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

Microsoft Dynamics Business Central
HRM4Baltics

User manual for Payroll and Personnel
Management Solution

= BCSitera

HRM

For questions, feel free to contact us:
BCS Itera AS

Méealuse 2/4, B-wing

12618 Tallinn

Tel: +372 650 3380

E-mail: itera@itera.ee

©BCS ltera AS
All rights reserved. Without the prior written permission of the copyright owner, no part of this
material may be reproduced electronically, mechanically, or by any other means.

e



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

1. Table of Contents

1. TADIC Of CONEENLS.......eeeaeeeeeeeeeeeeeeienncceeeseeeeeeenssssssssseessnnnssssssssssssssnsssssssssssssssmnsssssssssssssnnnnssnns 2
2. INErOAUCLION.......euueeeeiriiiiiiiiiiisiiisiiissississsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnsns 10
2.1. Personnel ACCOUNTING .....ccciiiiiiieeccrcciiiiertieerseeeereeesnnnssssseesseeesnnnssssssssseesnnnnsssssssssnesennn 10
2.2, [ 1Yo | OO UTTPRN 11
3 LiSES auveeeeerrrnerrmussiisinnrniinmussiisienrnresssssssssssssresssssssssssssssssssssssssssssssmssssssssssssssssmssssssssssssssnsssnsasss 13
3.1, EMPIOYEE LiSt ..eeneciiiiiiiieeeceeciiineeieeeessceeeseeeennsssssseesseeesnnnssssssssseesennnssssssssssesennnnssssssssssesennn 14
3.1.1 DATA FIELDS ON THE EMPLOYEE CARD ....ccuetiiiiiierteieenineeieesieeesteeseeesreesanesneesanesnneens 15
3.1.1.1. Fast tab: Basic information ........cccccuiiiiieiiiee e 15
3.1.1.2 Fast tab: DIMENSIONS ......ueiiiiiiiieee ittt ettt e e e sta e e e e s etae e e s ssabaeeeeeentaeeeeanns 18
3.1.1.3. Fast tab: Connection and SETUP........ueeiiiciiiie et e e s e e e e raee e eaes 18
3.1.1.4. Fast tab: CUSTOM FIieldS....ccciiiiiiieieiiie et et bar e e e e aaaeeeeeaes 22
3.1.1.5. Fast tab: Employee Address and CoNtactS........cccveeeieciiieeeieciiieeeeeciieee e seiieee e eerreee e 23
3.1.1.6. Fast tab: CUITeNt STAtUS .....cccuviiei ettt e e e ctre e e s s ber e e e e earaeeeeeaes 24
TR 00 B R -1 o - | « H o T Y =4 =Y RSP 25
3.1.1.8. Fast tab: Birthday........ccuveiiiiiiiie e 26
3.1.2.9. Fast tab: MOIfIEr ....cccuiiieei e et e e e eans 26
3.1.2. EMPLOYEE PICTURE .. .vtiittiiiiestteiteesteesetessieesetesteesteesnseesteesaseessessnsesnsessssesnsessnsessessssesnsenns 27
00 T T o 8PP RORTSPIPRRIN 27
3.1.4. CONTRACTS AND SALARIES.......ciicitertierieerteesteesieeseeeseesieessseesseessseessessssesssessssesssesssssssseens 28
3.0.5. EMPLOYMENT .. cttiititeieesiee et estte st e steesetesteesetassteesaaessteesteessseeseesnseenseessseensessnsesnsessssesnseens 28
3.1.5.1. Closing Employees previous employment relationship........cccccoecvveeeiiciiieeiicciieenens 30
316, PASSIVITY ittt ettt ettt e sttt e sb e st e e st e e e sabt e e saba e e sabbeesabaeesabaeesabbeesabaeesanseesanes 33
3.0.7. CONTRAGCTS ...ttt ettt ettt et sttt e st e s bt e e saba e e s bt e e sabbeesabaeesabbeesabaeesabaeesabseesnbaeesnnseesnsns 34
3.1.7.1. Linking Employment Contract and Salary Line ........ccccceeveciiiireieciiieee e 42
3.1.7.2. Adding Fontes Classification to the EMployee........cccvvveeiiiiieiiicciiiee e 43
318 SALARIES ...ttt ettt st ettt st st a e e st e e s bae e s bteesbbeesbaeesaaeesaees 44
3.1.9. PARAMETERS ... ittt ettt ettt ettt et st sb e e st e st e e st e e sataeesabaeesabbeesnbaeesanneesanns 48
3.1.10.  BANK ACCOUNTS ..eotteittetteittestee st ssteesetesteeseeesseestesssseessessnseessessssesnsessssssssessseesnseens 51
700 0 R 171 1 U SRUPSPRRRRIN 53
3.1.11.1. [ T A = @1 =11 PO 55
3.1.11.2. Fast tab: Collector INformation ........cccveeeieciiiii e 59
3.1.12.  MANAGER ASSISTANTS . ..cttiiiiestteriteieesttesteeseeesreesteesseesseessseesseesssesssessssesssessssesnseens 60
3.1.13.  ASSISTANT MANAGERS......ccccitertterttenteesteertee sttt esreeseeesseestessseesseesssesbeesssesssessssesnseens 61
BL1L1A TAX TABLE ...ttt ettt ettt sttt e ste e s ae e s ste e s be e saseesbesssseenbeessseenteesnsesnsessseesnseens 62

B0 0 I - '8 -1 o] L= RSP 63

T 0 - D =1 o] [ o =T o o o TSP 63

B0 0 e TR - ' =1 o] [T 1 Y £ UU RPN 64

TR 0 B - > =1 o] [ =X =TSP 64

TR 0 TR =T F= 1 I oY [Tt SR ST 65
3.1.15. JOB REQUIREIMENTS ..cuttiiiiiiiiiiiesieesieesieesitesteeseeessseestesssseessessnseensessssesssessssesnsesssessnsenns 66
3.1.16. PERSONAL DOCUMENTS ....otiitiiiiieiteesttesieestessteesieeereesteessseessesssseessessssesssessssesssessssssssenns 70
3.1.16.1. DOCUMENT TYPES SETUP ..ciiiiiiiiiiiiiiiiiiiiiiiiiiiirrssssseseseeeeseeeeeeeeeeerereeesesesessssssnessnnnsnnnnns 71
3.1.17. INFO ENTRIES ..eeeitteeieesiee ettt et e ste st e st e ste e seeesateestaessteesbeessseenseesnsesnsessnsesnsesssnessenns 72
BL1.18. SKILLS ..viiteeeteeciee sttt et et e et e st e s te et e sate s be e sat e ssteesaeesnteesteeente e beeenteebeeenbe e beeenseeraesreeenreens 73
3.1.19. INSTRUCTIONS ..eeiiiiiteiitte ettt esite ettt site e stte e siae e sbe e e sbteesabteesabteesabaeesabaeesabaeesnsaeesnnseesnnns 75
3.1.20. EMPLOYEE ASSETS ....oiittiiiteiteiieesteestessteesetesteeseessnseessesssseessessssesssessssessessssssnsessssssnsenns 76
3.1 21 TRAININGS oottt ettt ettt sttt e st e st e s bt e e s bt e e sabteesabaeesabaeesabbeesabaeesanseesanes 79



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

3.1.22. HEALTH INSPECTION ...uutttiiiitenitee ettt sttt e site st e e sbae e satae e satteesabaeesabaeesabseesnsaeesnnseesnnes 80
BL1.230 ABSENCES ..ottt ettt ettt sttt ettt st st e s bt e s bt e st e e st e e s ba e e s ba e e sbbeesabaeesaaeesaees 83
3.1.24. HOLIDAY BALANCE ....ccutttiiiieeiiteeeitee sttt e sttt e siteesbeeesbteesabaeesatteesstaeesabaeesabsessssaesssseesnnes 84
3.1.25. PAYROLL ENTRIES.....ciiiitttitieeniteeeitee sttt esiteesiteesbeeesbteesataeesasteesataeesabaeesabsessssaeesnsseennnes 85
3.1.26. CHILDREN ....etiiiiiteiiie ettt ettt site ettt stt e st e st e e sbte e sabb e e sabbaesabaeesabaeesabbeesnbaeesnnseesnses 86
3.1.27. RELATED PERSONS ....nitiiiiiteeite ettt sttt stt e e st e st e e sate e sabaeesabaeesabbeesabaeesanseesnnes 88
3.0.28. EMPLOYEE FILES ... uttiiiiteiiiieeeite ettt sttt site st e e st st e e st e e sataeesabaeesabaeessbaeesanneesanns 89
3.1.29. EDUCATION c.eiiiitte ittt ette sttt eite e site sttt esatae e sabt e e sbbeesabaeesabteesabaeasabaeesabseesnsaeesnsseennsns 90
3.1.30. EMPLOYEE VEHICLES......coiiititiiitteeitee ettt st st esite e site e sete e staeesabaeesabaeesabaeesanseesanns 92
3.1.31  WARNINGS ...ttt ettt sttt ettt sttt e e st e e st e e satt e e sabbeesabaeesabaeesabbeesabaeesnsseesnnes 93
3L1.32  REWARDS ...ttt ettt ettt ettt sttt ettt e s bt e e s bt e e s bt e e sabb e e sabae e sabaeesbbeesabaeesaaeenaees 94
3.1.33. PREVIOUS EXPERIENCES........ccoittiiiieeniieenitee st e siteessiteesiteesireesiaeesabaeesnaeesssaeessnseesnnns 96
3.1.34. OCCUPATIONAL ACCIDENTS ...uuttteiiteeeiteesiteesite e site e sttt e siteesiteesbaeessbaeesbteessbaeesanneesanns 97
3.1.35. OCCUPATIONAL DISEASES......cttteiiiteriieeeitee it esite e sttt e site e siteesbaeesabaeesbaeessbaeesnnneesanns 98
3.1.36. EMPLOYEE EXEPTIONS ...coiititiiitee ittt sttt site st e st sit e e st e e staeesabaeesabbeessbaeesanaeesnnns 99
3.1.37. EMPLOYEE SICK LEAVES .....utttiiiteeiiitenite et siteesiee e sbteesbee e sbteesbaesssbaeesbaeesasaeesaneeenas 100
3.1.38. EMPLOYEE INFORMATION ....ooitiiiiiiieniteeniteesiteesieeesiteesbeeesbaeesibaeessbaeesbaeesasaessaseeenns 101
3.1.39. COPY EMPLOYEE .....ooiiiiiieiiieeiiee sttt s ittt ettt e e stee e sbte e sbe e e sbaeesabaessabaeesabaeesabaeesanseenas 102
3.2. All Companies EMPIOYEES ......cciuviiiiiiiiiiiiiniiiniiiiiiiiiiiiiiiiiimmsss 105
3.3. €entral EMPIOYeES....ccciiiiiiiiiiiiiiiiniiiiiiisiisssissssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 106
3.4. PaYroll ACCOUNTS......cciiiieieeeeieceiiiiireneeesseeeereeernanssssseesseeesnnnsssssssssseesnnnssssssssssesesnnnssssssssnneees 109
3.4.1. FIELDS IN PAYROLL ACCOUNT LIST...uttiiiiiteriieeniieeenieeesiteesieeesieeesrnessveeesvaeessseessneeenas 110
3.4.2. FIELDS IN PAYROLL ACCOUNT CARD ...eorttiiiiiteiiitenieee sttt esieeesieeesieessveeesvaeesbeeesnseenns 110
3.4.2.1. Fast tab: Group SEIECION ...c..viiiiiiceeee e 114
3.4.2.2. Fast tab: Payroll REPOIT ....cccuuiiieiictiee ettt e e anaee s 114

T 11103 AV o T3S TTTRONN 116
3.5, 1L INFO ENTRIES ..ottt ettt et sttt ettt ste e e st e e saba e e sabaeesabaessabaeesabaeesasaeesabeeenns 116
3.5.2. INFO TYPES IMPORT/EXPORT TO EXCEL ...vveiteeieseieieeresieeieeeesieeeeseeesessaesreesesreesessnenns 117
T I 1313 N 118
3.6. 1. TRAININGS LIST 1ottt sttt sit st sit e st e e sbe e e sbae e saba e e sbaeesabaesssbaeesbaeesabaeessseenns 118
3.6.2. CREATING TRAINING CARD ....ceiiitittiiieiniteeeitee sttt e siteesiteestteesiaeesbaeesbaeesbaessabaeesaes 120
3.6.3. TRAINING FEEDBACK QUESTIONNAIRE ......ccctttiiitiriteeniieenieeesiteesieeesieeesiaeesveeesnaeenas 123
3.6.4. COPING INFORMATION FROM PREVIOUS TRANING CARD.....cccccvviriiierireeniieenieeesiieenns 124
3.6.5. ENTERING AND ALLOCATING TRAINING EXPENSES .....cccvtiiiiiiiiiieniieenieee e siee e siieeas 125
3.6.5.1. Training Cost DOCUMENT Card........cuviiiiiiiiiiieiiiieee et e e e e e e e e eaaee s 126
3.6.5.2. Training Cost DOCUMENT LINES ...ccevvririiiiiiiiiiiiiiiisieeeeeeeeeeeeeeeeeeeeeeeeeeeeeseresesensnennnnaanans 127
3.6.5.3. Training Cost @lloCatioN .......ccuuiiiiiiiiiie e e e rearee s 128
3.6.5.4. Linking training expenses to Financial Solution.........cccccceveciiiiii e, 129
3.6.5.5. Training Cost DOCUMENT POSTING ..evvvvruririiiiiiiiiiiririeeeeeeeeeeeeeeeeeeeeeeeeeeerererenrneneaeaeaaaans 130
3.6.6. REGISTERING ABSENCE FOR TRAINING .....ccccttiiititeriteeniieenieeessiteesieeesieeesiaeesveeesneeenas 130
3.7. Employee CoNtracts list.......ccccvverrsccuennmnnnnnnnmnnnnmnmmsemssssssssssssssssssssssssssssssssssssssssssssssssssssssss 131
3.7.1. PRINTING CONTRACTS ON TEMPLATE .....eitiiiiiiiieeniteesiteesieeessiteesieeesieeesieeesveeesnseenas 132
3.7.2. CREATING REQUIRED FILES IN THE LIST OF CONTRACTS ...cuvtiiiiiieniieenieeesieeenieeesieeens 133
3.8. List Of SAlAries ......cuuueuuruurunuurennunninnnisennsennsmmmmmmmssemmssmssssssssssssssssssssssssssssssssssssssssssssssssssssssss 135
3.9. NON-TESIAENLES ...cuvuerrreurrenieniisnnisenissnissessssssssmsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnss 135
3.10. EMPIOYEE DOCUMENTS.....cuuuueurrenrrenssennssnssssmsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnss 135
.11 EMPIOYEE FIl@S ...ueeiiieiieeeeieeeiiiiieeeeesecesereeernnnesssseesseeesnnnsssssssssseesnnnssssssssssesesnnnssssssssnnenes 137



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

312 EMPIOYEE ASSELS ...oiiiieeeeeneieeiiiiiernnneesieeserterennnsssssssssseeesnnssssssssssessssnnssssssssssssesnnnnssssssssanns 138
3.12.1. EMPLOYEE ASSET HISTORY ....uviiiiiiiiiiieniiesieeseneieesteesreesieesseesseessseessessssesnsessssesnsessnns 140
3.12.2. ADD FIXED ASSET TO EMPLOYEE ....eetitiiiiieiiesie ettt see e sve et e 140

3.13. EMployee Children’s...........ccoiiiiieeecccciiiicteeenesseeesreeernnnssssseeseeeennnssssssssssesennnnssssssssnaeens 142

3.14. EMployee EAUCAtIONS ........ceiiiiiiiieiecccciiiecteeeeesseeesseeesnnnsssssseesseesnnnssssssssssesesnnnssssssssnneees 143

3.15. EMPIOYEES SKIllS ....ciieeeeeeeeieeiiiiiieiirreccrrtrrrrneeeseee s ee e e e nnnessseesseeeesnnssssssssssseesnnnnsssssssnnnns 144

3.16. Employees Previous EXPEri@NCES ........ccceiriiirrmmeerieeiiiieermnmessseesseeeesnnnsssssssssssssnnnssssssssssnns 145

3.17. Employee JOb ReqUIrE€MENTS.....cceueuieiiiiiiiieeeiiecerireernnneeseeesreeeennnssssssssssssesnnnsssssssssanns 145

3.18. Employee Working Permits.......cccceeeeiiiiiimmmneiiieiiieeenmmnsesseeesneeennnssssssssssseesnnnssssssssseeees 147

3.19.  EMPloYee WarNiNgS......cccceriiiirmmmeesiceiiiietnnnnssssessseeensnnsssssssssseesnnnssssssssssssssnnnsssssssssssees 148

3.20. EMPIoyee REWArdS ........ccceiiiiirmmmeeiicciiiieennnnsssseesseeesnnnsssssssssseesnnnssssssssssesennnnsssssssssneees 148

3.21. Employee Vehicles List.......ccciiieeuiieeiiiiiiieeeiiecniinnernnnessseesseeeesnnssssssssssssesnnnsssssssssenns 149

3.22.  EMPIOYEE PaSSIVity .....cuuuueeumeenmennsnnnsnnnsnnnssnnsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnss 150

2 02 TR |1 41 {1t 14 o T L3N 150

3.24. Occupational Safety and Occupational Health ..........cccccuveeeneennnnnnnnnnnnnnnnnnnnnnnnnnnennnennee. 151
3.24.1.  HEALTH CERTIFICATES ...eeiuttiteeieeeeieeiesesteeseesteeseeesnseeseeessseesaeesnseessessssesnsessnseensessnns 152
3.24.2. OCCUPATIONAL ACCIDENTS LIST 1eeutteteeiiteieesieeieeseesreesieesseessesssseessessssesssesssseensessnns 158
3.24.2.  OCCUPATIONAL DESISES ....ccttiiiiereeiiiesieestesieeseeesteesieesseeseeessseessesssseensessssesnsessnns 159
3.24.3. WORKING ENVIRONMENT REPRESENTIVES ......covviiiriieriieiieenieesreenieesreesneessneeneeesnns 161

3.25.  Sick LeaVues liSt......ccccccivriirinnnnnnnnnennsenmnnnnssnmssemmsessssssssssssssssssssssssssssssssssssssssssssssssssssssnss 163
3.25.1.  SICK LEAVE CARD ..cocuviiieeieieeieeitteeieeseeesteessaessesssessssessseessseesseessseessessssesssesssseensessnns 166

3.25.1.1. Fast tab: SICK IAVE ....cei i 166
3.25.1.2. Fast tab: Fills EMPIOYET .....vviiiiiieee st 167
3.25.1.3. Fast tab: Additional iNfo.......coociiiiiii e 168
3.25.2.  SICK LEAVE LIST AND CARD FACT BOX INFO ......eeviierierieeeieenieesreenieesseeseeesneeneeesnns 169
3.25.2.1. Fact box: Conflicting ADSENCES......ccoccuviiiieiiiee e 169
3.25.2.2. [ Total o Yo ) r A o1 =T o [l Y- J SRR 169
3.25.3.  ACTIONS WITH SICK LEAVES .......otioteeiiieiienieeieeseeeteesieesseesteessseessesssseenssssssesnsessnns 169
3.24.4. SICK LEAVE REQUEST LOG ...ccutiiieeriiieieeriseieeseesieeseessreesieesseessesssseessessssesssessssesnsessnns 171
3.26. Data Exchange with the Tax and Customs Board Employment Register (TOR)............. 171
3.26.1.  DATA EXCHANGE WITH TOR OVER X-ROAD .....c.coeveverrrereeerereerereteeereresesevesese e 171
3.26.1.1. Important Icons and fact box Information in the Employment Register Log
Window 175
3.26.1.2. Creating the Employment Register CSV file .....ccoovvieiiiiiiieiiieieeeeee e, 176
B.TASKS.....oereresirssiississssississssisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 177

4.1. Payroll Calculation ..........cceiiiiiiimeerccceeireeineeeseeesrreeennnassssseseeeennnsssssssssseeennnnssssssssssesnnnnnss 177

4.2 Fees Calculation ......ccciiiiiiiiiiiiiiiniiiiiiinniiinniiniiiniiisisisissssssssssssssssssssssssssssssssssns 180
4.2.1. ALLOCATING PAYROLL ENTRIES TO DIMENSIONS........ccoiteriierieerreenieenieenieeseeenseeseeesneens 182

4.2.1.1. Distribution configured on the Employee Card ........cccocvveeiiiiiieee e 182
4.2.1.2. Entry DistribULioN .....oeiiiiiieee e et 184
4.2.2. ADVANCE PAYMENT CALCULATION ....uttitieitieeteesteesteesieeseeeesteessneesseessessseessnssssesssessseens 185
4.2.3. MONTHLY SALARY CALCULATION ....iiiiietierieeittenteesteesieeseeeesteeseeeesseessessseessessssesssessseens 186
4.2.4. HOURLY SALARY CALCULATION ...iictiiiieeieenie et esieesreesieeseeeesseessneesseesseesssesssnsssesssessseens 187
4.2.5. OVERTIME CALCULATION, SUMMARIZED PERIOD.......cccceeruierieirreesieenieenieeseesnseeseeesneens 187



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

4.2.6. BONUS CALCULATION ...otiiiiteiiiteetteeriteeesitee e sireessiveessabeessateessabaessabeesssbaeesabaesnssasssssaeesanes 188
4.2.7. BOARD MEMBER FEES WITH HOLIDAY OBLIGATION ...c.vevviieieeieieenieenieesieeseeeenreeseeesneens 188
4.2.8. CONTRACT (TVL) FEE ...utiiiiieiiiieeeiieeeiteeertee et srite e ssibe e s siteessabe e e sibaessabaessabaeesasaessabaeesanas 189
4.2.9. VACATION .eiiiiiieiiitee ettt ettt ettt ettt e st e s sate e sate e s sabeeesabaessabaeesabeessabaeesabaeenabaeesasaeesases 189
4.2.10. ADDITIONAL LEAVE .....otiiiieeiiieeerieeeteeesiteeesiteessiteessibeessibaessabaeesabaessabaeesabaessssaessasaeesanes 191
4.2.11. CARE LEAVE OR CAREGIVER LEAVE FOR AN ADULT WITH SEVERE DISABILITIES ........... 192
4.2.02. STUDY LEAVE ....ciiitieiite ettt ettt ettt e st e s site e ssateessaba e s sabaessabaeesabaesnabaeesabaeenssaeesasaeesanes 192
4.1.13. ACCRUAL OF LEAVE OBLIGATION....ccutteitierieeitesieesieesieeseeeesseessneesseessesssseessessssesssessnseens 193
4.2.14. SICK LEAVE BENEFIT CALCULATION ...ciitiiriieeieesieesieerieeseeeeieeseeeesseessessseesanssssesssessnnaens 193
4.2.15. INCOME TAX-FREE AMOUNT CALCULATION. ...cccttiiiirieerieerieeseeesieeseeeieeseeesseeseessneens 194
4.2.15.1. Employee Designated Income Tax-Free AMOUNt .......cccceeeeieiiieeeecicieeeeeeieee e 195
4.2.15.2. Calculations and Payroll Accounts Related to Income Tax and Tax-Free Allowance
............................................................................................................................................... 195
4.2.16. DEBIT CLAIMS TO BAILIFFS....coitietieiieeieesee et esteesteesteeseeeesteesseesseesssesseessnssssesssessnsaens 196
4.2.07. ALOMONY Lottt ettt ettt ettt e st e s sate e s bbeessabaeesabaessabaeesabeesaabaeesabaeenssaessasaeesanes 197
4.2.18. TERMINATION OF EMPLOYMENT ..eiitteiiiieeiniieeeriieeenteeesireeesieeesireesnareessabeeesasaessanaeesans 198
4.3. Order of Payroll Calculations...........cccciiiiiiimeeiiiiiiiieeeiessceeereeeeneeesses s e e eeennnssssssssssseennnnnns 199
4.4. WoOrking SChedUIES..........ceiiiieiiiecccceerreerreeessce s s reeennesssssseseeeennasssssssssseeennnnsssssssssseennnnnns 200
4.4.1. CREATING NEW WORKING SCHEDULE .........coiiiiiiiiiiiiieeriee et esree e sieeeseee s siee e 200
4.4.2. FILLING OUT THE WORKING SCHEDULE BASED ON WORKING SCHEDULE TEMPLATE .... 205
4.4.3. WORK TIME PLANNING ......utttittitiiiteeiiee ettt esiteessiteessbeessiteessabeeesabeesssbaeesabaeesssaessssaeesanes 206
4.4.3.1. MUltiple ENtry Of ENTFiES.....ciii ettt e et e e e e arne e e e 217
4.4.3.2. FIXEA AMOUNT..cciuiiiiiiiiiiee ettt eriee et e st e e site e s sbe e e sibeessabaeesabeessabaeesabaeesabaesnsbaeesaseeas 218
4.4.4. IMPORT OF WORKING HOURS FROM THE MAINTENANCE MODULE..........ccccocveenueeennne. 220
4.4.5. WORKING SCHEDULE IMPORT/EXPORT IN EXCEL.....ceoieieiteeieseeenresiesieeeeseessesneseeennens 221
4.4.5.1. Working Schedule import/export in Excel with dimensions........c.ccccveeeeeveecreeneeenens 221
4.4.6. WORKING SCHEDULE DAY VIEW ....cvtiiiiiiiiiieeieeeiiee et eniree st e site e ssvee s sabaeesbaessvaeesaes 222
4.4.7. COMPARISON OF WORKING SCHEDULE AND EMPLOYEE GATE LOG .....ccccevcvvevveennernenns 225
4.4.8. APPROVAL OF WORK SCHEDULE PLAN, CONFIRMATION, AND REGISTRATION OF WORK
SCHEDULE ...ttt ettt ettt ettt sttt et e e st e e st e e s sabe e e sabeessabaeesabaeesabaeesabaeesabaesnabaeesanaean 226
4.4.9. CONFIRMATION AND REGISTRATION OF THE WORK SCHEDULE WITH APPROVAL
WORKFLOW ...ttt ettt ettt sttt e e st e e s it e s sabe e e sabeessabaeesabaeesabaeesabaeesasaeenabaeesasaean 229
4.4.9.1. Approval and Rejection of the Work Schedule..........ccocovvviiiiiiiiiiiicce e, 233
4.4.9.2. Registering the Work SChedule..........cuueeiiiiiiie i 235
4.4.10. WORKING SCHEDULE PRINTING....ccocctttiiiteinieeeriieeenieeenieeesieeesireessnreeesaraeessseessaveeesanes 236
4.4.11. OVERVIEW OF ENTRY TYPES ....eiiiitiiiieeeiteeniieeerieeesiteeesitee s sibee e site e snavaeesabaeesataessabaeesans 237
4.4.12. SUBMISSION AND APPROVAL OF DOCUMENT-BASED WORKING SHEDULE.................. 237
4.4.12.1. Submission of the Working Schedule ............coooviiiiiiieiiieie e 238
4.4.12.2. Working Schedule take back.........coocuviiiiiiiie e 242
4.4.12.3. Project Manager's ACHIONS ........uviii ittt ere e e e eree e e e ere e e e e 243
4.4.12.4. ConfirmMinNg the ACt......cc i e e e e e ree e e e 245
4.4.12.5. Sending the Act Back to the Submitter.........cccooviiiiiiiciiei e, 246
4.4.12.6. Buttons in the Working Schedule ACt.........ccooiveiiiiiicciee e 247
4.4.12.7. ProJECt OVEIVIEW ..cvvviiiiiiiiiiiiiiiiiieseeseeeeeeeeeeeeeteeeeeeeteteseeeseresasssneasaasssasssssssssssssssees 248
4.4.12.7. Approving and Registering the Consolidated Working Schedule ........................... 248
4.5. INcOME TaX RETUIN (TSD) .eccceruenreeriiiiiessrsnnneesisssesssssnneesesssssssssnsssesssssssssssnnssessssssssssnnnanes 249
4.5.1. CREATING TSD ..uttiiitieiiiie ettt eitee ettt e ettt e st e s site e ssateessabaessabaessabaeesabaesnabaeesabaeenssaessasanesanes 250
4.5.2. SUBMITTING TSD VIA X-TEE ....neteieiee ettt ettt sttt e e st e e st e s sbae e s 251
4.5.3. TSD FILE VIEW AND FILE SETTINGS ..ccvvieiieriieeiienieesieesieeseeesieeseeeesseesseseseessssssesssnssnneens 252
4.5.4. ACROSS-COMPANIES TAX DECLARATION ...coiiiiiiiiiieiniieeiieeeniteesiveessveeesreeesbeessiaee s 253



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

4.5.5. REOPENING AND CORRECTING TSD..cuutieiiiriieeiienieesieesieeseeeesseesseeesseessessssesssessssesssessnseens 254
4.5.5.1. EXample Of COMTECLION ......uuiiiiiiiiee ettt e e e e ere e e s e nees 255
4.5.6. ADDITIONAL ENTRIES IN TSD ..eiiutiitieiieeieesiieeieesieesaeesieeseeeesseessesesseesssssssesssnssnsesssessseens 257
B Lo U o - 1L 257
4.6.1. PAYROLLJOURNAL ....cttitiittieteesteeieeseesteesteesteesteeseseestesssseesseesssssssessssssnsesssessssesssessnsenns 258
4.6.1.1. Filling out the Salary JOUrNal..........coooiiiiiicciiee e e 258
4.6.1.2. Fields in Payroll JOUINAl .........oooiiiiiicie ettt et e e 258
4.6.1.3. Distributing Bonuses Based on Working HOUIS.........cccueeeiiiiieee e 263
4.6.1.4. Distributing Compensation Across Periods .........ccccecvveeeeiiiiieeeecccieee e 264
4.6.1.5. Data import from EXCEl .....coccuuieiiieiiie et 265
4.6.2. ABSENCE JOURNAL ....evtiitteititeteests et esteesteesieeseaeesteessseessessseeessessssssssesssnssssesssesssasns 266
4.6.2.1.  ENtEriNg ADSENCES ..ooocuiiiiee ettt ettt e et e e e et e e e e sabr e e e e e atae e e e enanaaeee s 266
4.6.2.2.  Absence JOUrNal COIUMNS.....occuiiiiiiiiiiie ittt sbe e e sbae e saaee s 267
4.6.2.4. Importing Absences from EXCel........ccceoviiiiiiiiiiiiii e 270
4.6.3. PAYROLL G/LJOURNAL ....coitietiiitietesttesteetesteesteseesteessesteessesssessesssesssessesssessesssessesses 271
4.6.3.1.  POStiNg Payroll ENTIIES....cciiiiciieee ettt ettt sree e e e aree e e 272
4.6.3.2. Allocation of Entries in the Payroll G/LJournal.........ccceoevvevveeireecrienieeenreesee e, 274
4.6.3.3. Creating Bank Payment File and Posting Payments to G/L. ........ccceevveevreenneeennenns 275
4.6.4. WAGE CHANGE JOURNAL....eoittitierie et erieesteestes st esteeseteesaeessseesaeessseesseesssesssessnsaens 277
4.7. Y o 4o T 281
4.7.1. EXPORTING WORK REGISTRY CSV FILE......cesiiieciierieerieerieesreenieesneeesseesseeesseessesssesssnssseens 281
4.7.2. SENDING PAY SLIP ....ettiteeiitecieeiteeteesits e e stee vt esteeseteesteeseeeesseeseeeesseessesenseesssssnsesssesssenns 281
4.7.3. CONVEYANCE AND RETURN REPORT FOR ASSETS.....ueeiitiereerieeereenieesreeneeeeseesaeeenns 283
4.7.4, CLEARANCE FORM ....ciiiiiiieiiiieeiiitesieesite et e siessteesteesteesteessteesaeessseensesssseensessnsesnsessnns 284
4.7.5. DELETION OF PERSONAL DATA ... ittiiieeteenteesttesteesteesteeseeeesseesseessseessessssesssessssesssessssesns 284
4.7.5.1. Configuration of Deletion Packages.......ccccoccuvvieiiciiiii i 284
4.7.5.2. Configuring Tables and Fields in the Deletion Package .......cccccoeevevcieeiieicieee e, 286
4.7.5.3. Employee data deletion.......coccuiiiiieciiie i 287
4.7.6. EMPLOYEE SALARY MASS CHANGE .......ccciiiiiiiiienieesieeriee e esieeseeessieeseeeereesaessneesenesnneens 288
4.7.7. PRINTING CONTRACTS BASED ON TEMPLATES......cccitierieerieeieesieesieeseeesreeseesssseessessneens 290
5. Reports and ANQIYSIS ..........cceeveeiessisssiisisississssisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssses 291
5.1 Payroll ANAIYSIS c.cceeveerreeireeereeeimiiimiemmmiimreirrimrrsssssesesssssnnenenen 291
5.1.1. PAYROLL ANALYSIS EXCEL VIEWS....cutiitiiiiiecieesiesieeseesreesieesneesteesaeessessseesnesssseensessnns 293
5.1.2. PAYROLL ANALYSIS SUMMARY PAYSLIP......oiociiiiteiieesieerieeseessteeseeesseessessseessesssseessessnns 294
5.1.3. PAYROLL ANALYSIS RESERVE — VACATION RESERVE........cccervviriieeniiniieenieeeieeneeesneeseee s 295
5.1.4. PAYROLL ANALYSIS PER-PAYMENTS BY PERIODS.......cccceeveererrieenieeeieenieesseesseesseenseeenne 296
5.1.5. PAYROLL ANALYSIS HOLIDAY - HOLIDAY ACCOUNTING BASED ON 6-MONTH AVERAGES
................................................................................................................................................... 297
5.1.6. PAYROLL ANALYSIS - ACCRUED holiday BALANCE — ACCRUED LIABILITY — AVAILABLE
BALANCE (QUERY ALWAYS WITH THE STARTING BALANCE OF THE CURRENT YEAR) ............... 298
5.1.7. PAYROLL ANALYSIS - DIMENSIONAL SALARIES.......ccceervirerieereeriieeneeeieenieesseessessseesseesnns 299
5.1.8. PAYROLL ANALYSIS - PAYROLL ENTRIES ....uviiiierieiieesiieeieeseesteesieeseneeseeesnseeseesssseensessnns 299
5.1.9. PAYROLL ANALYSIS EXCEL REPORT ...eviitieiiieitiesiieeieesieesreesieesteeseeessneessesssseessessssesssessnns 300
5.2, OVEIVIEBWS . .iiiiiieeeeiiiiiiiiiirieeessiiiiiiirrrsasssssssssttirrsssssssssssssnmmrsssssssssssssnmrssssssssssssssnnsssnsssssssss 302
5.2.1. SALARIES OVERVIEW ....couiiiieiiiiieieeititsieestsssieesseesteeseeessseesaeessseessesssseessessnsesnsessnsesnsessnns 303
5.2.2. PARAMETER OVERVIEW.....cutiiiiiieeiiieieeitsesteestesieesteesteesaeesnseesaeessseessesssseensessssesnsessnns 304
5.2.3. INFO TYPE USAGE OVERVIEW ......cvtiiiiiiieiiicieesie st esessieeseeesteesteessseesteessseenneesnseensessnns 304
5.2.4. OVERVIEW- ABSENCES BY DAYS.....cooctticieiriieitienieeiieeseesreesieesseessesssseessesssseessessssesnsessnns 304
5.2.5. EMPLOYEE HOLIDAY BALANCE.......ccccttieutiriienteenieeieeseesreesieesseessesssseessesssseessesssseensessnns 305



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

5.2.6. EMPLOYMENTS OVERVIEW.....ccottiiiiiiiniitenite et siee e site e stee e siaeestaessbaeesbaeesabaeesabaeenas 305
5.2.7. BIRTHDAYS OVERVIEW.....cciiitiiiiiiiiiitee ittt siee e site e ste e s siaeesabaessbaeesabaeesabaeesaseeenas 306
5.2.8. CHILDREN OVERVIEW .....oiiiiiiiiiiiieiitee ittt ettt siee s site e ste e e siteesabaessbaeesabaeesasaeesanseenns 307
5.2.9. ABSENCE OVERVIEW ...cuutiiiiiiieiiieenitee sttt st site e stee e sbteesabe e e sbaeesabaesssbaeesabeessasasessseenns 308
5.2.10. DOCUMENT OVERVIEW .....uuiiiiiiiiniiieniiieeniteesiteesteeesiteesteeesbaeesbaessbaeesasaessasaessaseeenns 308
5.2.11. ASSETS OVERVIEW ...coiniiiiiiiiieniee et site et sit et e s stte e ste e e sbae e sibaessabaeesabaeesabaeesanneenas 309
5.2.12. HEALTH CERTIFICATE OVERVIEW .....coiiiiiiiiiieiiiieenite ettt ettt e s siee e siae e svaeesabaeenas 310
5.2.13. TRAINING PARTICIPANTS OVERVIEW. .....ccooiiiiiiiiiniieeeiieenite et siee e siee e svee e sbeeesine e 310
5.2.14. EVENT EXPENSES OVERVIEW .....ciiiiiiiiiiteiiieenite sttt siteesieeesieeesteessbeeesbaeesabaeesaneeenas 311
5.2.15. UNUSED HOLIDAYS ... nitiiiiiteiite ettt site st svte e stee e sbteesba e e sbaeesabaessabaeesabaeesasaeessseenns 312
5.2.16. SALARY CHANGE OVERVIEW ......ciiiiuiiiiiiiiniteenite sttt e siteesiee e siteesieessbeeesbaeesabaessaneeenas 313
LT JY - 1 =N 2T o Lo 313
5.3.1. TAX DECLARATION ....otiiiitteiiie ettt e sttt sit e e sttt e stt e e sbee e sbaeesabaeesabaeesabaesssbaeesabaeenasaeessseenns 314
5.3.2. CERTIFICATE OF UNEMPLOYMENT TAX ..ettiiiieiiiieenieeesiieesieeesiteesieeesieeesveeesaseeesnseenns 314
5.3.3. CERTIFICATE OF INCOME AND SOCIAL TAX ..uttiiiiitirieeeniieeniieeessiteesieeesieeessneeesseesssseeenas 316
5.3.4. CERTIFICATE OF SOCIAL TAX ..etiittteeiitenitteniitee sttt esieeesiteesteeessiaeessaeessseessssesssseeesssseenns 318
5.3.5. COMPENSATION FROM STATE BUDGET FOR HOLIDAY PAY AND AVERAGE PAY............. 321
5.3.6. SOCIAL SECURITY TAX REQUEST ..ciiiitiiiiiteritee sttt esieeesiteesteeesieeesteessbeeesvaeesasaessaneeenns 323
5.3.7. INF14 FORM AND INF14 XIML FORM ....cocttiriitiiiiteniteesiieesieeessiteesieessieeesvaeesveeesnneenas 325
LR Y = 13 o Lol = o] o 327
5.4.1. STATISTIC REPORT: PAYROLL 2018 .....ccocttiiiiiieniieenieeesiteesieeesiteesteessveeesbaeesraeesanaeenas 328
5.4.2. STATISTIC REPORT: JOBS .....utitiiitieiitee sttt sttt stee e stte e ste e e sbaeesbaessbaeesabaeesabaeesaneeenns 330
5.4.3. STATISTIC REPORT: PAYROLL ..ccuuvtiiiiiiiniiienitee st siee et sie e st e stee s sbeeesbaeesabaeesanneenas 331
5.4.4. STATISTIC REPORT: STRUCTURE OF EARNINGS......cccttiiitiiiniiieniieeniieesieeesieeesieeesieeenns 333
5.4.5. STATISTIC REPORT- ADULT EDUCATION ...cooiiiiiiiiiniteeiiieenieeesiteesieeesieeesieeesveeesineenas 334
5.4.6. STATISTIC REPORT- AVERAGE NUMBER OF EMPLOYEES .......cooviiiiriiiinieeeniieenieeesieeens 336
5.4.7. STATISTIC REPORT- PAYROLL PROFESSION STRUCTURE .......cetviiieniiiinieeeniieeniee e 337
D8, FTE REPORT ...etteittte sttt sttt ettt et ste e sttt s e e s et e sabt e e s aba e e sabaeesabaesasbaeesabaeesabaeesaseeanns 338
B.4.9. WAGE GAP ...ttt sttt ettt e be e e s bt e e s ba e e s bt e e s baessabaeesbaeesabaeesbaeenas 339
5.4.10. EMPLOYEE TURNOVER .....cccuttiiittiittte ittt ettt site e site e ste e e siae e staessbaeesabaeesabaeesanneenns 341
5.5, EMPIOYEE REPOILS .....ceiiiiieieeeeieciiiiiteeneeenseeeseteennnnssssssessaneennnssssssssssesennnnsssssssssssesnnnnnsnnnsns 343
5. 5.1 EMPLOYEE LIST..itiiiiiteeitee ettt esite sttt stt e sttt estt e e sbe e e sabae e saba e e sbaeesabaesssbaeesabaeesnsaeesasseenns 344
5.5.2. EMPLOYEE STATUS CHANGES ......oiiiiiiiiiteriee ittt sttt e iee e siee s sineesbaeesbeeesbseenas 346
5.5.3. EMPLOYEES BY EMOPLOYMENT DATE.....ccoiittiiiiiieniteeniteenieeesiteesieeesieeesveeesveeesnneenas 348
5.5.4. EMPLOYEE WORKING TOTAL YEARS ...cootttiiittiiitterite ettt e st e steessiee e sieeesvaeesabaeenas 349
5.5.5. EMPLOYEE NOVICIATE LIST . .eiiiiitieiiitesite et site sttt e siteestee e siaeesitaessbaeesbaeesasaeesaneeenns 351
5.5.6. EMPLOYEE CONTRACTS ...oiiiiitiiittenittenieeesiteesiteesieeesbaeesabeeesbaeesabaesssbaeessaeesssaeessseeenns 352
5.5.7. EMPLOYEES BY AGES........ottiiiiiiiiiteiiitenite st site sttt estteesbee e ssiteesabaessbaeesbaeesabaeesasseenas 353
5.5.8. EMPLOYEES BY MONTH OF BIRTH ....eciiiiiiiiiiiiiniieeniee ettt et et e e siee e siaeesaveeesiaeenas 356
5.5.9. EMPLOYEE DOCUMENTS...ccotttiittteiittenittesiteesiteesieeesbaeesbeeessbaeesbaesssseesssessssaeesssseenns 359
5.5.10. EMPLOYEES BY ZODIAC SIGNS ...ccoottiiiiiieritterite ettt siteesieeesiteesteessveeesbneesabeeesanseenas 362
5.5.11. EMPLOYEE EXCEL VIEWS .....oiiiiitiiiiieenitt ettt esiee e site e ste e e sbaeestaessbaeesabaeesabaeesanaeenns 363
5.5.12. EMPLOYEE LIST ACROSS COMPANIES .....cooctiiiiitinitee sttt st siee e sieeesieeesveeesnneenas 366
5.5.13. EMPLOYEE CHILDREN.....ccciittiiittenitteniteeniteesiteesieeestteesbeeesbteesbaessssaeesbaeesasaeessseenns 368
5.5.14. NUMBER OF EMPLOYEES BY DAY.....ciiiiitiiiiteniieenieeesiieesieeessiteesieessveeessseessaessssseenns 369
5.5.15. NUMBER OF EMPLOYEES BY DEPARTIMENT ......uttiiiiitiiiirenieeeniteesieeesieeesieeesveeesveeenas 370
5.6. Payroll SAlary REPOILS .....ccceeeeeeieiiiiiiiieeeeieceitireeenneessseeseseesnnnssssssssseseennnnsssssssssssesnnnnsssnssns 372
5.6.1. EMPLOYEE SALARY REPORT ...ciiitttiiitieniie ettt ettt e siee e stteeste e e staeesibeessbaeesabaeesabaeesaneeenns 372
5.6.2. WAGE CERTIFICATE ....eiiiieeiiit ettt ettt sit e st e st e e sbte e sbe e s sbaeesabaessabaeesabaeesabaeesasseenns 373
5.6.3. EMPLOYEE SALARY CHANGES ......cooiiitiiiiiiirittieite ettt st et ste e s sie e e sbee e sbaeesbaeenas 375



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

5.6.4. EMPLOYEE LAST SALARY CHANGE .....cocotiiiiiiiieriecieeses e siee e e sieesneesteesneesaeessneesnee e 377
5.6.5. POSITION FULFILLIMIENT ...etiteiiiteieestteteeseeesteesitesreeseeessteesaeessseessnessseessessnsesnsessssesnsessnns 379
5.6.6. PAYROLL JOB HISTORY ....eviiieiieiieieenieeeieesiesesieessessteessesssseessesssseessessssesssessnsesssessnseensessnns 380
5.6.7. FONTES REPORT ...ciiiiiiiiitte ittt esiee e sttt sit e e st e e stt e e sabe e e sabteesabaeesabaeesabaesssbaeesabaeesasaeessseenns 382
5.7. ADSENCE REPOILS ....oueeiiiiirieeeeiieeiiiiteennnnesseeestreernnssssssssssanesnnnssssssssseseennnnsssssssssseesnnnnsnsnssns 384
5.7.1. EMPLOYEE ABSENCES ......otiiteiiiieieereteieesesesteessessteessessnseesseessseessesssseessessssesssessnseensessnns 384
5.7.2. ABSENCE BY DATE ....cciteeiiieiieesiieeieesttteieestsesteesseesstesssessssessseessseessesssseessessnsesssessnsesnsessnns 385
5.7.3. HOLIDAY SCHEDCULE OVERVIEW ...c.utiiiiiiiiiciienieeieesiesteesieesteesieessseessessnseessessssesnsessnns 387
5.7.4. HOLIDAY SCHEDULE CONFIRMATION .....coiiiiitienireieeneeeieesinesseeseeesseessessseessessssesssessnns 389
5.7.5. EXPIRING VACATIONS ....ctiiiiiitiiiteeeitee sttt e siteesiteesbee e sbteesibeeesbaeesabaesssbaeesbaeesasaeesasseenas 390
5.7.6. EXTRA HOLIDAYS ...ttt ittt sttt stt e sttt e e sbee e sbae e saba e e sabaeesataessabaeesabaeesnbaeesasseenas 393
5.7.7. PAID SICK LEAVES ......ctttiitiieeseeeieesttteteesieessteesatesteessessssaessaessseessesssseessessnseensessnsesnsessnns 394
5.8. Employee Working Schedule REPOIS ........cccoiiiiiieeeriiceiiiiiireneesseesseeeennnnesssesseseesnnnssssnsens 396
5.8.1. REPORT: EMPLOYEE WORKING SCHEDULE AS CALENDER........cccevvvrrieerierrreenieesreeneeeenns 396
5.8.2. REPORT: DIMENSION WORKING SCHEDULE .......c.coeoiiiiieiieniee e e sreesiee e seee e e e 398
5.8.3. REPORT: WORKING SCHEDULE UNUSED EMPLOYEES .......covvvieiieenieerieenieeereenieesveeneee s 400
5.8.4. REPORT: WORKING SCHEDULE COMMENTS.....cccutiriierireieenieesieesieesreesseesseenseessseessessnns 402
5.8.5. REPORT: WORKING SCHEDULE ENTRIES .....eiootiiiiieieeieieeieesieesieesieesneeseeessseesaeesnseesnessnne 404
5.8.6. OBJECT REPORT...coiutiiiteiiiteieesieeetee sttt et esieeebeesseesteessesssseesanesnseesseessseessessnsesnsessnseensessnns 406
5.8.7. Object REPOIt (PAYROLL) ..coccuiiiiiiieiiiieritt ettt see et ste e e sia e e stae e sbaeesabaeesabaeesabeeenas 408
5.8.8. EMPLOYEE FEES BY PROJECT ....coiotiiieiiiieeiiieieenieeeteesieesreesteesseeseesssseessesssseensessssesnsessnns 408
5.8.9. EMPLOYEE PERCENTAGES BY PROJECT ...ceiuvieiieriiieieesieereesieesieesieesseeseeesseessesssseessessnns 409
5.9. StrUCTUral REPOIES .....coiiiiiieeeeeieciiitteeeneereee s st e eesnnnesseeeseeeesnnnssssssssseneennnnsssssssssseesnnnnssnnnnns 411
5.9.1. STRUCTURAL PLAN ......uttittiiteerireeteestteeieesteeteesseesteessessssassseessseessesssseessessnseensessnseensessnns 411
5.9.2. VACANCY REPORT ...ciiiiiiuiteieeiiteieesteeeteessessteessessseessessssesssessssesssesssseessessssesssessnsesnsessnns 411
5.9.3. STRUCTURE PLANS BY PROFESSION.......uttiiiiitienieeiieeseseieesieesteesieessseessesssseessessssesnsessnne 412

(TN Lo Vol 7 11 ¢ 1= 1 1 X 413
6.1. Holiday Schedule............ o iiiiiecccccrrrcrrerccee e sse e s s s e e e rnassssssssssesesnnnsssssssssnenes 413
6.1.1. CREATING A HOLIDAY SCHEDULE ....ccuvtiiieiiteieesee e seee e e seee e saeesveesaee e saee e 414
6.1.2. CREATING HOLIDAY SCHEDULE BASED ON HOLIDAY REQUESTS......cooeveererrnreeeeennns 416
6.1.3. ASSIGNING SUBSTITUENTS FOR HOLIDAY PERIODS ......cceeivierienireieenieeeieesinesneens 416
6.1.4. HOLIDAY SCHEDULE CONFIRMATION SHEET ....cccviiiieriienireieeneeeieeseesneeseeesnneeneeas 417
6.1.5. POSTING HOLIDAY SCHEDULE .....c.etiiieiiieeieerieeieesereereesieseteesiessteeseeesneeeseeessseensens 419
6.1.6. HOLIDAY SCHEDULE APPROVAL ....coovteiiitieieeniieeieesieessieeseessteesiaesnessseessseesensssseensens 420
6.1.7. VACATION OVERVIEW ...cvviiiiiiieiiiesieesiee st esieesaeesteeseeeesseesseeesseessssssseesssssssesssessnsanns 420
6.1.8. IMPORTING HOLIDAY SCHEDULE FROM EXCEL ....covviiiiereireieenieeieesieesieeseeeseeeeneens 422
6.1.9. EXPIRING VACATION DEMANDS .....coitiiiieieeiieeieesreesieesstessreesssessteessesssseeseesssseesses 422
6.1.9.1. Report: AGed HolidayS.....ccuviiiieiieie ettt e e e aaae e 422
6.1.9.2. Writing Off Expired Holiday Demands .........ccceecuiveieiiiiiiie e e e eanee e 424
6.1.10.  ENTERING INITIAL HOLIDAY BALANCES .....ccctteiierireieenieeeieesieeseeesieesneeseeesnseennee e 425
6.2. WOrKing SChedUIEs........ceeeeeeeiiiiiiiiereccintrctrneeesssee s s eeesnnnssssssessseesnnnssssssssssesesnnnssssssssnneees 426
6.2.1. WORKING SCHEDULE .......otiieiiieeieesiiieieests et e stesieeseessteesaeesteesaeesnseessessnseensessnsesnsessnns 426
6.2.2. TOTAL WORKING SCHEDULE ....cocuvieiieiieeeieesiee st esiee e eieeseeeeveesaesssveessnsssnesssnesnsaens 429
6.2.3. ARCHIVED WORKING SCHEDULE TABLES .......eoiiierieeiieenieesieeeieeseeereesinesseesenesnneens 430

A V (o 1 11 - 432
7.1. PAYROLL REGISTERS. ......cccrrrnreerieiiesssssnnreesesssssssssnnseesssssssssssnnssssssssssssssnnnssssssssssssnnnsassssssss 432
7.1.1. REGISTERED ENTRIES DELETION ...ooiiiiiiieiiiesieesieeieeseesreesieesneesteessneessessnsesssessssesnsessnns 433
7.1.2. REVERSING POSTED ENTRIES ....ceeteiieiieiieiitecieesiteeieeseeeeteesieesneesteesnseesaeessseessessnsesnsessnns 434



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

7.1.3. EXPORTING G/L ENTRIES....cctteieitieieeteeieetesteetesteestesaeesteestessaesteesaesseesessaesseensessaensesseenns 435
7.2, L Y o] | o0 TPt 437
7.3. AbSENCE LEAZEr ENTIIES ....euuureureenneennsennsennsssmssnnsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnss 439

7.3.1. ABSENCE CORRECTION ....ctiiiiiiiiitenitieniteeniteesiteesieeesbteesbeeesbaeesssaessssaeesssessseeesssseenas 442

7.3.1.1. Cancellation of Registered ADSENCE ......ccuviiiiiiciiiiieccceee e 442

7.3.1.2. Absence UNregistration ........ccceeeieciiiieiiiiiiiec et e e e e e e e anaee s 443

7.3.1.3. Modifying Registered ADSENCE .........uuiiiiciiiiee ettt erre e e e e e e e e saaaeee s 444

7.4. CoNtract Changes........ciiiieeeeeiiiiiiiiiieeieeerseesstrreennneessesssereeennessssssssssseennnnsssssssssnsesnnnnnns 446
7.5. EMPloYee Permit LOS.....cccciiiiiimmmeeiieiiiiiieineneseeesreeeennnssssssessseeennnssssssssssesssnnnsssssssssseees 447
7.6. Pension FUND QUEIY LOE ....cccciveeeeeniciiiiiiiinnnesceesreeennnnssssseessseeennnnsssssssssessnnnnnssssssssnenes 448
7.7. X-ROQAA HiStOrY....ccciiiiiiimeeiiiciiiiiireneeseeeesereeennnesssesseeeesnnsssssssssseeessnnnsssssssssesesnnnnssnnsnns 449
7.8. EMPIOYEE VIEWEL LOE ....uceeiiiiiiiieeeceiiiiiieinnnesseesseeesnnnssssssessseeennnnsssssssssesssnnnsssssssssnenes 450
7.9. EMPIoyee Change LOG .....cuuuceiiiiiiiieieeiicciiiieennnnsssseesseeesnnnsssssssssseesnnnssssssssssesssnnnsssssssssneees 451

. SUMMIAIY...ceuurvuriirieiiinisieiieiseierseisisuisissiisissismseissssssissistssssssssssssssssssssssssssssssssssssssssssssssssssssnssses 452

e



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

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

AND SELECTION

EMPLOYEE AND
MANAGER
PORTAL

EMPLOYMENT

SUUEVEY DOCUMENTS
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

ERP | HRM. CRM
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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

8 Card
é / femployee core data/
£ '
§ PAYROLL JOURNAL
ASIENCE JOURIWAL WORKING SCHEDULE fone time activities/
| | | |
4 A4
ABSENCE LEDGER ENTRIES PAYROLL LEDGER ENTRIES
%’ Payroll calculations
: '
a
PAYROLL ACCOUNTS
v ] v v L 4
e Entries Bank Payslip to e-
TSD File
§ to GIL Paymentfle  mailiportal eports
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.

e
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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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1800

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

Show e

No

Frst Name

Last Name

Personal 1D

Job Title

Semionty

T002
Kati
Karula-Xaru

48001160356

1 year

Education Level

Status

Burth Date

Age

Dervy Birth Date Publish

Active
1601.1%80

43 yoars

Search Name
Previous Namse
Nickname

Empioyee Postion
Fontes Marager Type
Health inspection

VITS Employee Status

VITS Update Reguired

Blocked

Female

KX

Katik

Altivne

>

-

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.

ERP / HRM CRM/ BI
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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:

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

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

[l 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.

[l 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.

e
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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

SPETSIALIST

KILETAMINE 1.Staristics Group Code

MUSTAMAE

TARTU

Field

Explanation

Dimension
Codes

Dimensions are types of cost items used in accounting. The values assigned
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.

b payday o 06

o

gy e nw

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.

e
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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 5

Search New B Edit List Delete
-
» 2 Yormaedaova numider 3
) ngé bet HARMET BATY MHARAET 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
Communication

Personal E-Ma

nail Type Company :
ry Ao
Comtact Address
e
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:

® 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

Since 01.01.23
TLOT07 Madramata ajaks
1

No
0200-01 - Juhatuse esimees

suunettevOiete tegevedine

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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3.1.1.7. Fast tab: 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.

TOO16 - Palle Kamm

New Process Reports E Information Persanal Indo Comtact History Actions Refated L]
¥ Employment [15 Servonity Entries = Salanes fank Accounts 4 Claims o Job Requirernents
= Contracts - Passwity | Parameters 7% Secvice Ranks :.’ Naon-Resident

rofess:on Group JUHTIMINE - ahtemine
D ( 1120 - Suurettevitete tegevdire

0 Apedent VAR L) B v

» Mo Reucent ] M~ VMY

Foreigner
tzensh 3 Al

hip Nan Austrasha Personal 1D {Foreig 5346675667776

1 Lar T ENA Iry ! ' Al
i o inglise (Austraalia) No Tax Declarantic ®

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).
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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

Date 02021979 s iy Aquarnius (January 20 - February

Lammas & Msa (28011979 -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

23102023 10.10.2023

10:45:15 1423:34

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.

-

Fies

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
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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.

T009 - Pirgit-Mai Guru

New Process Reports tract Infoemation Personal Info Contact Hatory Actons Related Repc

S Employment _ Senicnity Entries % Salares A Bank Accoumts 3 Claims » JOb Requeements

= Contracts & Passivity ) Parameters s Service Ranks 1,‘ Non-Resdent

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.

+ 128 rroes e ’ 1 IV 8 1 f O

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.

[1 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.

[1 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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[1  The program should not include the employee's prior work experience in their current work
experience calculation.

[1  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.

New I Cdet List Delese = Send 1o Working Regester *2 Working Regster Log

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 mart 10 close 51 payroll entries and © absence entries!

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.

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.

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.
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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.

Search + New % Edit List Delete
» 11042022 . LHOOLD Vanemapuhious (kuni lapse 3a
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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3.1.7. CONTRACTS

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.

Empdopee Comteacts (HRAMES SR P N B tse i viers % Srecaue Opt B romte Ol

' SSees Contipn) 0% » 10014 1404 0018 novao
5464
S5464
5466 ASerchem

Contract List Rows:

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:
[1  CONTRACT: The details of an employee's employment contract are
entered.
[l  ADDENDUM: Additional contract details are entered.
[l 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.
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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.

Employes Contracts (MRAMABaRCS) hoarch ‘e B bt Ut Owlete s Structuoe Opticr ®Ion

L 122 Contract 10 nawe nowr 02N}

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 (MRM4Baltics) Search 4+ New % Edit List ¥ Delete &% Strus
54668 Contract 10 V] TLO003
> Comract 10 TW003

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.

e



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

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.

Sebect - Warking Tiwe Oeuoigrion (HRMRat Y

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 This field is used to enter the load agreed upon with the employee for variable
Factor 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/ If an employee is hired to replace someone, it's possible to select the employee
Replaceable Name they are replacing in the column.
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Field Explanation
Working Schedule First Through the contract line, it is possible to automatically add the employee to
Date 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 From the dropdown menu, you can select the work schedule planning number,
Planning No. 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 | From the dropdown menu, you can select the work schedule group to which
No. 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.

KONTOR TLY8? 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.

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.

Ervprirpee Comiacts (HRALR 2oy it B i un wele o Structure € R Fomes

oMY { n ) 1092000 ANETIRDMT 30D 20 30 04 X200

D AN Sevrwihny SALLE 2 0109 2024 ANE TIROMT

Process

Marage
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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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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.

Frmpdirywe Comdsmts SRS Bt 1) - + Narw Bt L e P e o Werting P | AT, . o
12548 10 0008 ey
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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.
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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.

Lrghryee Sea e vort PN 2 Iw — Hrrgh e Lolome Y ol Slarws Y v Lkares [} a
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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.

Employes Contracts (HRM4Balticy) Search New B £t List Dolete T Generate Waorkng Plan M Working Plans |

Addendum 10 TLO0OS-1 oM

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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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.

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 (HRMABaltics) Search New P Ediit List ¥ Delete ACtons
TASU KUU .. 06.07.2022 1500 Kuupalk, pievapdhine arv.
-+ TASU XUUPA 0108 2020 05072022 1000 Euupalk, 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
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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.
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Field Explanation

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:

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

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

3. Whether pension insurance payments should be calculated.

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

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.
0016 - Palle Kamm
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Field Explanation

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

Main Contract

No 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 TMIVABA 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.
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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

Qi
'

Basik information

Wae ! Employee Picture

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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Lrepioyew Pararmeters MEMAESaItC Sesnh Perw B icse Lt Detwts

» RESERVIE 01902014 J1082001 Puineressry 25 plev EELARVE ETS001
TVVARA 0L NN014 e Rburmalauvebe LELANWE K1s001
N 0181 2003 1105 2009 Persondonaiunta | wamrun, FLARS RSO0
MM orer . om neaam Persscrbordiuntug § sammat EELARVE KTS001
LA orgn 202 1108200 Pergcniorcunta § wammun, LA RSO0
RESERVIS 01082022 Pubbuseresery 15 pheva EELARVE RISOOY
TMVASA 01.01.202) Matswvaba pramaeeter LLLARVE Rrso0n
PENSIONAR 0189 2043 Peosondy slates 1502 2041 FELARVS RTS000

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.
-w Fwsvewr § Opw
[\ AS&. v RUALI Vit Mg sene COVINAS.  Prsoniondige Ml st . D131 090 ~ .
2209 0N Mot Mok S0P . Pewmoniondos Mhavod sladen.. V01 290 " oy
2221 2000 054 Ve Marees AOBIMY.  Peosaadondios Saanad sates . 0101 2841 " “

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.

Irrghryee Saas - N Vo LA -

v LIOROWSTNS N L Carvie Yo Yechare A

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 Search - New T Edit List | Delete
0 The page has an error. Refresh (F5) to undo the change, or correct the error
AN Recerver Name Bank N¢

EE080989898667887 Kati Karula SWED ¢
€ © E£08098989866788 |

Validation Results

The number EE08098985866788 that
you entered may not be a vahd IBAN
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.

1012 - Mari Murakas

N Process Reports t nformation Personal Indo Comact History Actons Refated
D Employmem = Tax Books r Passavity N Paramaters 7% Service Ranks :.i Non-Resident
= Contracts [ Serionty £ntries o Salanes 3 Bank Accounts 4 Claims » Job Requirements

Opens EMPLOYEE CLAIMS LIST.

Payrol Lemployes Clarm warh Pova D iel 'L A vyl

» VD000 Ot 1 TRAMY AN Areva Nee o1 04 202 1108 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.

A0O01 - VLOODO4
Y — @
MOAGer Lbpur e Porieviace Clainns by Years
L00004 L]
vOhardoe W84 00
MY "
1 1 ( L
)08 2000 i
1 e
® £
s
FE AN
Files
‘ ( Dyang snd doop » e dewe )
)
Cellector Information e ey
Maodified
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3.1.11.1. Fast tab: Claim

A0O1 - VLOOOO4

= Entries
Claim
Employees No ADOY An
Employee Nams Holger-Kulgur Saviauk Perceritage
Claim No VL0000 Use Keepeng Ast 1 o
Claim Descripti wlandue Keeping Amourt 534,00
Claim Tyoe Code ”(}i}“'\' Keeping Percemts 'L 55-.35
from Date 01.04.2021 o im Below Mnvmu El
To Dats 31082023 0 alrr Below Mir 20,00
Pronty 1 W im Wage (8 584.00
Locked El Subsistence Level (B« 220,00
2 655,00
2 65500
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 CLAIM 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
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Satert « Chaion Types (HEMEBN)

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 (1 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.

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

[1  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
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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.

x

[1  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.

A4 00

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.

e
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20,00
58400
220,00
Minimum Field allows you to set the minimum wage for deductions made on the portion
Wage (Below | of the employee's pay that falls below the minimum wage.
Min.)
Subsistence Field allows you to set the subsistence level for deductions made on the
Level (Below portion of the employee's pay that falls below the minimum wage.
Min.)
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
14} Paym t Recenver Tat Tuul
Na Tt Tin BAN EE33B987879679
DNB
25082019 " Bank Name Lummeor Bank AS
30082019 -
Packimastrahv
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.

A Nee L cone [L20000% 481 v Newes T 22545

Tt T (a0l ) (L85 _ b o) e 2T

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.

e
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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.

e e

)
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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.

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

e
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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.

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

e
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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.

Tax tables @ hildre

Go to Pages and Tasks i)

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

161 Makstabel 1761 O

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.

a0 Lo LARF Sty .
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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.

4 PALYA
4 PR 4 4
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.

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.

e
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Do 1 My 1 PALY
Field Explanation
Unit Type Unit Type - Options:
[1  DAY: Select if tax calculation is based on days.
[l 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 1DAY
(1 1MONTH
[1 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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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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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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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
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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.
Bt
yeirg
»  Adset : MUUD YAARDED CUTUSECAART
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

En vee Card (HRMABaltics)

TOO16 - Palle Kamm

New Process Reports Contract Information Personal Inf Contact History Actions
2 Education % Vehicles Personal Documents L. Occupational Diseases = Provious Expeniences

Basic Information

A Male

NO. T0O016 Sex

First Name Palle Title

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.

Detals

Fides
3 Add Fie 2 fikew }
i "
- S D >
R Sawr File
2 :

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.

Lty (e et} 3 NI o o ‘—e -—
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Field

Explanation

Document No.

Allows you to enter the document number.

Document Type

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
the bottom left corner and entering the DOCUMENT TYPE and DOCUMENT
TYPE DESCRIPTION in the window that appears (see Document Type Setup for
details).

Type Description

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

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
Publisher 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 Name

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

Valid From/Valid To

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

Comment

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

Attachment Name

Displays the name of the attached file on the row.

Locked

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

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:
[l 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.
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Employee Card (HRM48altics

TO12 - Mari Murakas

New Process  Reports Contract Informaton Personal Info Contact History Actions R

SnfoEntries | & Skils L Instructions S Assets  [®] Trainings 5 Health Inspection & Brigades

Basic Information

No 1012 Sex Fermale

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:
[0 Inthe EMPLOYEE LIST, activate the corresponding employee's row, and press the action click
on the ribbon menu, INFORMANTION then select SKILLS.
[1  From the specific EMPLOYEE CARD, click on the ribbon menu, INFORMANTION then select
SKILLS.

Employee Card (HRMABaICS)

TO12 - Mari Murakas

New Process Reports Contract Informatior Personal Info Contact History Actions Rek

T nto Entries [ Skils BZ Instructions M Assets 5d Tramings o Health Inspection =3 Brigades

Basic Information

No T012 Sex Female

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

[1 Toadd 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/ BI
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LI

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.
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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.

TC": . Pv’hﬁri r\‘.""U'-c_i:KaS

Basic Information

ACtons

Related Ren
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Female

Tz

Mrs

Man

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.
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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
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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:
(1 the first entry is numbered 1,
| the second entry is numbered 2,
(] andsoon.
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.
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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.

General
PYO0001 1 FORD NUSTANG

Ford Mustang . i ve A

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

Do you want 1o update the smployes asset 7

KONTORS

KN -

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

A003 - Hannes Koosla
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Basic Information
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‘ersonal 1D ST406270345 Previows Name
B G L - . [ ]
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:

[l The EMPLOYEE LIST by selecting the respective employee's row and pressing INFORMATION->
HEALTH INSPECTION in the menu.

[l The respective EMPLOYEE CARD by pressing INFORMATION-> HEALTH INSPECTION in the
menu.
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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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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.
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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.

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:
[1 Selecting the corresponding employee row from the EMPLOYEE LIST and pressing HISTORY->
ABSENCES button in the ribbon menu.

[1 Clicking on HISTORY-> ABSENCES in the ribbon menu when on the specific employee's card.
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The ABSENCE LEDGER ENTRIES filtered by the specific employee's card number are displayed.
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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.

Employee Card (HRMABaIL

%)
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3.1.25. PAYROLL ENTRIES
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To view all the PAYROLL ENTIRES registered in the payroll data for a specific employee:
[] Go tothe 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.
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Basic Information
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i L ¥ 5

This will open a view displaying all the payroll entries for the selected employee.
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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 (HRM4Baitics)

TO12 - Mari Murakas

New Process Reports  Contract Information Personal Info Contact History

@z Children | %% Related Persons  agg Insiders

Basic Information

No TO12 Sex | Female

First Name Marni Title | Mrs,

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

Fies

Evag and dvop & N heve

a

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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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.
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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.

Basic Information

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:

[l 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.

T012 - Mari Murakas
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The filtered EDUCATION list specific to the selected employee will open:
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[1 Toaddanew row to the EMPLOYEE EDUCATION list for this employee, click on "NEW" in the
menu and enter the desired information for the new row.

[1 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.

TO12 - Mari Murakas
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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.

0024 - Tonu Tonurist
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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.
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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 Select a suitable value from the pre-configured REWARD CATEGORIES. To

Category/Description | configure a new category, press +NEW in the drop-down menu and
describe the new category.

Reward Select a suitable value from the pre-configured REWARD TYPES. To

Type/Description 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,

e Pressing the ribbon menu PERSONAL INFO/PREVIOUS EXPERIENCES on the respective EMPLOYEE
CARD.
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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.
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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:

¢ 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.
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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.



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

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
UNAPPLY ABSENCE.

Fies

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.
[l 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 (HEMABMRCS)
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3.1.36. EMPLOYEE EXEPTIONS

In the EMPLOYEE EXCEPTIONS list, you can grant special privileges or exceptions to an employee.

P hew Bl & Debete

ERP / HRM CRM/ BI
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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 | Employees can enter work hours for vacation days in the project-
on holidays 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 Grants the employee the right to create and submit expense
Expense Reports reports on behalf of other employees.

Show Job Queue Displays workflow entry error messages related to the

Error Notification 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.

TN1D
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The user is presented with a query window filtered based on the employee's personal identification
code.

e
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Filter Page

Filter: Sick Leaves

=N -

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.

0024 - Tonu Tonurist
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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

[l HOME/MENU/PAYROLL AND HUMAN RESOURCE 365 MENU/ADMINISTRATION/PAYROLL

INFO/PARAMETERS

L} 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.

emp e arg
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A window will open where you can specify from which company, which employee, and which data to
copy.

A0O03 - Hannes Koosla

Copy Employee

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.

TRI-0223 - JURI HAAG
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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/CHOQOSE DATE button while viewing the list.

P oys sl AL (L § rquaywes r- lww

e N ™o T e 182 200 Ve Ve et Oles lce

e AL O L] Pl I3 N0m Var Atae
Ul AS -0 L L ] nvaaou Vaw st oning Ay
U AL ™07 Ve wve r vy R W lovan L e Ave
- A . L - A
e AN IRl Cara Ny 1509 0000 Atiw
e AS ™o oy e MY terew e
o A L M Vi e AT
Ui AS ot who Varw a e Vaw Rasrutgnlage A
e A omwm . Vet Gt J120 %N Ve Carr it qming Aive
Ute A ™ 000 -t Vetwe Sowl (ETRL L T T ) Acrve
- N ’ - Wher Graw's -
- A ™ » Uy Bonae Ave
Use AS TR -UM v a0 A
e AS -9 Pl s 200N Ve Arsee

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.

e
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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.

App
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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.

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

Filtter: Employee (HRM4Baltics)

100310222

Larvan

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.

‘,—;;\, Personad 10 3707112748 exists in contral employees Ao Altsaar
' do you want to yae a7

Yeu 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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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.

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.
[l Posting payroll costs, vacation reserves, compensations, etc., in the general ledger.
[l Employee PAYSLIPS.
[1 Declaration of wages and taxes to the Tax and Customs Board (7SD).
(1 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:
[l Asalist, where each line represents a PAYROLL ACCOUNT.

(1 Asa 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
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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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Account Dimensions

Group Selection

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.

e
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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.
[l If the field is marked, entries can be posted on the PAYROLL ACCOUNT from
both the PAYROLL JOURNAL and during PAYROLL CALCULATION.
[l 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 [l If the field is marked, only payroll entries associated with a PAYMENT TYPE

CODE can be saved on this payroll account.
[l 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.

- i
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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 [l CODE MANDATORY: The entry must have the dimension added during

posting, but the value can differ from the configured one.

[l SAME CODE: The entry must have the dimension added during posting,
and the value must be the same as configured.

[1  NO CODE: The entry does not have to have the dimension and value
during posting.

[l 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
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Field Explanation
No. PAYROLL ACCOUNT GROUP number
Description | Description corresponding to the PAYROLL ACCOUNT GROUP number from the
PAYROLL ACCOUNT GROURP 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 Repoet Type Left Box : y Report ng 0
Pa Repx oy Account s yy Report 1.dmension :
Payroll Report Name Kuupatk Payroll Report Qty As 5010
Pavyr R Neg N ¥y Report No Pe [<]
fl\l %1 Accownt No
\J W Account Name

%3 Dimension Code

W Dvmengion Name

ox
Field Explanation

Type

Payroll Report | Allows determining in which section of the PAYROLL REPORT the information

about the PAYROLL ACCOUNT is displayed, options:
e [EFT 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.

e 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.

VALAADD [ )
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Filters can be used to limit the amount of presented information.

3.5.2. INFO TYPES IMPORT/EXPORT TO EXCEL

To export INFO TYPE entries to Excel, select on the ribbon menu ACTIONS and EXPORT TO EXCEL.

Arenguvestiused

Info Emries (HRM4Baltics) >4 Search 3‘. Export 1o Exced ACHOMS Fewer optons

% Import from Excel @ Export to Exced

EMpoyes Name N LI LN vesliuie BOrvea

T001 ¢ Karmen Kaks Inactive 09042020 3009.2020  Sikm Susi
T0%2 Mari Murakas Active 03902019 31032020 Margaret Hanson
T012 Mari Murakas Active 01.042019 31102020  Pille P

To import specific INFO TYPE entries from Excel, mark the corresponding INFO TYPE. In the ribbon
menu, select ACTIONS and IMPORT FROM EXCEL.

Info Entries (HRM4Baltics) O Sparch 5-. Export to Excel Actions Fewer options

=2 Import from Excel | T Export to Excel

Y Tirpiyve Name Status uLbey kugbeva Vesthave labavja
o ¢ Karmen Kaks Inactive 09.042020 30.09.2020  Semn Susi
To12 Mari Murakas Active 03102019 31.03.2020 Margaret Hanso
TO12 Mari Murakas Active 01.042019 31102020  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/ BI
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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.

® . . °
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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:

[l OPEN-—Itis possible to add, modify, etc., data related to the training on the
TRAINING CARD.

[] CLOSED -1t 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.

[1  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.

Trasmargny (HRAMLR 200y Sowc? New Dwdene 5 Edt s Traswry) Feetiah

LA Opgen 13092019 15092019 "

Ogen 0605 2019 1005207 16

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.

e
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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.

Gereral
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The TRAINING CARD has the following quick cards:
[l GENERAL—where general information about the training is entered.
[l TRAINING PARTICIPANTS — participants are selected for the card, and relevant information
associated with them is displayed.
[l 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) Ne T Ede Lint
Qvaltas AS OO0t
) i Ule AS HOON2 e A
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:
(1 OPEN —0On the TRAINING CARD, you can supplement, change, etc., training
data.
[1 CLOSED -1t 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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[1  CANCELLED -1t 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
guestionnaire. To send, select the SEND QUESTIONNAIRE NOTIFICATION button from the ribbon

menu.

Training Feedbacks List
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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

Options
L)
L J
L )
Advarced

Schedule ox 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:
[1 INCLUDE HEADER INFO - the data from the GENERAL quick card is copied to the new training
card.
[1  INCLUDE PARTICIPANTS - most of the data from the PARTICIPANTS fast tab is copied to the
new TRAINING CARD (excluding the SUM field).
[l 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 accommodation 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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3.6.5.1. Training Cost Document Card

KL_DKO0004

£ p— % s

Document
£1L_DaD000s 1304 2000
L0003 HO000
Qaltas AS
790.00 s
790,00
3 LD »
OO Koohtuse vA ON Accowre 3659 799,00 19500
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- | Default dimensions can be added to the cost document; in this case, the same
4 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.

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.

Vendor 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:
e 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.

MANT

, ' 190,00 A 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 COST AMOUNT 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.

KL_DKO0000S

Document

A list opens displaying participants added to the training, training cost categories, and distributed
amounts.

B
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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
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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.

KL_DKO0005

B2 Cost S aing Open Purchase 1) Crome New Purchate o Update Puarchase ¢ Add To Purchase
Document
KL_DKDO00OS »
KDO0002
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.

Document

KL DKDOOO3

XO0001

Faamatupia @ ABC

Open

&2z n

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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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.

Mad T, Thswe v At |

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.

N 0 O O
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Active Directve A

Quk Active Karstaja Contracx n

'~ Do you want 10 delete 17 invalid entries?
)

Yes No

Active Addendum 10

Active Raamatupicdaming Contrac: 10
[1 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.

Payroll Select Contract Template Search New ¥ Eoit List i) Create Comtract
Save Propeties
- () Word :
' «©
-» m 2 09122021 1620 MtR'UNWL
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

d By e Browwer

Primvter

Filter: Employee Banks

Advanced

’
Pries Preview & Oove

Send %0 Carcel

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.
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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

Opticas

r Filter: Employee Contracts

Advanced

| Schadide ox 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 wil Be generated for 2 employes(s
]

e’ D You want 50 continue?
)
)

| |

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.
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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.
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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.

L Tt . - 2 S~ L) vouo | e . Ao L g T r

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

e
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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.

(1 Quick filter NOT EXTENDED — opens the list of EMPLOYEE DOCUMENTS, where only non-
extended documents are filtered.

(1 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:

[l ACTIVE EMPLOYEES — displays only documents of active employees.
[l 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.

E] "
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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.
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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
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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:
(1 Automatically using the functionality ADD FIXED ASSET TO EMPLOYEE.
(1 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

e



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

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 EMPPLOYEE 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.
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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.

General
PVO000 52

LENGVA 100 h De . LENCOVA 397

A

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:

( -;."I 00 you ward 1o update the emgioyes anset !

Y No

If the user responds YES:

[1 If the asset is not yet in THE EMPLOYEE ASSETS LIST, it is added.

[1 The change date is added to the TO DATE field of the corresponding employee's asset row in
the EMPLOYEE ASSETS LIST.

(1 Anew 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.
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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.
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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:
HOME /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.
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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.

e
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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.
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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

e
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In the EMPLOYEE JOB REQUIREMENTS list, fulfilled requirements 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.
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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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3.18. Employee Working Permits

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
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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.

gy

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:

e
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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.
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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
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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

Me AS

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
ENTRY
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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:

(1 Workplace risk analysis along with an action plan for all activities to prevent and reduce
potential health risks.
[1 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.

0 O O

e



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

[1 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.
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Srcrure

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.
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Field

Explanation

Health
Certification
No.

Allows entering the number of the health certification card by selecting a
predefined numbering series for the health certification card number. The
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
[l CANCELLED — if a health certification card is created for the employee,
but the employee did not attend the health check.

Health Check
Date

Allows selecting the date of the employee's health check.

Health Check
Time

Allows entering the time of the health check. The entered time can be used in
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
Address

Displays the address of the health check location according to the selected value
in the previous field. The entered location address can be used in the notification
text sent to the employee.

Health Check
Type

Allows selecting the type of health check to be performed.
Options:

e
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[1  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
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Field

Explanation

Date

Next Health Check

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.

Date

Eye Inspection

Allows entering the date of the eye check if it does not coincide with the
check date.
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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 Comoaaratioe Date 30063023

Health Ced
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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.

e
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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.

Hawith Corvlicane Files
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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.
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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.

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.

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.

Notification Date

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.
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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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The specific employee's list of occupational diseases can be accessed from the following locations:
(1 From the EMPLOYEE LIST, by clicking on the ribbon menu OCCUPATIONAL DISEASES.
(1 From the respective EMPLOYEE CARD, by clicking on the ribbon menu OCCUPATIONAL
DISEASES.
[J  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.

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.
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General Meeting Allows entering the date of the general meeting at which the employee was

Date appointed as the WORK ENVIRONMENT REPRESENTATIVE.

General Meeting Allows entering the number of the general meeting at which the employee
No. 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 Displays the information from the WORKSTATION CODE field on the
Workstation Code | CONNECTIONS AND SETUP fast tab of the EMPLOYEE CARD corresponding to
the selected EMPLOYEE NUMBER.

Employee Displays the information from the DESCRIPTION column in the predefined list
Workstation Name | of WORKSATION NAME corresponding to the selected PAYROLL
WORKSTATION from the EMPLOYEE LIST.

Employee Working | Displays the information from the ROOM NUMBER field on CONNECTIONS
Room No. 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.
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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
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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:

[0  SUUNATUD
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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.
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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.
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3.25.1.1. 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.

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

Absence Code | 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.
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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.
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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.

Lasrfo

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.
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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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On the ribbon of the SICK LEAVE LIST and CARD, the following actions can be initiated:

[l 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.

[1  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.

[l 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.

[1  UPDATE STATUS: Updates information associated with the selected line, including the
ABSENCE STATUS field content.

[l 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.

[]  POSTALL: 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.

[l 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.

[1 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.

[l 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.

[1 ALL: Cancels any filters applied to the SICK LEAVE LIST, showing all sickness certificates.
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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.
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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.

A0O03 - Hannes Koosla

Process Reports Contrat Information Personal Info Comact HistOny ACTONS Redat

& Update #} Trust Fund Check = Send to Working Register

Basic Information

No ADO3

st Name Hannes

Last Name Koosla
Personal ID 37406270345

The sys;(em will then prompt the user with:

Freviows Name

Do you want to send empioyes data 10 work registry?

Yes No

VD TINEROETY Jomtuy  masanaama

Resbonding 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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A0O03 - Hannes Koosla

Basic Information

Harne

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 EMPLOYEE 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
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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.

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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" DATAFILE: 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:
[1 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.

Py e Comem s *BULRave vw - ' ' P A" - L4

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

N Payroll and Human Resowrce 365 Merw

Tasks

-————ee
|

S vty

e
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In the EMPLOYEE CARD card section, under CONTRACT -> CONTRACTS, the time of file creation is
saved in the EXPORT DATE column.
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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:

[1 CONTRACT -> CONTRACTS

[J  CONTRACT -> EMPLOYMENT

Employee Comracts (HAMESINICY) earch Sea ¥ Eotlmt Delete Fl
q 12348
T3S
55464 Mo

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:

e
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HOME/TASKS/PAYROLL CALCULATION

Tasks

Insights

In the PAYROLL CALCULATION window, users can initiate various pre-set CALCULATION GROUPS for
payroll calculations.

Fast tab: Payroll Calculation

v : ~ ' )
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.

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.

Previous Contract

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 EMIPLOYEES 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.

e
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Filtee: Employes

Woces n Cances

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.

AR
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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.

Absencen (MIMA B UcY)

[ L [ et P

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.

ALl
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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.

1) As aresult of this calculation has not been added any entries!
(1)
./

How to report this issue

Was thes '."I“ll” ves No n

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.

[1 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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(1 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 s Notoficabons % Tax Declaration Setup & Related Dimensions Actions
Payrofl Dymension 17T | Code Mandatory : Employee Dimersion ¢
2 Payroll Dinension AMETIGRUPPP Empioyee Dimenuon Field :
Payrof Dimension 2 1 Code Mandatory : Job Dimension Code PROJEKT
3 Payroll Dimension TEGEVUS Profession Dimension 0
Payrol Dimension 3 T Code Mandatary : Profession Dimension AMETIKOMT
4 Payroll Dnension ALLUKSUS Profession Dimension ;
Payrol Dimension 4 T Code Mandatory ; Autoenatic Event Dim SUNOMUSED
4 Payroll Dimension PIIRXOND Event Oumension Type Code Mandatb'y :
Payroll Dimension S 1 | Code Mandatory : Split Dimersson
6 Payroll Dinension PROKKT Spint Base Dimension OSAKOND
Payrol Dimension 6 T | Code Mandatory * 1. Spiit Demerreon ALLUKSUS
7 Payroll Dimension VARAD S [nemson
Payrol Dimension 7 T | Code Mandatory : 3. Split Dmenson
8 Payrofl Dimension SUNDMUSED o i—.
Payroll Dimension 8 T Code Mandatory $ 5. Sphit Dmension
6. Spht Dimersion
7. Spiit Dmenson
8. Spiit Denerriaon

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

Split Payroll Entries (HRM4Balticy)

Filter: Payroll Ledger Entry

Advanced

R =3 Lawel

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:
[J  ADVANCE PAYMENT

Then, by clicking on the ribbon menu CALCULATION, a window will open for entering the net amount
of the advance.

| Edit - Sisestage t66tajale ADO1 ( Molger-Kulgur Saviauk ) makstav avansitasy
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The net amount of the advance is recorded in payroll accounts:
[1 9010 - ENTERED ADVANCE
[J 9011 - ENTERED ADVANCE, MANAGEMENT
The gross amount of the advance is recorded in the payroll account:
(1 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:
[l WORKING HOURS AND WAGES WITH ABSENCES

e
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The deducted amount is recorded in the payroll account:

[J 1397 - USED ADVANCE

[J 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.

! 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.
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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:
[J WORKING HOURS AND WAGES WITH ABSENCES

Monthly salary payroll entries are recorded according to payroll accounts:
[J 1110 - MONTHLY SALARY
[J 1111 - MONTHLY SALARY SCHEDULE

Taxes calculated from salaries are automatically calculated when using the calculation task group
WORKING HOURS AND WAGES WITH ABSENCES.
[l The formula for SALARY_MONTHLY is as follows:
Salary Row Monthly Salary Amount / Standard Workdays in a Month * Worked Workdays
[1  The formula for SALARY _SCHEDULE is as follows:
Salary Row Monthly Schedule Amount / Standard Working Hours in a Month * Worked Working
Hours
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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:

[1 5010 - WORKED REGULAR HOURS

| 5020 - WORKED EVENING HOURS

[J 5030 - WORKED NIGHT HOURS

[J 5061 - WORKED PUBLIC HOLIDAY EVENING HOURS

[J 5062 - WORKED PUBLIC HOLIDAY NIGHT HOURS

[J 5070 - WORKED OVERTIME HOURS

Then the hourly wage can be calculated with the calculation task group:
[l 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.
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As a result of the payroll calculation, the overtime is saved as payroll entries on the payroll account:
[J 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:

[J 1220-BONUS

[J 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.
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Fee and the taxes calculated on it are computed using the calculation group:
[J  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.

! 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:
[0 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.
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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:
[J  VACATION PAY
[J  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.

Absencens (MIMAEMUCY)
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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.
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The calculated vacation pay amount is recorded in the following PAYROLL ACCOUNTS:
[J 1420-VACATION PAY
[J 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.
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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:
[J 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:
7 P_HOOLDUS

To calculate the pay for care leave, the following PAYROLL CALCULATION GROUP needs to be
selected:
[1 CARE LEAVE
or
[1  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:
[J 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:

[J  P_OMIN - STUDY LEAVE, MINIMUM WAGE

[J P_OPATA - STUDY LEAVE (UNPAID)

[J 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.

e INTERIM PAYMENTS, STUDY LEAVE

e INTERIM PAYMENTS, LEAVE
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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:
[J 1510-STUDY LEAVE, EDUCATIONAL LEVEL
[J 1512 —STUDY LEAVE, MINIMUM WAGE
[J 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:
[1 RESERV28 - the employee is entitled to 28 calendar days of leave per calendar year
[1 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:

(1 RESERV28 AND RESERV7 - for a disabled pensioner

[J  RESERV28 AND RESERV7A - for a minor

Leave obligation is calculated according to the PAYROLL CALCULATION GROUPS:
[J  WORKING HOURS AND SALARIES
[J  EVERANCE PAY WITH SALARY
[J RESERVE RECALCULATION

4.2.14. SICK LEAVE BENEFIT CALCULATION
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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:
[J SICK LEAVE BENEFIT 4-8 DAYS (AUTOMATIC CALCULATION) - calculates the mandatory sick
leave benefit for days 4-8 as required by the employer.
[J  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:

[J 1761 —SICK LEAVE BENEFIT
[J 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:

[J  Onthe EMPLOYEE CARD sub-card PARAMETERS, set the parameter TMVABA.

[J Onthe 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:
[1  M20 - INCOME TAX-FREE:
o Calculates the employee's income tax-free amount per month.
o Tracks the accumulated used income tax-free amount.
[J  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.
[J  M25-INCOME TAX:
Calculates the amount of income tax.
(1 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:
[J 3030 INCOME TAX
[J 3100 USED INCOME TAX-FREE PER CALENDAR MONTH
[J 3110 ACCOUNTED INCOME TAX-FREE PER CALENDAR MONTH

Informative or auxiliary payroll accounts related to the income tax calculation:
[J 9045 TOTAL INCOME TAX BASE AMOUNT UP TO PAYOUT MONTH
[J 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:

[J 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.

s
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Taxes on claims are calculated using the CALCULATION GROUP:
[J WORKTIME 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.
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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:
[J 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.

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.

The severance pay payroll calculation is initiated with the CALCULATION GROUP:
[J  SEVERANCE PAY WITH SALARY.

There is no need to initiate a separate wage calculation because, along with severance pay,
HRM4Baltics calculates:

e
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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

0 O O

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:
[J 1530 - COMPENSATION UPON TERMINATION OF EMPLOYMENT
[J 1533 - COMPENSATION UPON TERMINATION DUE TO REDUNDANCY
[J 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.

Group Selection

MN TOStaw alamemdvy bordrolionps

28 NLA & AN

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.
[1 If there is a termination of employment, calculate it separately before wage calculation.

vk wnN

O

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.

e
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Eding Schadile .
Field Explanation
Status Indicating the status of the table for the respective month.
Options:
[1  OPEN—Work hours and other values for employees are still being
entered.

[l 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.

e
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(1 MANUAL — Normal hours are not considered, and overtime is
entered manually in the DAY OVERTIME HOURS column.

[l NO HOLIDAYS — Normal hours are not considered on holidays.

[l NO WEEKENDS — Normal hours are not considered on weekends.

[l NO HOLIDAYS & WEEKEND — Normal hours are not considered on
holidays and weekends.

(1 ONLY WEEKENDS(NO HOLDIDAYS) — Normal hours are only
considered on weekends.

(1 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

[l WORKTIME ENTRY — Displays the group number, accounting month.

[l SHOW —With a checkbox, you can choose what data is displayed in the timesheet.
Options: HOURS, TIMES, SHIFTS, DAYS OFF, ABSENCES.

[l 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.

e
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[1  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 setting filters.

Search Reporty & Eda Lnt [ rrgployee Woring Schedule Calcdation Post Approvy Acbom Redated He

Working Schedule Dimensions

HDY \men RTS00! Dimens) MUUK

&L Employees | + Approve,/Fost

Selver Keskkdk 4|detsember 2021 |» Show Howurs Time £ Shift Ertry Type (9 Free Day 9 Absence [ Employment  View:

Emplay
Nowdea| Tota) Differva)  , EEEEEEENN X4 | 75| x6| N7 | no FEREEEEE g | T2 X1

\" I Howrs  Hours o
Narw
Working Schedule Employees (HRM4Baltics) Vew B
-
~ S As by
’ » %
v,
Working Schedule Employees (HRM4Baltics) ow B s
A0 Hokge Kidges Saat 22003 Raarat.ocus ) o OO 2
AC2 dder Pynerast CORISTAA Pocke kahaga hortae i pocls ' N oo
™o Nas Murshn 000-0% Yarmovite o

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

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

Holger Kulgu RS TN
Euiciar Kubcar Kubciar g Petenied] Petersell Poterye

Marnes Yoosls

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

e
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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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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.
TOOTMINE
Working Schedule
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
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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.

TOOTMINE

g Schedus Emvployee ik

Working Schedule

292900

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.

s

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.
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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.

(1 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.

[1  POSTING GROUP — choose a predefined WORKING
SCHEDULE POSTING GROUP to determine the payroll
account for registering the value entered with the entry
type.

(1  DIMENSIONS — it is possible to link dimension values that
will be added to the entry when the entry type is
selected.

[J 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.

e



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

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.
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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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Working Schedule
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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

Mark Myrakas - detsember 2021
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5th
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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.
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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.

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.

e
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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.
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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.
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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 AMOUN