES button. Results are always displayed on a monthly basis in the
overview.

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

e



E Bcs itera Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

In addition to the default columns displayed, users can bring out additional columns with data from
fields entered in the EMPLOYEE CARD, such as STRUCTURAL UNIT CODES, DIMENSIONS, PESRONAL ID
CODE, and others.

Seacch 4 Setup 5 Choose Dates o LastYeae 8 Current Year P Next Yoar
TRI-0147 Onne Sepp Active 11.04.2022
TRI-0151 Het Téruke Active Vastuvitja 26052023
TRE-0152 Priit Pollu Active Vanermeasmatumdaja 10.10.2022
TRI-0155 Tarvi Toomepuu Active Vanemmamatupidaja 01.07.2021

5.2.16. SALARY CHANGE OVERVIEW

This report displays, based on the entered date on the DATE field, the date of the employee's last
salary change and their current salary. Prior to using this feature, users need to configure the salary
types to be tracked in the PAYROLL REPORT SETUP/SALARY CHANGE OVERVIEW location. The
configuration allows users to specify up to 4 salary types and dimensions whose changes they wish to
track, as well as column headers.

In the DATE field, users should input the date for which they want to see the current salary, and in
the LAST SALARY CHANGE DATE column, the date when the salary became effective will be displayed.

Search (REditlnt @ Open in Excel
Opti
06.02.2024 B
e coimnve cearve osaxona
T0017 Pommer Garibaldi EELARVE Eelarve osakond
To02 Karula-Karu Katl HULGI HulgimOigi osakond 1020-01 Prarsamatupidaja 241 Raamatupidajad 2411000
1003 Tamm Kalle TUR Turundusosakond 6000-02
TOO4 Ruusia Olga HULG!I
T006 Pedanik Priit-Jaan HOOLDUS
T007 Kaupmess Tanel HULG! Hulgimidigl csakond
T008 Poidmaa Elar
009 Gury Prrga-Mal AN Finantsosakond
T010 Kaevand Siin TEENINDUS  Teenindusosakond 3010-03
012 Muorakas Mar TEENINDUS 3000-05
T017 Saare Siirl TUR Turundusosakond 1020-02 3313 Raamatupidamise keskastme spe.. 3313000
1020 Holgur Viktooria
T09%8 Rukis Mango AN Finantsosakond
T1234 Tumi Dennis AN Finantsosakond 1020-03 Raamatupidajs 1313 Raamatupidamise keskastme spe

Only data for employees in an active status is displayed in the report.

5.3 State Reports

Located: ROLE CENTER/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/REPORTS AND
ANALYSIS/STATE REPORTS

e
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Payroll and Human Resource 365 Menu

Salaries View
Parameters View
Infotypes View

Overview - Absences by Days

State Reports

Certificate of Unemployemnt Tax

Certificate of Income and Social Tax

Certificate of Income and Social Tax (non-resident)
Holiday pay compensation

Social Security Tax Request

Funded Pension Certificate

Form INF 14

Form INF 14 XML

Statistic Reports

Statistic - Payroll 2018
Statistical Report "Jobs"
Statistical Report “Payroll’

Statistical Report “Salary Structure’

5.3.1. TAX DECLARATION

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

Employees List to Exce
Employee Information
Employee Status Changes
Employees by Employment Date
Employee Working Total Years
Employee Noviciate List
Employee Contracts
Employees by Ages

Employees by Month of Birth
Employee Documents
Employees by Zodiac Sign
Employee Excel Lists
Employees List (All Companies)
Health Certificats Uist
Employee Children

Salary Reports

Employee Salary Report

Wage Certificate

In the report, the lines of TSM, TSD Annex1 and TSD Annex2 declarations are created.

To create the income and social tax declaration report, follow these steps:

ROLE CENTER/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ACTIONS/STATE REPORTS/TSD

To generate the TSD file, start by selecting the period for which you are submitting the report.
Click on NEW/NEW WITH PERIOD and choose the necessary period.

After selecting the period, the window will display the chosen period along with the relevant data on

the quick cards.

Follow these steps to complete the income and social tax declaration report.

marts 2024 (calculated, not submitted)

B2 Employees ¥oFile View il Send to X-Road

Tax Declaration

s Contrim on X-Road el Get Status from X-Road

© X-Road History

Code 202403

T50 marts 2024

Yes {29.0324 10015 )

No

5.3.2. CERTIFICATE OF UNEMPLOYMENT TAX

To create the Unemployment Certificate report, follow these steps:

112,09

54251

ERP / HRM. CRM
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Go to ROLE CENTER/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/REPORTS AND
ANALYSIS/STATE REPORTS/CERTIFICATE OF UNEMPLOYMENT TAX

On the page CERTIFICATE OF UNEMPLOYMENT TAX, select the query period from the configured
options in the program for which you want to issue the certificate.

Follow these steps to generate the Certificate of Unemployment tax report.
Payroll Certificate of Unemployemnt Tax 1 /2 X

Printer (Handled by the browser)

THE REPRESENTATIVE OF THE EMPLOYER

Name Bilbo Paunaste

Job

Phone 55544455

Date 06.02.2024 @

Filter: Employee (HRM4Baltics)

“ No A003
Filter totals by
Payment Filter 2020-01
Advanced >
Send to... Print Preview Cancel

Fast tab THE REPRESENTATIVE OF EMPLOYER

Field Explanation
Name Selects the representative of the employer issuing/signing the certificate from the
list of employees.
Job and Filled in automatically from the selected employee's data in the program.
Phone
Date Enter the date of issuing the certificate.
Fast tab EMPLOYEE
Filter

No- select the employee from the EMPLOYEE LIST to whom the certificate is issued.

Filter totals by
PAYMENT FILTER - select the period or range of periods for which the certificate is desired to
be generated. To issue the certificate, choose PREVIEW or PRINT, to cancel - CANCEL.

e



Bcs itera Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

CERTIFICATE OF EMPLOYER TO THE INSURED PERSON

PERSONAL DATA OF THE INSURED PERSON

First name and surname Personal ID code

Hannes Koosla 37406270345
Address of residence

EMPLOYER DETAILS
Name Registration code or personal ID code
Olle AS 11223344

Address
Tallinn 10113, Ookeani 7

1. FEES PAID AND UNEMPLOYMENT INSURANCE PREMIUMS WITHHELD

Year of Payment The Payout Month Fees Paid (Gross) u“':":mm"&‘;m?:“

2020 jaanuar 0.00 0.00

2. THE LAST EMPLOYMENT INFO

Last 36 months
Employ t  Terminati Th length of Cause of Contract End  The Expiry Date Maternity Leave Parental leave
Date Date employment Termination Date of The Husband
Fee
01.01.22 -1,92 01.06.23 - 21.12.23

THE REPRESENTATIVE OF THE COMPANY

Name Job Phone
Bilbo Paunaste 55544432
Signature Date

2/6/2024

Required settings for report operation:

HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ADMINISTRATION/REPORTS/PAYROLL
REPORTS SETUP

HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU ADMINISTRATION/CONTRACTS/PAYROLL
GROUNDS FOR TERMINATIONS

5.3.3. CERTIFICATE OF INCOME AND SOCIAL TAX

To create the Income Tax and Social Tax Certificate report, follow these steps:
HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/REPORTS/STATE REPORTS/
CERTIFICATE OF INCOME AND SOCIAL TAX

or

ROLE CENTER/ACTIONS/STATE REPORTS/TSM

On the PAYROLL CERTIFICATE OF INCOME AND SOCIAL TAX page, specify the date for which you want
to issue the certificate.

ERP / HRM. CRM
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Payroll Certificate of Income and Social Tax (HRM4Baltics)

Printer

(Handled by the browser)

Taxable Representative

Name

e-mai

Mari Murakas

mari@demo.ece

555 555 555

31.01.2024

Filter: Employee (HRM4Baltics)

Payment Filter

Advanced >

A003

2024-02

Send to... Print Preview

Fast tab TAXABLE MANAGER

Cancel

Field Explanation
Name Allows selection of the employee's supervisor from the EMPLOYEES LIST for the
certificate.
Date Enter the date of issuance for the certificate.
Fast tab TAXABLE REPRESENTATIVE

Field Explanation

Name Choose the employer's representative who issues/signs the certificate from the
EMPLOYEES LIST.

e-mail The taxpayer representative's email address is auto-filled from the selected
employee's data.

Phone Taxpayer representative's phone number, auto-filled from the selected
employee's data.

Personal ID | Taxpayer representative's personal identification number, auto-filled from the

Code selected employee's data.

Date Enter the date of issuance for the certificate.

Fast tab EMPLOYEE

Field Explanation

Filter: Allows selection of the employee for whom the certificate is issued from the

No EMPLOYEES LIST.

Filter Enter the payment period for the wages presented on the certificate.

totals by:

Payment

filter

e
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To issue the report, select PREVIEW or PRINT. To cancel, select CANCEL.

Estonian Tax and Customs Board Form TSM

TAXABLE PERSON

Name or first name and surname Registration code or personal ID code
Olle AS 11223344

Address

Tallinn 10113, Ookeani 7

Phone e-mail

56 898 898

CERTIFICATE FOR PAYMENTS MADE TO A RESIDENT, AMOUNTS OF TAXES WITHHELD AND CALCULATED
VALJAMAKSETE, KINNIPIDAMISTE JA MAKSUDE TOEND
PERSONAL DATA OF THE RESIDENT (THE RECIPIENT OF THE PAYMENT)
First name and surname Personal ID code
Hannes Koosla 37406270345
Address of residence

Phone e-mail

Interval
1. veebruar 2024 until 29. veebruar 2024

I. PAYMENTS MADE AND INCOME TAX WITHHELD, SOCIAL TAX PAID BY THE EMPLOYER, UNEMPLOYMENT INSURANCE PREMIUMS
WITHHELD

Payment Unemployment | Tax-exempt

Soci Contributions

Type of Payments from Withheld Payments ol tax to a mandatory subject to insurance part of the

payment which income income tax subject to payable by the funded lunemployment premium contribution to
tax is withheld social tax employer insurance

pension withheld the third pillar

premium

Il. UP TO THREE YEARS OF CHILD ADDITIONAL CONTRIBUTION TO A MANDATORY FUNDED PENSION

Il OBLICATIONS OF THE STATE, A RURAL MUNICIPALITY OR CITY PURSUANT TO § 6 OF THE SOCIAL TAX ACT:

Date of creation Date of termination
TAXABLE PERSON / AUTHORISED First name and surname Signature Date
PERSON REPRESENTING THE
TAXABLE PERSON
Mari Murakas 1/31/2024
Phone e-mail
555 555 555 mari@demo.ee

The necessary settings for the report can be configured as follows:
Go to HOME/MENU/PAYROLL AND PERSONNEL 365/ADMINISTRATION/SETUP/REPORTS/PAYROLL
REPORTS SETUP.

5.3.4. CERTIFICATE OF SOCIAL TAX

The necessary settings for generating the Social tax report can be configured as follows:
Go to ROLL CENTER/ACTIONS/STATE REPORTS/ CERTIFICATE OF SOCIAL TAX.

ERP / HRM. CRM
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Ulle AS | Lists Tasks Documents Archive Menu ’ =
Employees Registers Tax Declarations  Holiday Schedule Employees Coi
Info Types Payroll Entries ~ Absences Working Schedules  Employees Sal:
Payroll Accounts  Analysis Views  Sick Leaves List Notifications Non-Residents

Actions

> Setup > Calculation State Reports Salary Reports Absenc

> Journals Overviews i® 15D dyee Reports All Comr

y TSM
Insights

Certificate of Social Tax

Employees
TSM MR (non-resident)
® Male © Female
Certificate of Unemployemnt Tax

20
PS
B Pay Compensation
15
£l Social Security Tax Request
& INF 14
10

& INF 14 XML

T m

In the filter window that appears, enter the details of the TAXABLE REPRESENTATIVE and the
EMPLOYEE, and select the payment filter for which the report is to be created.

ERP / HRM CRM/ BI
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Certificate of Income Subject To Social Tax (HR... [ . X

Printer (Handled by the browser)

Taxable Representative

Name Karl Seegel

e-mail karl.seegel@firma.ee

Phone 555 555 555

Date 31.01.2024 g v

Filter: Employee (HRM4Baltics)

<No T004

Filter totals by

< Payment Filter 2024-01 e

Advanced >

1 Send to... ‘ Print | Preview H Cancel

Fast tab TAXABLE REPRESETATIVE

Field Explanation
Name Select the employer representative from the EMPLOYEE LIST.
e-mail | This field is automatically filled with the email address entered for the selected

employee on the EMPLOYEE CARD.
Phone | This field is automatically filled with the phone number entered for the selected
employee on the EMPLOYEE CARD

Date Enter the date of issuance of the certificate.
Fast tab EMPLOYEE
Field Explanation
Nr Select the employee for whom the certificate is to be created from the EMPLOYEE
LIST.

Fast tab FILTER TOTALS BY
Payment | Enter the payment period for the salary payments to be included in the certificate.
filter The report is always created based on the payment period.

To generate the report as a PDF, select PREVIEW. To create the report in Word or Excel format, select
SEND.

e
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Social Iscurance Board

CERTIFICATE OF INCOME SUBJECT TO SOCIAL TAX

PERSONAL DATA

Tartu, Ohtu
Phone

First name and sumame Personal ID code
Karmen Kaks 37010222248

Address of residence

TAXABLE PERSON

e-mail

Olie AS
Address

Phone
56 898 898

Name or first name and surame Registration code / Personal ID code

Tallinn 10113, Ookeani 7

11223344

o-mail

INCOME SUBJECT TO SOCIAL TAX

Job Title

IV Social tax payable by the |V Date of payment of income
| Year Il Month il Date employer subject to soclal tax Vi Calculated social tax
2024 01 1-31 100,000.00 0.00
TAXABLE PERSON / AUTHORISED PERSON REPRESENTING THE TAXABLE PERSON
First name and surname Phone o-mail
Karl Seegel 555 555 555 karl.seegel @firma.ee

Date Signature
31.01.24

The necessary settings for generating the report:
Go to HOME/MENU/PAYROLL AND PERSONNEL 365/ADMINISTRATION/SETUP/REPORTS/PAYROLL
REPORTS SETUP.

5.3.5. COMPENSATION FROM STATE BUDGET FOR HOLIDAY PAY AND AVERAGE PAY

This rep

ort is submitted to the Social Insurance Board for the purpose of applying for compensation

from the state budget for holiday pay and average wages. The report reflects the holiday pay or

average
1.

ouswWN

wages paid to employees during the month under the following circumstances:

Annual leave for a minor according to the Employment Contracts Act;

Annual leave for a disability pensioner according to the Employment Contracts Act;
Paternity leave according to the Employment Contracts Act;

Parental leave according to the Employment Contracts Act;

Parental leave for a parent of a disabled child according to the Employment Contracts Act;
Average wages preserved for breaks for breastfeeding according to the Occupational Health
and Safety Act.

To compile the report, select:
HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/STATE REPORTS/HOLIDAY PAY
COMPENSATION

or

ROLE CENTER/STATE REPORTS/PAY COMPENSATION

ERP | HRM CRM
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Ulle AS Lists Tasks Documents Archive Menu

sters Tax Declarations Holiday Schedule Employees Contracts

Employees

yroll Entrie Absences Employ

Ana Vie Sick Lea t Non-Residents Employ
Actions
> Setup > Calculation [ salary Reports [E Absence Reports
> Journals Bl Overviews syee Reports & All Companies
- £l Tsm
Insights
B Certificate of Social Tax
Employees .
il TSM MR (non-resident) Payroll C
® Male Female ]
@il Certificate of Unemployemnt Tax
8 Tes Date 1

5 Pay Compensation

2} Social Security Tax Request

I INF 14

B INF 14 XML J

The prerequisite for compiling the report is the prior configuration of the report:
HOME/MENU/PAYROLL AND PERSONNEL 365/ADMINISTRATION/SETUP/REPORTS/PAYROLL REPORTS
SETUP/APPLICATION OF COMPENSATION OF VACATION PAY AND AVERANGE SALARY FROM THE STATE
BUDGET

When compiling the report for the first time, enter the details of the report creator and the first date
of the month in the window that appears. Subsequently, only the MONTH field needs to be updated.

Payroll Holiday pay and average pay compensation < X

Use default values from Last used options and filters

Comgiled by

Month 01.01.2024 m
Name Karmen Kaks

e-mail Karmen@ettevote.ee

Phone 555 555 555

Bank SEBEUR

Advanced >

The report is generated in Excel, where it is possible to make modifications if necessary. For instance,
in the case of paternity leave taken before the birth of the child, the name and personal
identification code of the unborn child's mother, as well as the expected date of birth, can be
entered instead of the child's details.

By default, the COLUMN CALENDAR YEAR displays the current year for annual leave for employees
with partial or no work ability. If necessary, manually change the earned leave for which calendar
year the employee is actually using.

The COLUMN DATES OF HOLIDAY USAGE displays dates only for paternity leave and parental leave for
a parent of a disabled child.

ERP / HRM. CRM
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5.3.6. SOCIAL SECURITY TAX REQUEST

Tooandja nimetus Ulase AS
Registri- v3i isikukood 11223344
Puhkamise kuu juuni 2021
RUIGIEELARVEST PUHKUSETASU JA KESKMISE TOOTASU HUVITAMISE TAOTLUS
Taotlus tuleb esitada hiljemalt kolme kuu jooksul arvates puhkuse kasutamise kuust
Lapse eeldatav P3evi/  Hivitatav Puhkuse kasutamise
Jrk.nt. Tobtaja nimi Todtaja isi Nimi i Puhkuse liik Tunde summa P
Puudega lapse
1 Kati Karu 48301050210 K&rt Karu 61408300067 vanemas lapsepuhkus 2 51,82 07.06.21 - 08.06.21
2 Kalle Kuusk 37807194230 TeetKuusk 52105010822 Isapuhkus 3 84,43 08.06.21-11.06.21
Osalise vdi puuduva
196vbimega tootaja
3 Karl Seegel 38008110213 pdhipuhkus 5 72,25 2021
10,00 208,50
Huvitis palume maksta: Taotluse koostaja andmed:
IBAN EE2200009888786 Ees- ja perekonnanimi Neeme Salo
Panga nimi Swedbank Kontakttelefon 55987632
Konto omanik Utase AS E-posti aadress neeme salo@ylaseas.ee
Viitenumber

This report is submitted to the Unemployment Insurance Fund to provide data on disability
pensioners working under an employment contract for the payment of social tax based on the

monthly rate.

To compile the report, select:

HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/STATE REPORTS/SOCIAL

SECURITY TAX REQUEST

The prerequisite for compiling the report is the prior configuration of the report:
HOME/MENU/PAYROLL AND PERSONNEL 365/ADMINISTRATION/ REPORTS/REPORTS SETUP/ SOCIAL
SECURITY TAX REQUEST

When compiling the report, enter the details of the organization's representative, the report creator,
and the calculation filter in the window that appears. Other filters can also be used if necessary.

ERP / HRM. CRM
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Payroll Socail Security Tax Request o2 X
Printer (Handled by the browser) v
Options

Period From 01.01.2024 m
Period To 31.01.2024

REPRESENTATIVE OF THE TAXABLE PERSON

Name Men Murakas

Date 02.01.2024 o

Filter: Employee (HRM4Baltics)

< No A001 v

-+ Filter
Filter totals by
-+ Filter
Advanced >
Send to... Print i i Preview | ‘ Cancel
Estonian Tax and Customs Board Form ESD

ERIJUHTUDE SOTSIAALMAKSU JA KOHUSTUSLIKU KOGUMISPENSIONI TAIENDAVA SISSEMAKSE

DEKLARATSIOON
Year Month

2024 jaanuar
TAXABLE PERSON
Name or first name and surname Registration code or personal ID code
Olle AS 11223344
Address of residence
Tallinn 10113, Ookeani 7
Phone e-mail
56 898 898

Additional contribution
Social tax obligation obligation
Personal ID code First name and sumame  starting date ending date  Social tax s':gi:'ﬁr::: starting date ending date F""gfmma'
45710120319 Holger-Kulgur Saviauk
TOTAL: TOTAL:
REPRESENTATIVE OF THE First name and surname Signature Date
TAXABLE PERSON
Meri Murakas 1/2/2024

ERP / HRM CRM/ BI
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5.3.7. INF14 FORM AND INF14 XML FORM

This report presents data on reimbursements related to employees' personal car usage, training
expenses, and health promotion-related costs.

The report can be generated in PDF, Word, Excel, as well as XML formats. An XML-formatted report
can be imported into the Estonian Tax and Customs Board (EMTA).

To generate the report, follow these steps:
HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/STATE REPORTS/INF14 OR
INF14 XML

The prerequisite for generating the report is the prior configuration of the report:
HOME/MENU/PAYROLL AND PERSONNEL 365/ADMINISTRATION/ REPORTS/REPORTS SETUP /INF14

When generating the report, enter the details of the organization's representative and the data for
the reporting period in the window that appears.

To open the report in PDF format, click on the PREVIEW button. To open it in Word or Excel, click on
the SEND/MICROSOFT WORD DOCUMENT or MICROSOFT EXCEL DOCUMENT button.

Ulle AS Lists Tasks Documents Archive Me
Employees Registers Tax Declarations  Holiday Sct
Info Types Payroll Entries Absences Working Sc
Payroll Accounts  Analysis Views  Sick Leaves List Notificatior

Actions

> Setup > Calculation £l State Reports El salary R

> Journals E Overviews [® Tsp Jye
. @ Tsm

Insights

[ certificate of Social Tax r
Employees -
@ TSM MR (non-resident)
® Male Female

Fﬂ Certificate of Unemployemnt Tax
20
@i Tps

) Pay Compensation

Zil Social Security Tax Request

[ INF 14

& INF 14 XML
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Form INF14 Report (HRM4Baltics) 07 X
Printer (Handled by the browser) v
Period

From Date 01.01.2023 @ "
To Date 7371.12.2023 i \

Taxable Representative

Name Hannes Koosla sou |

Report Date 02.01.2024 0@ |

Advanced >

Sendto.. || Print Preview Cancel

Estonian Tax and Customs Board Form INF 14

Resident pany and ident legal p Us p t establishment located in Estonia according to a 565
Name or first name and sumame Registration code or personal ID code
Olle AS 11223344

DECLARATION OF COMPENSATION FOR USE OF PERSONAL AUTOMOBILE, TRAINING EXPENSES AND
EXPENSES MADE FOR IMPROVING THE EMPLOYEESU HEALTH AND LOANS GRANTED

Quarter Year
YEAR 2023
1. COMPENSATION FOR USE OF PERSONAL AUTOMOBILEIS
Beneficiary Compensation paid State registration
Personal ID code First name and surname Amount N"'"";:;:' RIS, 0f the shitomabile

47707220821 Marianne Komm 22 1 -
37504050261 Tanel Kaupmees 168 2 230TTT
60101070825 Mari Murakas 60 2 445RTE
60101070825 Mari Murakas 60 2 454ETR
45710120319 Holger-Kulgur Saviauk 10 1 789AJK
48001160356 Kati Karula-Karu 151,23 2 878TGH
37009020892 Kabi Laanesaar 39,6 1 89JKOL
47707220821 Marianne Komm 22 1 987YYY

Il. COVERAGE OR COMPENSATION OF TRAINING EXPENSES

Trained person Amount paig | EdUcational insttution, university or private school Contamt of soran
Personal ID code | First name and suname | for training Registry code | Name

lil. COVERAGE OR COMPENSATION OF EXPENSES MADE FOR IMPROVING HEALTH

Expenses

Number of

employees

| confirm the correctness of the disclosures. | am aware that the submission of false or inaccurate information is punishable under the Taxation Act.

TAXABLE PERSON / AUTHORISED First name and surname Signature Date
PERSON REPRESENTING THE
TAXABLE PERSON
Hannes Koosla 1/2/2024

ERP / HRM CRM/ BI
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When generating the report in XML format, it is automatically saved to the DOWNLOADS folder on
the user's computer after clicking the OK button.

Form INF14 XML (HRM4Baltics) & X
Period
From Date ’01.01.2023 i |
To Date ]31.12,2023 i |
Taxable Representative
Name ’Hannes Koosla se ‘
Report Date 102012024 m |
Advanced >

Schedule... ok || Cancel ]

Note: Sports compensation amounts are rounded to the nearest euro in the report.

5.4. Statistic Reports

These reports are located at:
HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/STATISTIC REPORTS

Payroll and Human Resource 365 Menu

Social Security Tax Request
Funded Pension Certificate
Form INF 14

Form INF 14 XML

Statistic Reports

Statistic - Payroll 2018

Statistical Report "Jobs”

Statistical Report "Payroll”
Statistical Report “Salary Structure”
Statistical Report "Adult Education”
Statistical Report !Labour Disputes!
Average employees

Profession Structure

FTE Report

Wage Cap

Employee Turnover

Employee Documents
Employees by Zodiac Sign
Employee Excel Lists
Employees List (All Companies)
Health Certificats List
Employee Children

Salary Reports

Employee Salary Report
Wage Certificate

Employee Salary Changes
Employee Last Salary Change
Professions Occupancy
Employee Job History

Absence Reports

Employee Absences
Absences sorted by Dates
Holiday Schedule Overview

Holiday Schedule Confirmation

ERP / HRM CRM/ BI
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5.4.1. STATISTIC REPORT: PAYROLL 2018

The statistical report provides information about the number of employees working in the company
during the reporting month, their workload, average monthly and hourly wages, and labor costs. The
report includes individuals working under an employment contract, service contract, or public service
law, according to the configuration.

When creating the report, information from the CONTRACTS subcard of the EMPLOYEE CARD and
payroll data are used. Employees without a valid contract but who received wages during the
reporting month are also included in the number of employees (report line 01). Additionally, the
report includes wages and other benefits paid to them, as the report is created based on payroll
data.

To use the report, the following configurations must be made beforehand:
Enter PAYROLL ACCOUNTS, from which data will be aggregated into the report from PAYROLL
LEDGER ENTRIES.
Select PAYMENT TYPES, according to which amounts from payroll accounts will be displayed
in the report.

The statistical report opens from:
HOME/STATISTIC REPORTS/PAYROLL 2018

In the opened window, you can set the following filters:
COMPANY FILTER: By default, the company's name that creates and submits the report is
displayed. However, it is possible to create a joint report for multiple companies. This is
necessary, for example, in situations where multiple companies share the same registration
code. In this case, enter the names of the companies for which you want to create a joint
report in the field.
PERIOD FROM: Enter the period for which you want to create the report, e.g., 2023-01.
COUNTY: If the company is required to submit a report by county, select the county for which
you want to create the report. County selection is not a mandatory field. The prerequisite for
creating the report is the WORKSTATION CODE assigned to the employee card, which
describes the county.

Payroll Statistical Report - Payroll and Jobs H 2 X
Printer (Handled by the browser)
Options
Company Filter Olle AS|Birgit AS
Period From 2024-01
County
Advanced >
Send to... Print Preview & Close Cancel

e
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To create the report, select either PREVIEW or PRINT, to cancel - CANCEL.

07/02/2024 18:45:49 MERILY 1/2
Palk ja t66joud

f&{% : SCIKO
jaanuar 2024

Majandusiiksus

Ulle AS
11223344
Ockeani 7 , Tallinn 10113

A. PALK JA TOOJOUD

Total
1. TOOGJOUD JA TOOTATUD TUNNID
Aruandekuul tasu teeninud todtajate arv (puudumisel sisestage 0) 1 4,00
Taistooajale taandatud keskmine to6tajate arv (kahe komakohaga) 2 3,50
Tegelikult to6tatud tunnid ning Gletunnid (tuhandetes, kahe komakohaga: nt 170 h 3 0,00
markida 0,17) i
Vabade tasustatud ametikohtade arv aruandekuu 15pul, s.o vastioodud, vaba vai
vabaks saav ametikoht, mille puhul kavatseb t66andja ametikoha taita (puudumise! 4 0,00
sisestage 0)
2. TOGJOUKULUD X
2.1. BRUTOPALK, euro X1
Pohitdotasu koos igakuise regulaarse lisatasu ja preemiaga 5 0,00
Tasu Uletunnitoo eest 6 0,00
Lisatasu 66t60 ja riigipiihal t66tamise eest 7 0,00
Ebaregulaarsed lisatasud ja preemiad 8 0,00
Tasu mittetootatud aja eest (nt tasu puhkuse voi todalasel koolitusel viibitud aja 9 1627.00
eest jms) k
Mitterahaline tasu (nt kaudsed toetused tootajale; tasu toote voi teenusena; soidu, 10 0,00
eluasemekulude kompenseerimine jms) '
Tobandja maksed tootajate hoiuskeemidesse 1 0,00
2.2. SOTSIAALMAKS KOOS TOETUSTE JA HUVITISTEGA, euro X2
Sotsiaalmaks 12 0,00
Tooandja tootuskindlustusmakse 13 0,00
Tooandja leppekohased ja vabatahtlikud sotsiaalmaksed (sh kindlustus) 14 0,00
Tootajale mak d hivitised haigestumise, t668nnetuse vdi kutsehaiguse korral 15 0,00
Tootajale makstavad hivitised ja toetused pensionideks ja tervishoiuks 16 0,00
Todtajale makstavad hivitised tdosuhte Idpetamisel 17 0,00

Todotajale makstavad muud hivitised ja toetused (nt toGtamise takistuse korral
makstav keskmine tootasu, toetused tootajale teatud siindmuse korral, Sppetoetus 18 200 200,00
ims)

3. TOETUSED TOOANDJALE, euro X3

ERP / HRM CRM/ BI
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On report line 01, THE NUMBER OF EMPLOYEES RECEIVING COMPENSATION AT THE END OF THE
REPORTING MONTH, displays those employees who have received compensation during the
reporting period or for whom taxes have been calculated on the payroll accounts and payout types
configured. If compensation is paid retroactively to a departed employee, they are also counted
among the employees who have received compensation.

On report line 02, the AVERAGE NUMBER OF EMPLOYEES CONVERTED TO FULL-TIME EQUIVALENT
displays...

On report line 04, the NUMBER OF VACANT PAID POSITIONS displays...

On report line 09, the COMPENSATION FOR NON-WORKED TIME displays amounts based on the
accounting period, not the payroll report period like the rest of the report. This means that if there is
an absence from one month to another, only the portion of the amount associated with the
accounting period for which the report is submitted is included in the report.

5.4.2. STATISTIC REPORT: JOBS

Statistical report displays information related to employee mobility. When creating the report, data
from the CONTRACTS subcard of the EMPLOYEE CARD is used.

To use the report, the following pre-settings must be made:
CONTRACTS: Specify the types that will be included in the report.

To create the statistical report for workforce mobility, open the page:
HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/STATISTIC
REPORTS/STATISTICAL REPORT ,,JOBS“

or

HOME/STATISTICAL REPORTS/ STATISTICAL REPORT ,,JOBS“

In the opened window, STATISTICAL REPORT ,,JOBS” specify the following filters:
PERIOD FROM: Enter the start date of the quarter.
PERIOD TO: Automatically generated based on the PERIOD FROM field.

Payroll Statistical Report - Jobs 0 /7 X
Printer (Handled by the browser) v
Options
Period From 01.01.2024 @
Period To 31.03.2024
Advanced >

Send to... ‘ Print | Preview & Close Cancel

To create the report, select either PREVIEW or PRINT, to cancel - CANCEL.

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee
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08/02/2024 08:48:00 MERILY 1 /1

eescl TOOJOU LIKUMINE, HOIVATUD JA VABAD AMETIKOHAD
SCATISTIKO
Period: 1. quarter 2024

Company Information

Ulle AS
11223344
Ookeani 7 , Tallinn 10113

1. To6jou liikkumine, hoivatud ja vabad ametikohad

Total sh osalise
todajaga
1.1 Aruandekvartali vabad ja hdivatud ametikohad X1 X X
Vabade ametikohtade arv aruandekvartali teise kuu 15.kuupaeval (ndidatakse o1 9 .
isikute arvuna)
Hoivatud ametikohtade arv aruandekvartali teise kuu 15. kuupaeval (ndidatakse 02 ol 20

isikute arvuna)

1.2. Ridadel 03-05 naidata eelmise kvartali andmed (kvartali esimesest
kuupdevast kvartali vimase kuup@evani). Naidata liikumine ettevéttesse X2 X X
(asutusse) ja ettevottest (asutusest) valja

Eelmises kvartalis toole voetud tootajate arv 03 9 1

Eelmises kvartalis toolt lahkunud tootajate arv (sealhulgas tooandja algatusel) 04 6 1

..t66andja algatusel 05 - -
Report Comment

5.4.3. STATISTIC REPORT: PAYROLL

Data is collected with the national statistics questionnaire for statistical work on WAGES AND SALARY
AND LABOUR FORCE, aimed at calculating average gross salaries and labor cost indices.

To use the report, the following pre-settings must be made:
PAYROLL ACCOUNTS: Specify the accounts from which data will be aggregated into the
report.
CONTRACTS: Determine the contracts for which information will be included in the report.

To create the statistical report for salary, select:
HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/STATISTIC REPORTS
/STATISTICAL REPORT. ,,PAYROLL"

On the page STATISTICAL REPORT. ,,PAYROLL”,you can choose from the pre-set periods the one for
which you want to generate the report.

ERP / HRM. CRM
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Payroll Statistical Report - Payroll 0«7 X
Printer . (Handled by the browser) v ‘
Options
Period From 2024-10 v|
Advanced >

' Send to... \ l Print I \ Preview & Close | ‘ Cancel l

To view/print the report, click PREVIEW or PRINT, to cancel - CANCEL.

08/02/2024 08:58:12 MERILY 1/2
eestl PALK
SCATISTIKO

Period: oktoober 2024. quarter 4

Company Information
Qe AS

11223344

Ookeani 7 , Tallinn 10113

1. Palk
sh e
SR sh osalise
Total wma t38ajaga
1.1 Occupied and vacant positions X1 X X X
Tootajate arv aruandekuu 16pul 01 91 83 5
..aruandekuu I5pul lapsehoolduspuhkusel viibivad t66tajad 02 3 X X
.A66tajad, kes ei t6ota voi todtavad ajutiselt osalise t66ajag 03 N X A
tééandja algatusel, aruandekuu 16pul
Tootatud tundide arv (tuhandetes tundides kahek dkohaga) = 04 N N .
Tasu tegelikult toctatud aja eest 05 - - -
Tasu mittetdotatud aja eest 06 . - =
Tooandja hivitis haigestumise, tod6nnetuse ja kutsehaiguse puhul 07 = - -
Tootajatele valjamakstav tasu 08 - - .
Totajate b ine arv, taandatud tistobajale (kahe o
Kkiimnendkohaga) 09 82,34 8234
Ebaregulaarne p ia ja li - kvartalip ia,
aastapreemia, jdulupreemia jm lisatasud X2 X X X
Real 05 naidatud ebaregulaame p 10 - - -
Real 06 ndidatud ebaregulaarne p ia, li " - - -
Mitterahaline tasu (loonustasu) X3 X X X
Real 06 naidatud mitterahaline tasu 12 - - -
Kaudsed toetused tootajatele: soodustused tédle ja 66t koju
sbiduks; dotatsioon sdoklatele, sddgitalongid (vautserid) jm - ei 13 - X X
naidata real 06
Tooandja makse tootajate jaoks loodud hoiusk id X4 X X X
Téoandja makse tootajate jaoks loodud hoiuskeemidesse
(tddandja hoiusk id, aktsiate ise sk id jt) - ei ndidata 14 - X X
real 06
Tooandja hivitised ja sotsiaaltoetused tootajatele X5 X X X
Real 06 naidatud osaliselt tasustatava puhkuse tasu téomahu voi . N .
tellimuse ajutisel vahenemisel

ERP / HRM CRM/ BI
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The information displayed on the report rows from PAYROLL ACCOUNTS LEDGER ENTRIES is
customizable by the user.

5.4.4. STATISTIC REPORT: STRUCTURE OF EARNINGS

This report reflects the data of employees who have been on the employer's payroll list and received
compensation during October. The information is presented for individuals working under an
employment contract. Prior configurations are necessary to generate the report at PAYEROLL
STATISTICS REPORT SETUP/STATISTICAL REPORT — STRUCTURE OF EARNINGS.

The report opens from:
HOME/STATISTIC REPORTS/STRUCTURE OF EARNINGS

In the opened filter view, you can specify the company or companies for which you want to create
the report. By default, the field is filled with the identifier of the company from whose database the
report is created. The period field displays the October period. If the report needs to be submitted
for employees born on specific dates, you can enter the desired dates in the USE BIRTHDATE FILTER
field.

Activating the marker OPEN IN EXCEL creates the report in Excel format, which can be imported into
the Statistics Office.

Payroll Statistical Report - Structure of Earnings [I . X

Printer (Handled by the browser) v
Options Show less
Company Filter Olle AS|Birgit AS

Period From 2023-10 v
Use Birth Day Filter 13,57

Open in Excel @

Filter: Statistic Contract Buffer

Filter

Advanced >

Send to... ‘ Print Preview & Close ‘ ‘ Cancel

e
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To generate the report, select either PREVIEW or PRINT, to cancel - CANCEL.

0B/02/2024 09:19:57 MERILY 1/ 1
eascl Tootasu struktuur
STONCISTIKO
oktoober 2023
Majandusiiksus
Qite AS
11223344
Ookeani 7, Taflinn 10113
Tooandja koosseisunimekirias olnud ja 166tasu teeninud 160tajate arv: 2
Puesonal ID Birth Date Sex Estonlan  Workstation Seniority Working Factor  Empbymt Woenly Hours Mo Days Days Not Salary Overtiene Night b
Classificati Name Contract Code Working Worked Overtime Vacation Working Avg  Amount Fees Amount Amoun
on ™ Month Month Month Pay Month
36905051234 551980 1 0 1052 1"e 40 » o 2 o 626 49

45104076742 741891 2 1 1058 1"e a0 180 0 0 0 95238 0

The gross sum of compensation displayed on the report rows from PAYROLL ACCOUNTS can be pre-
configured by the user at PAYROLL STATISTICAL REPORT SETUP/ STATISTICAL REPORT — STRUCTURE OF
EARNINGS.

Statistics Report Setup (HRM4Baltics)

&l Report *Payroll and Jobs®

= Struucture of Earnings

5080

5070

3520

1110.1220

0

1190

Additionally, job positions/employee contract lines must have the ESTONIAN JOB CLASSIFICATION
added, and the company's Workstation codes has setup the EHAK codes. If the company operates
only at one address, the EHAK code can be added to the PAYROLL SETUP field MAIN COMPANY EHAK
CODE. If operating at multiple addresses, the code can be entered into the WORKSTATION CODE
configuration.

5.4.5. STATISTIC REPORT- ADULT EDUCATION

This report is based on Statistical Report Form with code 131311 - ADULT EDUCATION IN ENTERPRISES
21.

ERP / HRM. CRM
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It is designed to assist HR personnel in entering supplementary training information into the Statistics
Estonia's e-STAT system.
The report ADULT EDUCATION generated from the HRM4Baltics module contains the following report
sections:

Part A — General company information

Part C — Participants of further training, training content, organizers, and training costs.

To create the report, the following pre-configurations are necessary:
HOME/MENU/PAYROLL AND PERSONNEL
365/ADMINISTRATION/SETUP/CONTRACTS/EMPLOYMENT CONTRACTS TYPE - in the column
TRAINING TYPE, you can set CONTRACT TYPES that are not included in the report
HOME/MENU/PAYROLL AND PERSONNEL 365/ADMINISTRATION/SETUP/CONTRACTS/PAYROLL
PROFESSIONS - the column STATISTICAL. JOB DISTRIBUTION CODE must be pre-configured.
In the EMPLOYEE CARDS sub-card CONTRACTS, the field STAT JOBS CLASS CODE must be filled
in on the contract lines, based on which the column STAT. JOB DISTRIBUTION CODE is
automatically filled in.
HOME/MENU/PAYROLL AND PERSONNEL 365/ADMINISTRATION/SETUP/INFO TYPES - a list
ADULT EDUCATION must be pre-configured.
HOME/MENU/PAYROLL AND PERSONNEL 365/ADMINISTRATION/REPORTS/REPORT SETUP-
fields ADULT EDUCATION FIELDS, which are included in the report, must be determined.
WORKED HOURS = REPORT ROW A4A: PAYROLL ACCOUNTS, where worked hours are saved.
From these worked hours, the training hours are subtracted for the report. It is assumed that
the training hours are included in the worked hours in the company.
Training hours are configured on the REPORTS tab of the REPORT SETUP window, where the
applicable INFO TYPE number is determined and the specific column number where the
training hours are entered.
EMPLOYER EXPENSES FOR EMPLOYEES = REPORT ROW A5A: necessary PAYROLL ACCOUNTS
are added for the following information to be displayed in the report:
o ACTUAL PAY FOR WORKED TIME
PAY FOR NON-WORKED TIME (E.G., VACATION) AND NON-MONETARY BENEFITS
o SOCIALSECURITY PAYMENTS, BENEFITS
COSTS OF JOB-RELATED TRAINING, RECRUITMENT, AND WORK CLOTHING
To store cost information from Business Central general ledger accounts on the PAYROLL
ACCOUNTS as PAYROLL LEDGER ENTRIES, the CALCULATION GROUP: EMPLOYER EXPENSES FOR
EMPLOYEES must be pre-configured, and the corresponding PAYROLL CALCULATION must be
run. The payroll calculation must be run before generating the report. During the payroll
calculation, the cost information related to training from the Business Central financial ledger
accounts is recorded as PAYROLL LEDGER ENTRIES on the relevant PAYROLL ACCOUNTS.

o

During the payroll calculation, it is a prerequisite that the general ledger account entries are
associated with values of the EMPLOYEE DIMENSION.

To create the STATISTICAL REPORT ADULT EDUCATION, open the page:
HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/STATISTIC
REPORTS/STATISTICAL REPORT -ADULT EDUCATION

On the opened page, STATISTICAL REPORT - ADULT EDUCATION, make the following selections in the
filters:

PERIOD FROM — select the date - January 1st and the year.

PERIOD TO — generated automatically by the program according to the input in the PERIOD

FROM field.
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ETL PIHIENLIVEE PN N L PRSIV TR =

Payroll Statistical Report - Adult Education 0 /7 X
Printer (Handled by the browser) v |
Options Main Content
Period From 01.01.2023 = |
Period To 31.12.2023
Advanced >

Send to... ‘ Print Preview & Close Cancel ‘

To generate the report, select either PREVIEW or PRINT, to cancel - CANCEL.

5.4.6. STATISTIC REPORT- AVERAGE NUMBER OF EMPLOYEES

The report displays the average workload of employees, the average number of employees (adjusted
for full-time equivalents), the number of employees who have left, and the number of employees
hired during the selected period at the company and unit levels. When creating the report, you can
select the period (start and end dates).

The creation of the report utilizes information from the CONTRACTS rows in the EMPLOYEE CARDS
sub-cards.

The LABOR TURNOVER RATE/PERCENTAGE is calculated in the report as follows:
LABOR TURNOVER RATE (%) = NUMBER OF EMPLOYEES WHO HAVE LEFT / AVERAGE NUMBER OF
EMPLOYEES DURING THE PERIOD

To create the report for AVERAGE NUMBER OF EMPLOYEES, open the page from the following
location:

HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/STATISTIC REPORTS/AVERAGE
EMPLOYEES.

In the opened window AVERAGE EMPLOYEES, you can enter the period and filters for which you want
to generate the report.

ERP / HRM. CRM
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Average Employees (HRM4Baltics) 072 X

Printer (Handled by the browser) v

Filter: Structure Level 1

< Osakond | Tase No. 10 v

-1 Filter

Filter totals by

< Date Filter 08.02.24

T Filter

Advanced >

‘ Send to... [ ‘ Print ‘ Preview & Close [ Cancel

To create the report, choose either PREVIEW or PRINT; to cancel, select CANCEL.

Average employees 2/8/2024 4:42:57 PM +02:00
Olle AS MERILY
Date Filter: 01.01.23..31.12.23 1/
Department Average Average Terminated Hired %
Working Employees
Factor
Finantsosakond 20.09 23.24 5 1" 2151 %
Juhatus 242 283 - - 0.00 %
Turundusosakond 6.58 6.58 1 5 15.20 %
Mudgiosakond 7.88 792 1 6 1263 %
Teenindus 6.33 7.75 1 2 12.90 %
Suvakas 0.00 0.00 - - 0.00 %
Without department 46.50 46.73 6 7 12.84 %
Total average 90.00 9473 13 29 13.72%
20% ®
15% o
. @
2 10%
5%
0% ° .
Juhatus Molgiosakond Suvakas
Finantsosakond Turundusosakond Teenindus Without department

5.4.7. STATISTIC REPORT- PAYROLL PROFESSION STRUCTURE

The statistical report PROFESSION STRUCTURE displays information based on valid contract rows
from the sub-cards of EMPLOYEE CARDS and the configuration of the PROFESSIONS list.

To use the report, the following pre-settings are required:

ERP / HRM. CRM
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* HOME/MENU/PAYROLL AND PERSONNEL 365/ADMINISTRATION/SETUP/CONTRACTS/PAYROLL
STRUCTURE CODE

Méealuse 2/4, B korpus, 12618 Tallinn / itera.ee

* HOME/MENU/PAYROLL AND PERSONNEL 365/ADMINISTRATION/SETUP/CONTRACTS/PROFESSIONS -

the column STATISTICAL JOB DISTRIBUTION CODE must be configured.

* HOME/MENU/PAYROLL AND PERSONNEL 365/ADMINISTRATION/SETTINGS/CONTRACTS/PAYROLL

GROUNDS FOR DERMINATION - terminations initiated by the employee must be marked.

* HOME/MENU/PAYROLL AND PERSONNEL 365/ADMINISTRATION/SETUP/CONTRACTS/EMPLOYMENT

CONTRACT TYPE - the type of structure with the column STRUCTURE TYPE must be specified.

To create the PAYROLL PROFESSION STRUCTURE report, open the page:

HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/STATISTIC REPORTS/PAYROLL

PROFESSION STRUCTURE

On the page PROFESSION STRUCTURE, enter the date for which you wish to create the report.

Payroll Profession Structure s X
Printer | (Handled by the browser)
Date 131.01.2024 i
Advanced >

Send to... i Print ‘ | Preview ‘ Cancel

To generate the report, select either PREVIEW or PRINT; to cancel, choose CANCEL.

Profession Structure 31.01.24 2/8/2024 5:09:42 PM +02:00
Olle AS MERILY
1/1
Structure Employees  Indefinite Specified Long-term Working Men Women Terminated
Time Time b Employ
77 7 6 2 75 29 48
Total 77 7 6 2 75 29 48

5.4.8. FTE REPORT

FTE reports are created based on data stored in payroll accounts. Reports can be generated, for
example, based on dimensions, employee age, or gender.

To use the report, pre-settings are required at the following location:
HOME/MENU/PAYROLL AND PERSONNEL 365/ADMINISTRATION/REPORTS/FTE REPORT SETUP

The report can be accessed from:
HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/STATISTIC REPORTS/FTE
REPORT

ERP / HRM. CRM
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To display the report, select the report previously configured in the REPORT TYPE field. If a period
filter is configured for the report, the ACCOUNTING PERIOD field is automatically filled, but it can be
manually adjusted. If no period filter is configured, the desired period can be manually added.

FTE Report (HRM4Baltics)

Printer

Report Selection

(Handled by the browser)

"X

Report Type

Filter: Payroll Ledger Entry

REPORT

Accounting Period
Dimensioon; osakond
Dimensioon: ametigrupp

1+ Filter

Advanced >

2024-01.2024-12

Send to...

Preview

Cancel

To generate the report in PDF format, select PREVIEW. To send the report to Excel or Word, select
SEND TO->MICROSOFT WORD DOCUMENT/MICROSOFT EXCEL DOCUMENT.

REPORT
Olle AS

Osakond

EELARVE
FIN

TEENINDUS

5.4.9. WAGE GAP

MALE
FEMALE
FEMALE

MALE
FEMALE

Total

2024-01
321.15
180.00
100000.00
202521.75

249.43
303272.33

2024-02

200.00

This is a report from the Statistics Estonia, compiled for the month of October, including only working
hours based on employment contracts and public service contracts. The purpose of the report is to
obtain information on the difference in gross hourly wages between male and female employees by
main economic activity groups. The report is created based on data stored in payroll accounts.

The wage gap report can be accessed from two locations:

HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/STATISTIC REPORTS/WAGE GAP

HOME/ACTIONS/STATISTIC REPORTS/WAGE GAP

e
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When creating the report, the setting from PAY AND WORKFORCE (SINCE 2018) from the following
location is utilized:

HOME/MENU/PAYROLL AND PERSONNEL 365/ADMINISTRATION/REPORTS/STATISTIC REPORTS/WAGE
GAP

When creating the report, the window for selecting the report period opens first, where you can
specify the year/month for which the report is to be created. To generate the report in PDF format,
press the PREVIEW button, but to create the report in Excel or Word, press SEND TO->MICROSOFT
WORD DOCUMENT oR MICROSOFT EXCEL DOCUMENT.

Payroll Statistical Report "Wage Cap" 0 /7 X
Printer (Handled by the browser) v ‘
Options
Period 2024-10 v |
Advanced >

Send to... l‘ Print } Preview & Close Cancel

The data displayed in the report is calculated based on the data stored in payroll accounts. The
details of the person filling out the report are automatically taken from the card of the employee
who creates the report if their BC user name is added to the USER ID field of the employee card.
Otherwise, the FILLER fields remain empty.

e
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09/02/2024 11:08:23 MERILY 1/1

Palgalohe

Sciseike
2024

Majandusiiksus

Olle AS

11223344 E-post:

Ookeani 7 , Tallinn 10113 Telefon: 56 898 898
Téitja

Isikukood: 51808190021 E-post: Paul@info.eee
Ees- ja perekonnanimi: Paul Praanik Telefont:

Tabel 1.1. PALK OKTOOBRIS

Kokku Mehed Naised
1 2 3 1A

Tootajate nimekirjas olnud ja tootasu saanud tootajate arv oktoobris 1 0 0 0

Todtatud tundide arv oktoobris (tuhandetes tundides tépsusega 0,01) 2 0 0 0

Tasu tegelikult t66tatud aja eest oktoobris,eurodes 3 0 0 0

ABIREAD, AUTOMAATNE ARVUTAMINE: x4

Keskmine brutotunnitasu x5

Keskmine t66tatud tundide arv oktoobris (ihe té6taja kohta x6

Keskmine brutopalk oktoobris x5_1

5.4.10. EMPLOYEE TURNOVER

The report can be accessed from:

HOME/STATISTIC REPORTS/EMPLOYEE TURNOVER

or

HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/STATISTIC
REPORTS/EMPLOPYEE TURNOVER

ERP / HRM CRM/ BI
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Ulle AS \ Lists~  Tasks~  Documents  Archive - Menu ] =
Employees Registers Tax Declarations  Holiday Schedule Employe
Info Types Payroll Entries ~ Absences Working Schedules  Employe
Payroll Accounts  Analysis Views  Sick Leaves List Notifications Non-Re¢

Actions

> Setup > Calculation State Reports Salary Reports 2

> Journals Overviews Statistic Reports Employee Reports A

2] Payroll 2018
Insights

[5] statistical Report - Jobs

Employees 2] Adult Education

@ Male: '@ Female [%= Average employees

20 Q-; Profession Structure
Ea. Labour Disputes
" [ Wage Cap
R Employee Turnover
10

== Labour costs
=5, Structure of Earnings

E] FTE Report

Over 60 40 - 49 30-39 50 -59 20-29 Under 19

%4 Statistics 3.0 Reports I

When creating the report, various filters can be applied, and after modifying the filters, the report
must always be recalculated by pressing the CALCULATE TURNOVER button.

Empioyes Turnover (HAM4Batics)  Saved Ric

O search Ry Calculate Tumover Actions  Fewer options e 3
Settings
From Date 101012023 B | Osakend | Tase No @ Prafession Group @)
To Date [31.012004 M| | Aligksus No @) Prafession Category @)
Methad [Bact %) | Tospere No @) Profession @)
Filters | «| | GuppNo ® ) Contract (D)
Exclude inavirves @)
Total
Full Tirw Courted Termnnat ted Turmover Termmated Turnaver
Dexcription Employees Employees Employees Hired Torminated Turmaver (Employen (Employer) (Emplayes) Emgployes)
- 7486 8543 91 27 12 16,03 3 40 _ 000
No Contract 000 @00 5 4 1 0,00 - 0,00 - 000
~» TOTAL : 74,86 85,43 93 27 12 16,03 3 401 = 0,00

ERP /| HRM CRM/ BI
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Field Explanation

From Date/To Enter the desired start and end dates for the report period.

Date

Method Various methods for calculating labor turnover can be selected.
Options:

e EXACT - the calculation result is displayed in a single row.

e EXACT BY MONTH - the calculation is performed, and the result is displayed
by selected months.

e STARTAND END

® BY MONTH END DATE - the result is displayed monthly, and the calculation
is based on the end of each month.

Filters A list of employees opens for filtering the employees to be included in the
report.

Exclude Employees marked as inactive can be excluded from the report.

Inavtives

Dimensions, When the marker is turned on, the corresponding column is added to the

Professions report rows. The DESCRIPTION column displays the description of the data

Group, shown in the added columns.

Profession

Category, After the report has been calculated and a new marker is entered, the

Profession, report must always be recalculated.

Contract

To send the report to Excel, there is a button on the ribbon menu labeled OPEN IN EXCEL.

5.5. Employee Reports

Located at HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/EMPLOYEE
REPORTS.

e
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Payroll and Human Resource 365 Menu

Reports and Analysis

Payroll Analysis Views Employee Reports

Overviews Employees List

Salaries View Employees List to Excel
Parameters View Employee Information

Infotypes View Employee Status Changes
Overview - Absences by Days Employees by Employment Date
State Reports Employee Working Total Years

Certificate of Unemployemnt Tax Employee Noviciate List

Certificate of Income and Social Tax Employee Contracts

Certificate of Income and Social Tax (non-resident) Employees by Ages

Holiday pay compensation Employees by Month of Birth

Social Security Tax Request Employee Documents

Funded Pension Certificate Employees by Zodiac Sign

Form INF 14 Employee Excel Lists

el d Employees List (All Companies)

Statistic Reports Health Certificats List

Statistic - Payroll 2018

Employee Children

5.5.1. EMPLOYEE LIST

Business Central has a dedicated report called EMPLOYEE LIST created to provide a quick overview of
the most important employee data. The report presents the following information related to
employees across departments: NUMBER, NAME, JOB TITLE, DATE OF EMPLOYMENT, DATE OF
TERMINATION, WORKING FACTOR, and CONTRACT.

To create the EMPLOYEE LIST report, follow these steps:

HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/EMPLOYEE REPORTS/
EMPLOYEE LIST

On the EMPLOYEE LIST page, enter the query filters.

ERP / HRM CRM/ BI
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Payroll Employees List 7 X
Printer { (Handled by the browser) v ’
Options

Status Date | l
Without Sublevels @

Filter: Employee (HRM4Baltics)

% No. \ v ‘

X Status ¥

% Osakond | Tase No.

% Alliksus No.

x Toopere No.

X Grupp No.

x Emplymt. Contract Code

X Employment Date

X Termination Date

X Working Factor

*__gﬁﬁﬁ,_
<

-+ Filter...

[sendtor. |[ e | [ proviews cose | [ concl |

Fast tab OPTIONS (use without filters)
The STATUS DATE filter and other filters are not used together, i.e., apply one or the other. The TABLE

REPORT displays the report in TABLE FORMAT, WHICH IS USEFUL FOR EXPORTING TO EXCEL AND
FURTHER DATA PROCESSING THERE.

ERP / HRM CRM/ BI
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Employees List 2/9/2024 12:23:51 PM +02:0
0"0 AS MERILY
Date 09.02.24 Status: Active XA

No. Name Job Title Employmen Terminatio Years Contract
t Date n Date

Osakond | Tase: Finance Department 24 employee(s)

Finance Department 7 employee(s)

TRI- Test Uus-Tootaja 4/20/2023 9 months Maaramata

0211 ajaks

TRI- Frodo Paunast 1/1/2023 1 year 1 month Maaramata

0239 ajaks

T1234 Dennis Tuvi Accountant 11/24/2022 1 year 2months  Maaramata
ajaks

T342 Riho Otsa Raamatupidamine 1/4/2021 3years 1 month Maadramata
ajaks

TRI- Vello Vaher Accountant 4/1/2022 1 year 10 months Maadramata

0198 ajaks

T339 Triinu Miinu 3/17/2021 2 years 10 months Maaramata
ajaks

TOO05 Jolger Krusovice Head Accountant 10/27/2022 1 year 5 months * Maaramata
ajaks

Finance Department / Raamatupidamine 9 employee(s)

T341 Saara-Pille Liinilend 3/1/2021 23 years 11 Maaramata

months * ajaks

T353 Uus Mees Raamatupidamine 7/19/2021 2 years 6 months Maaramata
ajaks

TRI- Triinu Paunaste 1/1/2023 1 year 1 month Maaramata

Fast tab EMPLOYEE

Field Explanation

No You can specify the employee numbers to be included in the report. Leaving it
blank will include all employees in the report.

Status You can specify the statuses of employees to be included in the report: active,

inactive, terminated, prospect.

Unit numbers You can specify the unit numbers to be included in the report. Leaving the filter
field blank will include employees from all departments.

Employment For example, if you don't want employees with a certain type of contract to be
Contract Code included in the report, enter the filter <>4 (the exclusion marker in filters is <>).
To exclude multiple contract types from the report, then enter & and a new
exclusion filter: for example, <>5.

To preview or print the report, select PREVIEW or PRINT - to cancel, select CANCEL.

5.5.2. EMPLOYEE STATUS CHANGES
To compile the report, open the page:

HOME/MENU/PAYROLL AND PERSONNEL 365/REPORTS AND ANALYSIS/EMPLOYEE REPORTS/
EMPLOYEE STATUS CHANGES

When compiling the report, it is mandatory to enter a date filter, and you can choose which data you
want to display in the report:

e
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e WITHOUT DEPARTMENTS - employees are displayed in the report without grouping, i.e., in a

unified list.

e EMPLOYMENTS - only employees hired during the specified period are displayed.
e TERMINATED - only employees who have left their positions during the specified period are

displayed.

* PASSIVE - only inactive employees during the specified period are displayed.

Payroll Employees Status Changes * X
Printer (Handled by the browser)
Options
Without Departments K.:,"
Employments a
Terminated [ o]
Passive a
Without Sublevels \_'7.___‘,‘
Filter: Employee (HRM4Baltics)

No
Filter totais t

Date Filter
Advanced >

Send to... Print Cancel

ERP / HRM. CRM
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Employees Status Changes ( employments, terminated, passive )

Olle AS
Date Filter: 09.02.24

No. Name Job Title

Osakond | Tase: Unknown Structure Level
Unknown Structure Level
T024 Kaia Muna

Osakond | Tase: Finance Department
Finance Department

TO05 Jolger Kru$ovice Head Accountant

Osakond | Tase: Turundusosakond
Turundusosakond
TRI-0