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A SYSTEM TO SUPPORT THE EMPLOYEE LIFE CYCLE
Like many other area's of life and business, human resources has a specific life cycle. There are different models 
describing the Employee Life Cycle, each of which consists of several stages. These stages correspond to the stages of 
an employee's time in your company and the role the human resources department plays at each stage. 

This introduction will  describe which stages are supported and how they are supported by the Human Resources 
module in Standard ERP, or other functions in Standard ERP. Note, that this introduction does not provide an in depth 
description of the Employee Life Cycle. 

Recruiting and On-boarding 
Recruiting is the process of hiring a new employee.That includes actions like placing the job advertisements, selecting 
candidates, conducting interviews and administering assessments and tests, until finally choosing the best applicant for 
the position and signing an Employment contract. 

During the recruitment process, many companies use Applicant Tracking Systems, which is a software that automatizes 
the selection of candidates, according to a predefined set of requirements. Standard ERP is not an Applicant Tracking 
System but supports this process in the following way:

1. The CRM module in Standard ERP allows the storage of information of your vendors in the contacts Register. 
You can store information on the recruitment  companies you are working with,  including their  prices and 
discounts  that  you  receive.  Using classifications,  you  can mark  which  of  your  vendors  is  a  recruiter,   a 
headhunter or other. When it is time to choose a recruiter, you can run the Contacts List report to see the 
companies you have previously worked with and drill down to more information. For more information on the 
CRM module, please refer to our materials of the said module.

2. The Purchase Order module in Standard ERP is enhancing the functionality of the CRM module by adding item 
and pricing information. Using the Purchase Item Price List report, for example, you can create a list of your 
recruiters, see the services they sell and compare prices. For more information on the Purchase Order module, 
please refer to our materials of the said module.

3. Standard ERP is not an Applicant Tracking system. However, it offers limited support during the recruitment 
process in the following way. Our Document Management system allows you to receive incoming CVs, store 
them  and  process  them  by  moving  them  into  different  Conferences  such  as  ‘Incoming’,  ‘Interview’, 
‘Assessment’, ‘Short List’ or any other step you decide. For more information on the Document management 
system, please refer to our materials of the said module.

4. Hiring the approved candidate and signing the Employment Contract: That is where the Human Resources 
module comes into play by storing Employee information and Employment Contracts. This training material will 
provide in depth information on these functions in the later chapters. 

5. Setting Candidacy Sources: For each job position you can list the employees who have been hired for this 
position, as well as their source of candidacy. In other words, where you got their applicant from. In this way, 
you  can  see  which  sources  (i.e.  recruiters)  prove  more  successful  to  hire  candidates  for  this  specific 
position.This training material will provide in depth information on these functions in the later chapters. 

Orientation and Career Planning
Orientation is the process by which the employee becomes a member of the company's work force through learning 
their new job duties, and establishing relationships with co-workers and supervisors. Career planning is the stage where 
the employee and their supervisors work out there long-term career goals with the company. 

This  process is  very  personal  and therefore there is  little  automation and little  software  support  available  for  this 
process. The available support there is, is as follows:

1. Setting Target times. Standard ERP has a functionality in the CRM module called Target Times. In this register 
you can set up weekly goals an employee can reach, based on activities.These can be changed and recreated 
as the Employee progresses inside the company and their tasks change. For more information on the CRM 
module, please refer to our materials of the said module.

2. The  Human  Resource  module  can  keep  track  of  all  Employee  information,  including  their  educational 
background and job positions. This training material will provide in depth information on these functions in the 
later chapters. 
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3. Our Document Management system allows you to create conferences for development plans per job position. 
These can be used as templates to keep track of which training an Employee needs to shine in their work. By 
using  different  conferences  you  can  again  create  a  logical  flow  for  each   For  more  information  on  the 
Document Management system, please refer to our materials of the said module. Do not hesitate to contact 
HansaWorld on tips and ideas on how to get the most out of this function or an insight on how we use these in 
our own company.

Career Development
As the Employee’s start up is concluded, and they are integrated into the team, there are several different aspects of the 
next phase. First, the administrative aspect:

1. An Employee spends their work time doing specific tasks. The company wants to keep track of these. In 
Standard ERP, the CRM module is keeping track of Employee’s calendars and time. For more information on 
the CRM module, please refer to our materials of the said module.

2. The Job Titles Setting in the Human Resource Management module: For each job position you can describe in 
detail what the responsibilities for that position are.

3. An Employee is entitled to vacation and leave, and the company wants to plan these in an efficient way. Leave 
Applications and Schemes handle all types of leave of an Employee (vacation, sick leave, parental leave, etc). 
This training material will provide in depth information on these functions in the later chapters.

4. Standard ERP supports all aspect of Employee’s tasks by being one of the most comprehensive ERP suites on 
the market. Sales related modules, service related modules, modules for field workers, front desk clerks and 
many more make the work of your employees more efficient and automatized. For more information on how 
Standard ERP can support your job position, please contact your local HansaWorld representative.

The second aspect is career development which includes career changes. Career development is essential to keep an 
Employee engaged with the company over time. Goals can be set for professional growth and career changes can 
happen. An Employee might get a promotion, a raise,  or even both. Standard ERP supports these aspects in the 
following way:

1. Goals for Career Development: In the previous stage we described how the Document Management system 
can be used to create Development plans and a logical workflow around them. This is the same here too. Do 
not hesitate to contact HansaWorld on tips and ideas on how to get the most out of this function and an 
insight on how we use these in our own company.

2. Employment Contract Changes: The Human Resource module keeps track of all changes to an employment in 
the Employment Contract Changes register. These can be job position changes (promotions), as well as raises. 
This training material will provide in depth information on these functions in the later chapters.

Salaries: Standard ERP is not a payroll  system, although several of our local representatives have developed local 
payroll modules. If you would like more information whether there is a specialized Payroll module available for your 
country, please contact your local HansaWorld representative. 

Performance Evaluation
The company also evaluates the Employee on a regular basis, assessing the Employee's performance to determine 
whether they have been a successful hire. In Standard ERP evaluating the performance of the Employee is done with 
three different functions and reports:

1. Skills Evaluation: This is a group of settings, a register, and a report that allows you to determine which skills 
an Employee has. It allows each Employee to make a self-evaluation of his skill set, or each manager to make 
an evaluation of the skill set of their Employees. Using a report, the company can find out a) Which skills a 
certain employee has and which ones are still  being developed or b)  Which one of the Employees has a 
specific skill. This version of the report allows you to find an expert in a specific field. This training material will 
provide in depth information on these functions in the later chapters. 

2. Soft  Factors:  A  setting  in  the  Human  Resource  module  which  allows  you  to  enter  an  evaluation  of  an 
Employee’s performance in soft areas, such as learning curve, loyalty etc. This training material will provide in 
depth information on these functions in the later chapters. 

3. Performance Appraisals: A register in the Human Resources module which allows to review and discuss the 
Employees performance duties and responsibilities. This training material will provide in depth information on 
these functions in the later chapters. 
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Termination
Whatever the reason, all employees will eventually leave the company. Some might retire after a long and successful 
career while others will choose to move on to other opportunities and others might be laid off. 

The role of Human resources in this process is to manage the transition by ensuring that all policies and procedures are 
followed including the local labour laws, and removing the employee from the system. 

This process is very personal and therefore there is little automation and little software support available in general. The 
available support there is, is connected with the Employment Contracts Register, in which you will enter an End date of 
the Employment as well as a reason and more details. This training material will provide in depth information on these 
functions in the later chapters. 
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SETTING UP THE HUMAN RESOURCES MODULE
Before you can begin to work with the Human Resources Module, there are some Settings that need to be defined so 
that it best suits the workflow of your company. Let's go through these important settings.

To edit or access a setting, start by selecting the [switch Module] button in the Navigation Centre (or alternatively use 
the keyboard shortcut Ctrl  – 0)  and select Human Resources, then select the [Settings]  button or use the Ctrl-  S 
keyboard shortcut. 

Candidacy Sources
This setting allows the definition of all  possible sources from which candidates were chosen when applying for a 
position  in  the  company.  This  setting  is  tightly  connected  to  the  [Job  Position]  register,  allowing  you  to  list  the 
employees who have been hired for this position, as well as their source of candidacy. In this way, you can see which 
sources (i.e. recruiters) prove more successful to hire candidates for this specific position which in turn supports your 
recruitment process. Other than that, the Candidacy Sources setting is not yet further developed in Version 8.1 and no 
reports are as of yet connected. 

The [Job Positions] register will later on be described in this material, providing a look-up table in that register.

On opening the setting, the ‘Candidacy Source: Inspect’ window is shown. To enter a new Candidacy Source, select 
the “New” Button from the [Create] menu available in the Button Bar.  Fill in a Code of your choice and a Comment and 
then the [Save] button.

Some possible examples are: Web Advert, advert in a news paper and recruited from an external recruiting company, 
but you can also go more detailed and even name the recruitment company or database. That will later give you a 
better overview of sources for future hires.

Courtesy Titles

Use this setting to set all  the different courtesy titles to be used when addressing the employees. After these are 
defined, you can then paste special (using Cmd+Enter key combination), for each employee, their title in the title field of 
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the employee register. Simply fill in each blank line, a new courtesy title, and once completed, select the [Save] button 
to save the changes.

Departments
This setting allows you to define all the different departments that exist in the company. It will then be possible to filter 
some reports per department. Some examples may be Finance Department, Marketing, Human Resources, etc. To fill in 
a new department simply select the “New Departments” option from the [Create] Menu available on the “Departments: 
Browse” window. Fill in a code and a description and select the [Save] button. Additionally, you can add address details 
to a department, which can be useful in case the company has departments in different locations.

Education Degrees
The  Education  Degrees  Setting  allows  you  to  construct  a  look-up  table  for  the  Educational  Degree  field  on  the 
“Professional” card of the Employee record. Use this setting to set up the various education degrees available. Simply 
add to the list the different education degree's and select the [Save] button as you can see in the image bellow. To make 
the search easier when using Paste special of this setting, fill in this setting in alphabetical order.

Employment Contract Classes
Define in this setting the different contract classes. This setting is entirely personalized by each company to better suit 
their needs. This setting will then be used to classify each employee's contract, described later in this material, and also 
used as a filtering option in the Employment Contract List report.
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When opening the setting, the existing Employment Contract Classes are shown in an Inspect window. To enter a new 
record,  select  from the  [Create]  menu  the  option  “New  Employment  Contract  Classes”,  or  alternatively,  use  the 
keyboard shortcut Cmd- N, and define a Code and a Name and press the [Save] button to add the new class. 

Ethnicities
This setting is used to define the different ethnicities, which can then be used in the employee's register and also in the 
Head Count report as a filtering option. Once in this setting, the existing ethnicities are shown in an inspect window. To 
enter a new ethnicity simply add it to the first blank line and select the [Save] button to save the changes.

Health Statuses

List in this setting all  possible health statuses that employees may have, such as, no health issues, intolerance to 
lactose, asthma, nut allergy,  etc. and once completed select the [Save] button. You can then paste special  in the 
Employee card the health status of the employee, and in this case you can paste special more than one of the options 
available. Writing the options in alphabetical order will make the search easier when using Paste Special (Cmd-Enter) in 
the Employee Contact card.

Job Titles
Use this setting to define in detail each job position available in the company. For each job position you can describe in 
detail what are the responsibilities for that position. You can also describe all the requirements needed in case your 
company is hiring and looking for a candidate and is publishing the advert on Standard ERP's integrated web shop. To 
add a New Job title to the existing list, simply go to the [Create] menu in the “Job Titles: Browse” window, and choose 
“New Job Titles”. Fill in the Job Title field and describe in more detail in Job Description” area. Select the [Save] button 
once finished.

Standard ERP- Human Resources Management page 8/34 



Leave Schemes, Leave Settings and Leave Transfers
These three settings will be described in greater detail later, in the chapter about Leave Applications.

Number Series
In the Human Resources module, and in a similar way to what happens in other modules of Standard ERP, it is possible 
to define for each register within this module a number series. If you leave any of these settings blank, then the system 
will begin the numbering for each of those registers starting at 1. In Human Resource Module you can define number 
series  for  the  following  registers:  Employment  Contracts,  Employment  Contract  Changes,  Leave  Applications, 
Performance Appraisals and also setting Leave Transfers.

Performance Related Settings
The  three  settings  called  Performance  Appraisal  Classes,  Performance  Factors  and  Performance  Ratings  will  be 
described in greater detail later in the chapter about Measuring Employee’s Performance.

Ratings and Skills Settings
These two settings will be described in greater detail later, in the chapter about Measuring Employee’s Performance.

Soft Factors
Soft Factors will be described in greater detail later, in the chapter about Measuring Employee’s Performance.
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ENTERING EMPLOYEES
In the Human Resources module you will  find the Employees register. This register is a special  interface from the 
Contacts register (that is also available in the Human Resources module), listing only all of those contact records that 
have been ticked with the checkbox Employee, as shown in the images bellow:

As soon as the Contact in the contacts register is ticked as Employee and saved, then a register is automatically 
created in the Employees register with all the contact information and additionally human resources related fields are 
added to the employees record for you to complete (these fields won't be available on the contacts register). The fields 
are as follows: 

– Title (using paste special from the Courtesy Title setting)

– Social Security number

– Military Document Number

– Drivers License Number

– Place of Birth

– Ethnicity (using paste special)

– Visa Type

– Visa Number

– Visa Expiry Date

– Diet Remarks
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– Requirement Remarks 

– Disabled Status with Yes/No options and Disability comment field for storing details

– Health Status – (using Paste Special  Cmd+ Enter)  and also Health Issues comment field for storing more 
details

– School name

– Educational Degree and Major

– Education Status with options Graduated or Currently Attending

– Previous employer and Job Title

Similarly to what already happens in the contacts register, you can add in the employee register a new contact person. 
This is mainly done to hold details also for a husband/wife/spouse, children and other dependents, GP/family doctor, 
next of kin, emergency contacts. To add a Contact to the employee card, in the employee inspect window, go to the 
[Create] Menu, and choose option 'Contact', a new 'Contact: inspect' window will be created for you to add all the 
relevant details and once saved will be added as shown in the image bellow:
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When the employee is also a Standard ERP user, then the Person record is created in the System Module, where this 
employee contact code is pasted on the Person record Contact field. This is used for Approvals. Please read our 
relevant training material for more details on how to setup approval rules.
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ENTERING EMPLOYMENT CONTRACTS
The Employment  Contracts record is  created when an employee is hired, allowing you to register  all  the relevant 
information that was agreed between the company and the employee. An employment contract history can then be 
maintained.

Start  by going to [Switch Module]  in  the  Navigation  Center  and select  “Human Resources”  then  navigate  to the 
[Registers] icon and from there select [Employment Contracts]. A list of already inserted Employment Contracts will be 
visible from the “Employment Contracts: Browse” window. 

Employment Contracts are shown and sorted by Number: this can be changed by selecting one of the other column 
headings.

To enter a new Employment Contract, go to the [Create] menu located in the “Employment Contracts: browse” window, 
and  choose  option:  “New  Employment  Contract”,  or,  use  the  -⌘ N  (Macintosh)  keyboard  shortcut.  Alternatively, 
highlight an Employment Contract similar to the one you want to enter, and from the [Create] menu select “Duplicate”.

The ‘Employment Contract: New’ window is opened and will be empty if you chose “New Employment Contract” or it 
will contain a duplicate of the highlighted Employment Contract. In the case of the duplicate, the date of the new record 
will be the current date, not the date from the original Employment Contract. 

The number will be the one defined in the Number Series setting, similarly to what already happens in all other registers 
in Standard ERP. 

You should insert the Trial Period End Date (you can use paste special to select from the Calendar), select in the 
'Employee' field the employee. Then select with paste special the Employment Contract Class, in the 'Class' field. Also 
with paste special select the agreed Job Title for the employee. You should also select with paste special a Department 
to which the employee belongs and the leave  scheme agreed upon with the employee.  Define the  Start  Date of 
Contract and also the End Date if applicable. These fields are important as they are then used in the Employment 
Contract List report. Define the salary type whether Weekly, Fortnightly, Monthly or Annual and Gross Salary Amount 
and Currency. Once all  the details  have been filled in,  you should select  the [Save] button and activate the “Ok” 
checkbox. Please note, once the Employment Contract has been Okeyed no changes to it can be done. When an 
Employee has a change to their contract then all it's changes are handled in a specific way, this will be explained next.
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If Employment Contract is terminated, then End Date is filled on the contract, Ending Reason is selected and Reason 
details are written on Contract, and then Contract is marked as Terminated. Once you have Saved the Record with the 
“Terminated” checkbox activated, you will no longer be able to make anymore changes.

Terminated Employment Contracts will not be visible, by default, in the “Employment Contract List” report.

Creating Employment Contracts Changes
It is very common to have changes to an employees contract during their stay at the company. These can be changes 
in position, such as promotions or changes in salary. In order to keep history of all the changes done to the original 
Employment Contract, you should create an employment contract change. The register should contain a single record 
for each Employment Contract Change. You cannot enter directly an Employment Contract change on the Employment 
Contract Change register, it is rather completed in the Employment Contracts Register through the [Create] menu.

If you need to make a change to an Employment Contract, then the correct procedure is as follows:

1. Open the Employee's Contract register.

2. Go to the [Create] menu and from there choose option 'Employment Contract Change' or alternatively use the 
key board shortcuts Shift Cmd E.

3. A record 'Employment Contract Change: New' is automatically created. This transfers across the recent details 
and you can then change the necessary details to log what has changed. Save the record and ok it. This 
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register  will  then  be  added to  the  main  Employment  Contract  Register.  In  our  example  below,  we  have 
changed the Employment Contract from Fixed Term to a Permanent one, i.e. – changed class from FIX to 
PRM. Similarly to what happens to the Employment Contract, the Employment Contract Change once okeyed 
cannot be changed.

In the original Employment Contract the change will be listed in the grid, in our example as follows:

All  the changes will  be listed in the grid,  you can select each “Employment Contract Change” to see full  details. 
Alternatively  you  can  view  all  the  changes  from the  Operations  Menu and  from there  by  choosing “Employment 
Contract List” and you can drill-down to all the records for that Employee. This report will be explained later in more 
detail.
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MEASURING EMPLOYEE’S PERFORMANCE
Companies usually evaluate their Employee's on a regular basis, assessing the Employee's performance to determine 
whether they have been a successful hire. In the Human Resources Management module Performance Appraisals are 
the main function to allow you to review and discuss the Employees performance duties and responsibilities. 

Setting up Performance Appraisals Classes
Define in this setting the different performance appraisals classes. This setting is entirely personalized by each company 
to better suit their needs. This setting will then be used to classify each performance appraisal.

When opening the setting, the existing Performance appraisal Classes are shown in an Inspect window. To enter a new 
record, select the [Create] button, and then choose “New Performance Appraisal Classes” or use the keyboard short 
cut Cmd-N, define a Code and a Name and select the [Save] button to add the new class. 

Defining Performance Factors
This setting is used to define the different performance factors used in the Performance Appraisals register. It can be 
used internally or also when interviewing for potential candidates for a job position. It is personalized according to each 
companies needs.

An example is shown in the image below. 
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When opening the setting, the existing Performance Factors are shown in an Inspect window. To enter a new record, 
select the [Create] button, and from there choose “New Performance Factors”. The window “Performance Factor: New” 
will be created. Define a Code and a Name and select the [Save] button to add the new Factor.

Defining Performance Ratings
This setting is used to rate the different Performance Factors (defined above) and is used in the Performance Appraisals 
register. It is defined by the company and is entered in a similar way as explained above for the performance factors 
setting. A code and Name is to be defined.

Performance Appraisals
The  Performance  Appraisals  Register  allows  one  to  review  and  discuss  the  Employees  performance  duties  and 
responsibilities.

To register a Performance Appraisal then create a new record in the Performance Appraisals register in the Human 
Resources module by selecting from the [Create]  menu, the option “New Performance Appraisal” or use the  -⌘ N 
(Macintosh) keyboard shortcut. The ‘Performance Appraisal: New’ window is opened. Fill  in with Paste Special the 
following fields: Date, Class, Interviewer and Employee in the matrix, then choose each Factor using Paste Special and 
in tab B, Paste Special each Rating for each Factor. On tab C you can add extra comments per each Factor. Once 
finished, Ok the record and select the [Save] button to save the changes.
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Additional ways to measure Employee Performance
There are two other functions in Standard ERP which can be used to measure the Employee’s performance (apart from 
number related reports for their specific job positions, e.g Pipeline reports, Sales numbers etc.).

Skills Evaluation
This is a group of settings, a register and a report that allow you to determine which skills an employee has. Connected 
with the setting called Ratings, it allows each employee to make a self evaluation of his skill set, or alternatively the 
manager to evaluate the skills of their employees. Using a report, the company can find out a) Which skills a certain 
employee has, and which ones are still being developed, or b) Which one of the employees has a specific skill. This 
version of the report allows you to find an expert in a specific field. 

Setting up Ratings

This setting is used as paste special in the Skills Evaluation Register.

Define here a list of ratings with its code and description in a similar way as explained in the Performance Ratings 
Setting. 

Setting up Skills

List here the different skills you would like to evaluate on the employees of the company. These will then be used as 
paste special in the Skills Evaluation Register together with the Ratings Setting mentioned above.

Skills Evaluation Register

Periodically employees need to evaluate their own skills. In the Human Resources Module this is done in the Skills 
Evaluation register. In this register, you can evaluate the different skills. Both skills and ratings have been predefined in 
the settings, so most of the work has been already done.

To create a new skill evaluation record you should start by selecting from the [Create] menu the option “New Skills 
Evaluation”,  in the “Skills  Evaluation: Browse” window, or use the  -⌘ N (Macintosh) keyboard shortcut.  The ‘Skills 
Evaluation: New’ window is opened, by default the current date will be filled in but can be amended if needed. Start by 
selecting with Paste Special the Employee, Job Title and Manager and write a comment.

Then, in the matrix, list all the skills to be evaluated using Paste Special (Cmd+Enter keyboard key combination) and for 
each Skill give it a Rating one again using Paste Special. Once complete, select the [Ok] button and then the [Save] 
button.
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Alternatively, a template 'Skills Evaluation' record can be created by the manager, leaving the 'Employee' and 'Rating' 
field blank, and the employee can then select from the [Create] menu the “Duplicate” option on the template of the 
Skills Evaluation record and fill in the relevant missing details, okaying and saving the record when finished. 

The Skills Evaluation report 

In the Human Resources module in Reports, you will find the 'Skills Evaluation' report which will help you to report an 
evaluation on an employee as of a certain date. The Skills Evaluation report lists per employee a summary of their skills 
and their respective rating. For each employee the report will then show the total number of skills. Alternatively the 
report can also list per each skill, all the employees that have that skill and their rating. Hence showing the total number 
of employees for each skill. 

This report shows results based on the Skills Evaluation register. This report can be filtered by Employee, Skill or Rating. 
If you leave the “Date” field blank the report will reproduce results for the current date. If a date is filled in, the report will 
only show results for that date. The report can only show okayed registers, or Not Okayed registers or both, depending 
on the tick boxes that you activate.  
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An excellent alternative way to sort the report is by Skill,  instead of Employee. This will  allow you to see a list of 
employees who possess a certain skill, including the level of their knowledge according to their own, or their manager’s 
rating. In that way you can use the report to find an expert in a specific field.

Soft Factors
Soft  Factors:  A setting in the Human Resource module which allows you to enter an evaluation of an employee’s 
performance in soft areas such as learning curve, loyalty etc. 

Here you can insert one record per each Soft Factor meeting between the Interviewer (usually the manager) and the 
employee,  indicating  the  date  and  defining  for  each point  (Loyalty,  attitude,  Learning  Curve,  etc.)  the  rating  and 
additionally you can add comments and improvement points. 
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HANDLING EMPLOYEE’S LEAVE
An employee is entitled to leave,and the company want to plan these in an efficient way. Leave Applications handle all 
types of leave for an employee such as annual vacation, sick leave, parental leave, etc.

Setting up Leave Schemes
The leave scheme setting is where you can define all the main standard leave packages offered to the employees. For 
example, there might be one main standard Leave Scheme applied to all employees and then if any employee has an 
exception, a new leave scheme record can be created for that exception. This setting can be used for a great variety of 
possibilities depending on each country's laws and also combined with the company's policies. When defining the 
different possibilities for the employee's leave, you can specify whether public/state vacations are included or excluded. 
This means that it's important that the “Bank Holidays” Setting in the System Module is properly filled in with all the 
Public holidays.

When opening the setting, the existing Leave Schemes are shown in an inspect window.  To enter a new Leave Scheme 
start  by  selecting  the  [Create]  button,  in  the  Button  Bar,  and  from there  choose  option  “New  Leave  Schemes”. 
Alternatively you can also duplicate an existing Leave Scheme and make the necessary changes by choosing the 
option “Duplicate” in the [Create] menu. In our example we will create a new record.

Enter a code and a comment for the scheme. In the Matrix, paste special (using keyboard shortcut Cmd+Enter) the 
activity type for each different type of vacation: Annual Leave, Sick Leave etc. 

This setting has on the side tabs starting from A until I, representing Bank Holidays, and one tab per each day of the 
week. The next step is in tab B to define the allowance of how many days the scheme includes, for each type of 
vacation, for example 20 days annual leave, 5 days sick leave, etc. 

Specify here if Bank Holidays are included or excluded from allowance using Paste Special. In our example below we 
are considering Bank Holidays to be excluded from the 20 days allowance and we are including in the 5 days sick leave 
allowance.
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Specify also whether Saturdays (tab H) and Sundays (tab I) are included. For example in some countries, the bank 
holidays, Saturdays and Sundays are excluded from holiday allowance. In other countries, it might happen that bank 
holidays are excluded, but Saturdays and Sundays are included. Specify also start and end time, so the system can 
match against the Calendar how many actual days have been booked. In our example below we are considering the 
case where  bank holidays, Saturdays and Sundays are excluded from vacation allowance and including the allowance 
of 5 days sick leave.
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Start Time, End Time

When an employee submits a Leave application, a separate activity in the Calendar will need to be created for each day 
in the Leave period. Use these fields to specify the start and end times to be used in those activities.

Please note that in the Leave Settings Setting the company can define whether the leave calculation is based on the 
Fiscal Year of the company, or on the Calendar Year. Once all Leave Schemes are filled in, then the Leave Scheme code 
is entered on the employees Employment Contract.

Setting up Leave Settings

This setting is where you define how you want the balance of days to be treated in the employee's leave and also if the 
calculation is based on the Calendar year or the Fiscal year, as you can see in the image bellow. This setting is tightly 
connected to the Leave Applications register as well as the Leave Balance Report (both explained later on). Please note 
that the Fiscal Year is defined in Standard ERP in the General Ledger Module, under the “Fiscal Year” Setting.

In this setting you can specify whether any unused vacation allowance can be transferred to the following year, by 
selecting option: “Automatically Transfer Holiday Balance to next Year”. There are other alternatives to this option, such 
as using the Leave Transfer setting or by creating an Employment Contract Change, these will be explained in greater 
detail.

Entering Leave on the Employment Contract
Once the above two settings have been set up, you need to enter the Leave Scheme onto the Employment contract, 
and any forward days, that the Employee might already have.

To do that, fill in the field Leave Scheme, and enter the scheme that has been created for the Annual Holiday. 
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Next, fill  in the field Fwd. Bal. Days with the amount of outstanding vacation days an Employee already has when 
starting in the company. In some cases, vacation can be taken over between employers, especially if the employee 
comes from within the same group or concern. Another way to use this field is, if the employee has negotiated a start 
up bonus in form of vacation days. Some countries and/or companies allow a one time bonus when the Employee 
starts. 

Last but not least, fill in the field Fwd. Bal. Date. This is the date from where the additional vacation days are counted.

Leave Applications
Once the above two settings have been set up, and the Leave has been entered on the employee’s Employment 
Contract, you have a green light to enter Leave Applications.  

When an employee in the company wants to apply for leave, then the employee can create a new record in the Leave 
Applications register in the Human Resources module. Do that by selecting from the [Create] menu the “New Leave 
Application” option or use the  -⌘ N (Macintosh) keyboard shortcut in the 'Leave Applications:Browse' window. The 
‘Leave Application: New’ window is opened. 

Fill in the following fields with Paste Special (Cmd+Enter): Employee Leave Type, Start Date and End Date. 

By filling in this information, Standard ERP will calculate how many days should be deducted from the employee's 
allowance  (defined  in  the  settings  and  inserted  on  the  Employees  Employment  Contract  register),  what  was  the 
employees forward balance of days and how many remaining days of leave does the Employee have after taking the 
leave. Once you have filled in the Leave Application you can then select the [Ok] checkbox and then the [Save] button. 

In this register you may need to request approval for the Leave Application, depending on your company's rules. If this 
is the case, then in the Operations Menu you need to choose “Request Approval” and the request will be sent to your 
manager for approval. For this to work the CRM and Business Alerts modules need to be correctly and previously 
setup.
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Next step is, if you have the CRM module, to create from the Operations menu Activities to book in the Employees 
calendar. Choose from the [Create] menu the “Activities” function. The Activity Type row inserted in the Employees 
Leave scheme and the Start and End times from the Leave Schemes Setting will be used for the period that was 
defined in the Leave Application. 

Notes:

1. By default if the employee does not take every day as per his allowance (in the Leave Scheme Setting), the 
remaining balance days are automatically cancelled, and not transferred to the next year, so the next year 
allowance starts again from zero. If, it's the case that the remaining days of Leave balance from one year 
should be transferred to the next year then this can be done by creating a Leave Transfer (in the Settings). 
Details about how to fill this in is in the Settings section of this training material. Alternatively, if this rule is to be 
applied always, then in the Leave Settings Setting tick option 'Automatically Transfer Holiday Balance to Next 
Year', in case the remaining days are not taken.

2. If you create a Leave transfer (in the Settings), and if you have approval Rules setup (from the Business Alerts 
module), you can then send through the Operations Menu the approval to the Manager for a  Leave Transfer. 

3. By default, one cannot  apply for more holiday than the current earned leave balance. However, there is an 
option in Leave Settings to tick to allow employees to do so, but it would still not allow to apply for more than 
the current year's total allowance. There is an option in Leave Settings to tick to allow employees to also apply 
over current year's total allowance, in that case negative transfer of days to next year would have to be made.

4. On the Employment Contracts Register there is a field (Leave Scheme) to be defined for each employee the 
Leave Scheme that was agreed upon for that employee. Should the conditions of the Leave Scheme change 
then it's necessary to create an Employment Contracts Change for that Employee and insert the new Leave 
Scheme for that employee. 

Operations Menu

From each individual Leave Application you can easily see it's status by choosing option 'Leave Application Status' in 
the Operations Menu. 

 If you have approval Rules setup (from the Business Alerts module), you can also choose from the Operations menu 
the function 'Send for Approval' for the manager to approve the Employees Leave Application. Once the Manager 
approves the Leave, then the Activities linked to this Leave application will also get automatically marked as Done.

Leave Transfers
If it's the case that the employee didn't use all the leave days that he/she was entitled to in that year, they might be 
transferable into the next year.

If leave is transferred fully, and automatically, you can set this up in the setting Leave Settings by ticking the checkbox 
‘Automatically Transfer Holiday Balance to next Year’.

This setting allows you to be more specific and create transfers for each Employee. This setting is where you define in 
the system the certain amount of leave days that are transferred from one year (fiscal or calendar according to setting 
“Leave Settings” mentioned above) to another, indicating the employee, amount of days, and the date the transfer will 
take place. 
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If your company is using Approval Rules, fill in the Approval Status, and whether an approval for the transfer is required 
or not. Approval Rules are a part of the Business Alerts module and allow you to set up very flexible rules for approvals 
of certain events such as entering a high value order or purchase order, approving expenses, leave applications and 
many more. Approvals can also be automatized and transparent.  For more information on Approval  Rules,  please 
contact your local HansaWorld Representative. 

Reporting on Leave: Leave Balance Report
The Leave Balance report shows the balance for each employee regarding how many days for each type of leave 
he/she has left to the current date. Or if you prefer a specific date, then by filling in the date on the “Date” field, you will 
get the balance for that date. The report shows the days that are Carried Forward from the previous year, the Allowance 
days for the current year (fiscal or calendar year according with what was set up in the Leave Settings setting), the Total 
Allowance days and the days taken off by the employee, then giving the final balance. 

This report can also be sorted by Leave Type and in this case the report will list for each Leave Type defined in the 
system, the employees and a summary of the days balance.

This report can be filtered by: Employee, Department, Job title or Leave type, depending on the results you may need to 
analyze.
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OTHER REGISTERS IN THE HUMAN RESOURCES MODULE

Job Positions
Job Positions hold one record for each position that is currently held by an employee, or it might also be a new position 
that the company has opened and are therefore looking for new candidates. Each job position has a number and they 
are linked with one another - each position holding a number of managerial positions. This register is also the base for 
the Organization Chart.

To enter a new Job Position, select the [Create] Button and then choose the “New Job Position” option or use the -⌘ N 
(Macintosh) keyboard shortcut. Alternatively, highlight a Job Position similar to the one you want to enter, and from the 
[Create] menu choose “Duplicate”.

The ‘Job Position: New’ window is opened, it will be empty if you selected “New Job Position” or containing a duplicate 
of the highlighted Employment Contract. Start by specifying a 'Start Date' and  also an 'End Date' if it's the case of a 
fixed term Job Position in the company, if not then leave the 'End Date' field empty. 

In the 'Managerial Position' field, paste special (Cmd+Enter keyboard combination) the Job Position previously created 
with the companies manager's position number. Paste Special the Job Title and in the 'Comment' tab you can add an 
additional detailed description of the Job Position. Pate Special the 'Department' the Job Position belongs to.

The 'Candidates' tab should be left blank when defining existing Job Positions that have been filled and belong to the 
companies staff. If the company is opening a new position, then in the 'Candidates' tab should list all the possible 
candidates for the position in the matrix. Paste Special the Candidate (needs to be filled in as an employee) on each line 
and define for  each candidate the source (using paste special),  identifying in  this  way how the company got  the 
candidate (web advert, newspaper advert, etc). You can also attach each of the candidates's curriculum vitae to the 
paper clip of this register or to each candidate's contact record. Once finished 'Ok' the record and save it. 
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When interview meetings are booked with a candidate, you should then create an activity in the system, where the 
'Person' is the interviewer and in the “Customer” field the candidate is specified with Paste Special. Activities are 
described in full in the ‘CRM’ manual.

Skills Evaluation
This Register is described in greater detail in the chapter about Measuring Employee Performance.

Performance Appraisals
The  Performance  Appraisals  Register  allows  one  to  review  and  discuss  the  Employees  performance  duties  and 
responsibilities. You can find all the details about this register in the chapter about Measuring Employee’s Performance.

Disciplinary and Grievance
Many companies need to make a record if one employee has complained about another, and if any disciplinary actions 
have been taken against an employee. 

For this, separate activity types are set up and all  these cases are logged as Activities against the employee as a 
contact record, and the person, usually the manager, who conducted the meeting.

Any reporting about disciplinary actions and grievances are done using CRM reporting on activities. Please read our 
complete training Material for CRM Module for setting up activities and running the proper reports.
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REPORTS
As with all modules, to print a report in the Human Resources module, select the [Reports] icon in the Navigation 
Center. The keyboard shortcut -R can also be used. Then, select the appropriate item in the list.⌘

Employment Contract List
This report can be used to produce lists of Employees Contacts for the Employees Contracts in the system. For each 
Contract, it shows Contract Number, Start Date, Employee Number and Employee Name, Job Title and Department. At 
the end of the report it shows the total number of employees for the selection made.

If you have used the Department  field in the Employment Contract header to record the Department  in your own 
company  that  is  responsible  for  each  Employment  Contract,  this  field  can  then  be  used  to  produce  separate 
employment contact lists for each department.

This report can also be filtered per Employment Contract Class or per Job Title, showing only on the report the results 
for a certain Employment Contract Class or Job Title.

This report is useful if you need to analyze which employees started working for the company over a certain period. If 
you insert in the “Start Period” field a period (doesn't have to be a day, can be a period of 3 months, 6 months, etc) then 
the report will  reproduce a list of all  employment contracts in the system whose “Start Date” in the header of the 
employment contract register falls within the specified period.

Similarly, this report can be used to analyze which employment contracts have ended during a specified period. If you 
insert in the “End Period” field let's say January of a given year, then the report will reproduce a list of all employee's 
employments contracts whose “end date” in the header of this register belongs to January of that year. If you would like 
the report  to include the contracts that have the “Terminated” check box activated, then you should tick “Include 
Terminated” checkbox.

Inserting a period in the “Trial End Period” will reproduce a list of all employment contracts entered in the system whose 
“Trial End Date” field in the header of the Employment Contract falls into that specified period.

Lastly the “Change Period” field in the Employment Contract List report will analyze which Employment Contracts in the 
system have changed during that specified period, using the “trans. Date” field in the Employment Contract Changes 
register. 

When printed to screen, the Employment Contract List has Standard ERP's Drill-down feature. Select any Employment 
Contract Number to open an individual Employment Contract record.
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In summary, this report helps you find all contracts with Trial Period End date within a specified period. For example you 
need to be able to see at the end of each month which employees trial period is going to end next month. It also helps 
you find all contracts, where the planned end date is in a specified period, and it helps you find all contracts, where any 
change has been made in a specified period.

The detailed layout of the report also displays all the contract changes.

Head Count
The Head Count report is extremely flexible and allows you to analyze your entire staff.

This report shows a specified period, the total number of employees, that were hired in that period, the total number of 
job changes that occurred in that period as well as terminations and trainees (in case you use the course booking 
module, it will use the course events register as a basis for the calculations of head count of trainees). In the report we 
can choose to include all of these or just the ones we want to analyze. The report allows the split of the total number of 
employees per department, gender or ethnicity. 

If you want to calculate your Employee Turnover, run the report to show New Hires and Terminations during a specific 
period, but leave out the Training and Job Changes. 

If you want to analyze the workforce by gender, run it by choosing the ‘Gender’ radio button under the Specify section. 
This will give a head count per gender type which is very useful in countries or companies where gender quotas are in 
place.

If you want to see a total count of all the employees, leave all 3 fields blank and run the report including all the data.

You can also find out how many people have attended training courses. The function works if you have the Course 
Booking Module. The report will use the Course Events register as a basis for the calculations of head count of trainees 
and give you an overview of how many of the staff attended the training. 

Each selection can be narrowed down by Department or Job title. 

Standard ERP- Human Resources Management page 30/34 



Leave Balance
This report has been described in greater detail earlier, in the chapter about Leave Applications.

Skills Evaluation
The Skills Evaluation report lists per employee a summary of their Skills and the respective rating. This report has been 
described in greater detail earlier, in the chapter about Leave Applications. 
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FORMS
The Human Resources Module has the Employment Contract document form that is defined under the [Forms] List. The 
form prints all common fields about the company, all fields from the Employment contract register, and if any of the 
contract details have been changed on the Employment Contracts Changes record, then the details from the latest 
Employment Contracts Change are printed.
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QUESTIONS
1. How can you change an Employee's Contract?

2. What setting defines whether Leave is calculated based on Fiscal year or Calendar Year?

3. Describe how to setup a Leave Scheme for an employee with 20 working days vacation where 
bank holidays do not count, nor do weekends.

4. If an employee does not take every allowance day of leave for that year, is there a way to 
transfer those days to the next year (if agreed by the manager)? If yes, how?

5. Which register in Standard ERP's Resource Module can be used to evaluate the Employee's 
skills?

6. Is the Job Positions register used only for employees belonging to the company? Explain.

7. If you are the Human Resources Manager for the company, how can you control, in a fast and 
easy  way,  the  Employment  Contracts  that  are  going  to  be  terminated during the  current 
week?

8. What three ways are there to measure employee performance?
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APPENDIX 

Terminology between different versions of English language
The language used in this material is US English. There can be slight differences between other versions of the English 
language, which can lead to confusions. This table should help to clear these up. Sorted alphabetically 

British USA Canada Australia + New Zealand Singapore

Cheque Check Cheque Cheque Cheque

Colour/coloured Color/colored Colour/coloured Colour/coloured Colour/coloured

Credit Note(CN) Credit Memo (CN) Credit Memo (CM) Credit Note (CN) Credit Note

Dialogue Dialog

Instalment Installment

Jewellery Jewelry Jewellery Jewellery Jewellery

Licence (noun) License Licence Licence Licence

Mileage Claim Miles Way Lists Mileage Claim Mileage Claim

Miles Miles KM KM KM

Mobile Cell Mobile Mobile Mobile

Nominal Ledger (NL) General Ledger (GL) General Ledger (GL) General Ledger (GL) General Ledger (GL)

Post Code ZIP Code Post Code Post Code  Post Code

Purchase Ledger Payable (PL = AP) Payable (PL = AP) Purchase Ledger Purchase Ledger

Sales Ledger Receivable (SL=AR) Receivable (SL=AR) Sales Ledger Sales Ledger

Salesman Salesperson Salesperson Salesman Salesperson

Stock Inventory Inventory Stock Inventory

Stocktake Inventory Count Inventory Count Stocktake Inventory Count

Stock Depreciation Inventory Adjustment Inventory Adjustment Stock Depreciation Inventory 
Adjustment

Supplier Vendor Vendor Supplier Vendor

VAT Sales Tax or Tax Tax (ideally GST/PST) GST GST/SST/HST
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