












































	 Home
	 Add Document
	 Sign In
	 Create An Account
































Lanteria HR Local HR









Lanteria HR 2013 - Local HR User's Guide for version 4.2.0
Copyright © 2015 Lanteria
User’s Guide: Lanteria HR 2013 - Local HR
Table of Contents 1... 




Author:
Jayson Porter 




 6 downloads
 0 Views
3MB Size



 Report







 Download PDF 






















































Recommend Documents














SERIE HR HR HR 15000 













 









HR 2054 HR ,0 HR ,0 













 









hr) 













 









hr 













 









HR 













 









hr 













 









HR 













 









hr 













 









HR 













 









HR) 













 









HR 













 









Hr 













 









HR 













 









AS HR-143NR HR-143AE 













 









HR-V 2016 HR-V 













 









HR 













 









Hr. Sven Engl Hr. Florian Reich Hr. Daniel Reich 













 









Hr evo 14 touch Hr evo 18 touch Hr evo 24 touch Hr evo SlIm Hr evo 18 PlUS 72 













 









MOTOREN C-HR C-HR Flow C-HR Style C-HR Lounge 













 









HR Stories told by HR Leaders 













 









HR Newsletter 













 









HR 2006 













 









HR Assistants 













 









~len hr 













 
















Lanteria HR 2013 - Local HR User's Guide for version 4.2.0



Copyright © 2015 Lanteria



User’s Guide: Lanteria HR 2013 - Local HR



Table of Contents 1



Introduction ......................................................................................................... 4



1.1 1.2



Local HR Overview ................................................................................................... 4 Terminology List ...................................................................................................... 4



2



Set up Local HRs .................................................................................................... 6



3



Organizational Structure ......................................................................................... 8



3.1 3.2



Structure Dashboard ................................................................................................. 8 Organizational Design ............................................................................................. 10



3.2.1 3.2.2 3.2.3



Filtering the Chart ........................................................................................... 10 Manage Job Positions in Organizational Unit ............................................................ 11 Manage Job Positions Structure............................................................................ 12



3.3 3.4 3.5 3.6 3.7 3.8 3.9 3.10



Employees ........................................................................................................... 12 Employee Chart ..................................................................................................... 13 Structure Report.................................................................................................... 13 Employee Search ................................................................................................... 14 Employee Card ...................................................................................................... 14 Hire Employee ...................................................................................................... 15 Change Employee Position ........................................................................................ 19 Terminate Employee ............................................................................................... 21



4



HR Administration ................................................................................................. 24



4.1 4.2 4.3



Track Missing Documents ......................................................................................... 24 Track Expiring Documents ........................................................................................ 25 OnBoadring and OffBoarding ..................................................................................... 25



4.3.1 4.3.2



Manage OffBoarding (Leavers) ............................................................................. 25 Manage OnBoarding (Starters) ............................................................................. 27



5



Manage Absence Records ........................................................................................ 34



5.1 5.2 5.3 5.4 5.5



Add Absence Request .............................................................................................. 34 Edit Absence Request.............................................................................................. 36 Approve/Reject Absence Request ............................................................................... 37 View Employee Absence Summary ............................................................................ 38 View Employee Vacation Statistics .............................................................................. 38



6



Work with Salary Sheet .......................................................................................... 40



7



Manage Employee Benefits ...................................................................................... 42



7.1 7.2



Assign the Benefits ................................................................................................. 42 Benefit Overview ................................................................................................... 43



8



Review Employee Performance ................................................................................ 45



8.1 8.2 8.3



Launch Performance Review Round............................................................................. 45 Open the Form ...................................................................................................... 46 Fill in the Form ..................................................................................................... 47



8.3.1 8.3.2 8.3.3 8.3.4 8.3.5 8.3.6 8.3.7 8.3.8



Objectives Section ............................................................................................ 48 KPIs .............................................................................................................. 49 Competencies ................................................................................................. 49 Job Responsibilities .......................................................................................... 49 Development Needs .......................................................................................... 49 Career Goals ................................................................................................... 50 Custom Fields ................................................................................................. 50 Summary Score ................................................................................................ 51



8.4 8.5



Mark the Form as Completed..................................................................................... 51 Monitor the Performance Review................................................................................ 52



9



Manage 360 Feedback Rounds.................................................................................. 53



9.1 9.2



Launch the 360 Review Round ................................................................................... 53 Generate Review Forms ........................................................................................... 54



Copyright © 2015 Lanteria



User’s Guide: Lanteria HR 2013 - Local HR



10



Work with Employee Learning ................................................................................. 58



10.1 10.2 10.3 10.4



View Learner Report ............................................................................................... 58 View Development Activities Report............................................................................ 58 View Required Training Report .................................................................................. 59 Approve the Training Requests .................................................................................. 60



Copyright © 2015 Lanteria



User’s Guide: Lanteria HR 2013 - Local HR



1 Introduction Local HR guide is intended for the employees with the Local HR role. This role is applicable mostly to the multinational companies that have several branches with HR specialists responsible for each branch. Local HR role and menu allows working with employees from specific part of the company.



1.1



Local HR Overview



Using Lanteria HR, Local HR can perform the following basic functions for their part of the company: Create job positions and assign employees to positions Manage Employee Database (create employees and edit employee information) Work with employee absences Perform salary changes and launch salary reviews Monitor and provide feedback to the employee goals Launch and monitor performance reviews Work with employee training information The availability of these functions depends on the system configuration. Companies can have different policies in terms of individual policy configuration. This guide describes all the possible functions. In order to have access to Local HR functionality, user with such permissions should switch to Local HR menu, by clicking Local HR button located above the SharePoint Ribbon:



1.2



Terminology List



Term



Definition



Extra Days



Extra day is a day off that the employee receives as a compensation for working overtime.



Holiday



Vacation
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Carried over Holidays



Vacation days that are carried over from the previous vacation period.



Holiday Allowance



The number of vacation days the employee is entitled to in the current holiday period.



Company Holiday



A public or another holiday that is an official day off in the company.



Salary Review



The process of revising the salaries for the whole company or a part of it



Objective or Goal



The goal/objective is a desired result of certain activity that should be achieved by employee, organizational unit or a company as a whole.



KPI



Key Performance Indicators are quantifiable measurements that reflect the critical success factors of an organization. Company, department and employee performance can be measured using these indicators.



Performance Review



The process of evaluating the employee performance during some period. Can include assessing the employee competences, achievement of the employee objectives, assessing employee by KPIs and so on.



360 Assessment



Assessment of the employee performance that is provided by subordinates, peers, and supervisors. It also includes a self-assessment and, in some cases, feedback from external sources such as customers and suppliers or other interested stakeholders.



Development Plan



A list of the planned employee development activities, along with the start dates and due dates.



Development Activity



The learning material or external training that is assigned to the employee and should be completed within specific period.



Development Need



An area or competency that the employee should work on to improve the performance or achieve some career goal. Learning materials can be assigned based on the development needs.



GradeBook



A storage of all the employee learning results, including completed development activities, certificates, etc.



Learning Catalog



The storage of all the learning materials (documents, e-learning, classroom trainings, quizzes and links) available in the company for the learning purposes. From the learning catalog, the materials can be added to the employee development plan.



Career Goal



The goal the employee has to achieve in terms of the career development. For example, manage the projects or start working with some new technology.



Career Path



The job roles the employee can be potentially promoted to or rotated to.
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2 Set up Local HRs The local HR role is a role in the ES system that allows restricting the access to the employee database. You can enable the access for the local HR to the employees data from the definite country(ies), location(s), organizational unit(s), etc. To configure Local HRs, go to Settings > Roles and Permissions > Local HRs while in HR mode:



To create a local HR, click new item.
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1. In the Title field, specify the name of this local HR record. 2. In the Local HR field, select the person the local HR role will be assigned to. 3. Select the companies, countries, locations, organizational units the local HR should have an access to. The local HR will have an access to the employees that are assigned to the selected companies, countries, locations, organizational units. 4. In the Except Job Roles field, you can select the job roles the local HR will not have an access to the employees that are assigned to the selected job role(s). 5. Select the Exact Match for Employees check box if you want only the employees who meet all the defined criteria be visible for the Local HR. For example, you set Location to Sydney and Org Unit to Production. If you select the Exact Match for Employees check box, Local HR will be able to work only with employees of the Production organizational unit whose location is Sydney. If you clear the check box, all the employees whose location is Sydney and all the employees of the Production org unit will be visible to Local HR. 6. Select the Exact Match for Departments check box if only departments meeting all the criteria are to be visible to the Local HR. 7. In the Role field, select the Lanteria HR role of the current Local HR. 8. Click Save.



Copyright © 2015 Lanteria



Page 7 of 61



User’s Guide: Lanteria HR 2013 - Local HR



3 Organizational Structure 3.1



Structure Dashboard



In the Organizational Structure DashBoard page (available at LHR Core HR > Structure Dashboard while in HR mode), you can see the list of graphical reports: Company Companies Locations Employment Types Countries
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In this reports the information on total number of employees (i.e., per every location, country, company, etc.), and FTE is represented.
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3.2



Organizational Design



Use Organizational Design page to view the organization chart and detailed organizational unit structure. Click LHR Core HR > Org Units > Organizational Design.



The system will display Organizational Units that are related to you as Local HR user based on settings made. In the Organizational Design page, for each organizational unit you can also see a list of employees. The managing employees will appear above their subordinates. The employee hierarchy is also visible in the Organizational Design. To simplify the chart view by hiding the employees, in the filter section, set Hide Employees to Yes and click View. Employees are assigned to organizational unit during the employee creation process or by taking Assign to Job Position action on the employee card (employee cards can be accessed from various places, the most straightforward way is: LHR Core HR > Employees).



3.2.1



Filtering the Chart



Click link in order to view the organization chart for organizational unit belonging to specific organizational unit type, country, or location:



Select the Include Terminated Employees check box to view the terminated employees in the Organizational Design page.
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In case you select the definite organizational unit, select the Include Sub Departments check box to include the sub organizational units in the structure. Select the Include Inactive Employees to display the inactive employees. To print the chart, click



3.2.2



button. This will open the chart in the print view.



Manage Job Positions in Organizational Unit



While Organizational Units are displayed at Organizational Design page, clicking the icon in the lower part of any Organizational Unit box will open a Structure Report page for this Organizational Unit. The Structure Report allows Local HR to view and edit the job positions by clicking their Position Code links. New Job Positions can be added by clicking
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3.2.3



Manage Job Positions Structure



While Organizational Units are displayed at Organizational Design page, clicking the icon in the lower part of any Organizational Unit box will open the Positions Chart page displaying job positions hierarchy within an Organizational Unit:



3.3



Employees



The employee database stores all the employee information. Here, you can find all the information on the employees that are assigned to an organizational unit, country, location, etc. The left pane of the Employees page (LHR Core HR > Employees), displays the company tree structure. Expand the nodes to see the “child” (subordinate) organizational units. Select the organizational unit to see the list of employees that are assigned to it.



To view the personal employee details (personal card), click the employee name.
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3.4



Employee Chart



The Employee Chart (available at LHR Core HR > Employees > Employee Chart) is a graphical representation of the people in the company and the relationships between them.



3.5



Structure Report



Job positions are specific positions that are required for each company organizational unit. They can be viewed in the Structure Report form (LHR Core HR > Jobs and Positions > Structure Report). This form is used for reporting on the job positions in different organizational units assigned to you. To report on specific country, location or organizational unit, use the filter under the report heading and click View.



The report shows the positions per organizational unit belonging to the selected entity (country, etc.). For each position, it provides the planned number of employees in the current organizational unit and the actual number. The Vacant/Exceed field shows if there are any vacant places (in green) or vice versa, the number of employees exceeds the planned number (in red).
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3.6



Employee Search



To find a specific employee, use the following options: Quick search available on the top of the Lanteria HR pages:



Advanced search in the Employees page (type a keyword in the search field and click Search). Use the additional filter to define the search criteria like division, country, location and organizational unit. Click View to see the search results.



3.7



Employee Card



The employee card is a central storage of all the employee information. It can be accessed by clicking the employee name link in the Employees page or any other place in the system.
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By default, it contains the sections for general details, employment details, contact details personal data, diversity&equality information, performance&succession and education. The employee card ribbon provides a number of menu items for the following actions: Send a message to an employee (this action requires a mail to be specified in the Contact Details section of the employee card) Edit the card, that is, change the employee details View employee documents View employee job contracts Access the employment history View information on absences Manage the list of the employee defendants Manage the list of disciplinary actions Manage the list of company assets Access the employee education details Assign the employee to another job position Terminate the employee Manage workflows and alerts View the compensation information (salary history and benefits) View information of the employee performance (objectives, KPIs, competencies and career goals) Manage development plan and learning



3.8



Hire Employee



To create a new employee from the employee database, follow these steps:
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1. Go to LHR Core HR > Employees. 2. Select the Organizational Tree view and click Create Employee. A dialogue will be opened to provide information about new employee to store at employee card. Alternative way is to click on Quick links button located above the ribbon and in the opened menu click on Create Employee link:



3. The employee creation form will display.



Fill in the card fields. Note that the fields marked with the red asterisk are mandatory. First of all, specify the employee full name and then separately the first and the last names.
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4. Select the employee status. 5. Enter the employee account, which is mandatory if the employee is to log in to the system and use the Employee role menu. 6. Next, select the organizational unit the employee will be assigned to, employee job role and position. 7. In the Manager field, select a manager for the current employee. 8. Specify the additional managers in case of necessity. The additional managers have an access to the subordinate employee information. 9. Next, specify the employment date and the type of employment (whether the employee is working full-time or part-time etc.). 10.Specify the cost centers to track the costs on this employee. 11.Select the work pattern to identify the employee working schedule. 12.Specify the employee location and country in case these parameters are different from the employee organizational unit. 13.Select the On Probation check box to enable the employee for the probation reviews. Specify the probation review start date. The probation review end date will be calculated automatically basing on the probation review stages. 14.Select the absence plan that is applicable to the employee. 15.Next, specify the employee contact details (phones, Skype and email). 16.Specify contact details of the people who can be contacted in the case of emergency. 17.Specify the employee address details. 18.Next, enter the employee personal details like date and place of birth, marital status and so on. 19.Under Equality and Diversity, specify the gender, ethic group and disability details of the employee. This data will be used for reporting on the company level. 20.Under Performance and Succession, define the performance related settings. Select the Eligible for Performance Review check box if the employee is to be included into the performance reviews (when a new review round is created, review form will be created for the employee and assigned to the employee). 21. Select the Inherit Company Goals and Inherit Department Goals check boxes if you want the employee to see the company and department goals in his or her goals. 22.Specify also a level for the risk of leaving, promotion potential and relocation readiness. 23.Under Education, specify which education the employee has. 24.Click Save. A new form where you are to assign the employee to a job position will open.
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25.The Assignment Type is set to Main Position. Leave it as it is. You will be able to create the additional positions, if relevant, after you define the main one. 26.Some fields will be filled in with the information you entered into the employee card. Check the department and select a position in the department the employee will occupy. 27.Check the manager and the employment type. 28.Next, specify the full time equivalent that indicates whether the employee is working full time or for some of the day. For a full-time working employee, the equivalent will be “1”. Decrease it as necessary to indicate the how “full” is the employment. 29.Use the Assigned From field to specify from which date the employee will be occupying the current position. If it is a temporary assignment, specify till which date the employee will be occupying the position in the Assigned Till field. 30.Select the change reason. For the new employee, it will be new hire. 31.In the Comments field, type any comments to the current assignment. 32.Select Enable changing Salary Details to add salary information for a new hire.
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33.Under Salary Adjustment Factors, use the Add button to specify if any adjustment factors will apply when calculating the employee salary. For example, due to working under the bad working conditions or other factors, the employee can be entitled to additional payments. Note that before you can use this feature you need to make necessary settings in the Compensation Management module. 34.In the Currency field, select a currency in which the salary will be paid. 35.In the Pay Frequency field, select the frequency of how you calculate the salaries. In the following Base Salary Rate field, specify the salary amount to be paid for the period selected as the pay frequency. Base salary is employee salary without bonus and other additional payments. You can check the recommended base salary at the top of the New Salary Details section. 36.Use the Annual Personal Allowance field to indicate the amount of additional payments that can be paid to the employee per year. 37.Select the salary change reason. 38.In the Notes field, type any comments to the current assignment. 39.Select the effective date (the date a new salary will be assigned to the employee). 40.Specify the variable annual salary that is a sum that can be added to the salary as a bonus. 41.Click OK to save the assignment. Now, the employee is created and assigned to a position. The system will automatically: Copy the competencies and KPIs from employee job profile to the employee card Create an employment history record Create a salary details record for an employee



3.9



Change Employee Position



In Lanteria HR, you can assign an employee to several positions. One of them must be main and the others – additional. In the employee card, you can check the employee current assignments.
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To change the employee position or assign an employee to an additional position, follow these steps: 1. Search for the employee for whom you need to change the position. 2. Click the employee name to open the employee card.



3. On the ribbon, click Assign to Job Position.
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4. The page that opens has two sections: Current Assignments – view and close the job position(s) the employee is currently assigned to New job assignment – assign the employee to a new position 5. To change the employee position to a new one, in the Current Assignments section, select the Close Assignment check box next to the position being changed. Next, fill in the new job assignment details. Note that if you close the main position, a new position assignment type must be also Main. 6. To add another position for the employee, make sure that the Close Assignments check box id cleared and then enter the new position assignment details. Select Additional Position in the Assignment Type field. 7. In the Change Reason field, specify the reason of changing the position. 8. Click OK to finalize the assignment. The system will automatically: Copy the competencies and KPIs from new employee job profile to the employee card Create an employment history record Create a salary history record



3.10 Terminate Employee To initiate termination, do the following: 1. In LHR Core HR section, click Employees. 2. Select the employee view and click the employee name to open the employee card. 3. On the ribbon, click Terminate.
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4. The termination form will appear.
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5. In the Title field, specify a descriptive name for the termination activity. 6. In the Termination Date field, enter the date starting from which the employee will be terminated. 7. Specify the last day in the office in case this date differs from the termination date. 8. Specify the termination reason. Termination reasons are set up by the HR administrator. 9. Use the Initiator field to specify whether the termination initiator is the employee or the company. 10.Select the Eligible for Rehire check box in case you are planning to rehire this employee in the future. 11.Type any comments in the Comments field. 12.Select the employee status (active, pending termination, or temporally inactive) 13.Click Save. The termination item will appear in the OffBoarding form. The offboarding process will be discussed in the following section. Note: If the termination date is set to today’s date, an employee will be terminated after you click Save. Otherwise, an employee will not be terminated immediately. Lanteria HR runs a daily job to terminate employees based on termination dates specified. It means that you can set any future termination date.
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4 HR Administration 4.1



Track Missing Documents



For each employee document type, it can be set up whether it is mandatory. If an employee doesn’t have a valid (not expired) document of such type, it will be listed in the Missing Documents form. Click LHR Core HR > Documents > Missing Documents to see the documents that are missing for all the employees.



Click View to see the details for the current employee documents. You can also get the information about the documents missing for specific employee from the employee card. Open an employee card from the Employees page and click the Documents icon from the ribbon.



To upload a document, click Upload Document.
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To generate a document, select one of the templates and click Generate. The templates are set up by the administrator.



4.2



Track Expiring Documents



The documents that have the expiration date can be tracked through the Expiring Documents list available under LHR Core HR > Documents. All the employee documents, job contracts and certificates for which the expiration date is close can be viewed in the list.



The administrator sets up in how many days before the expiration date the documents will appear in the Expiring Documents list.



4.3



OnBoadring and OffBoarding



The OnBoarding and OffBoarding functionality is used for managing the starters (employees coming to the company) and leavers (employees leaving the company).



4.3.1



Manage OffBoarding (Leavers)



1. In the LHR Core HR > Processes section, click OffBoarding. 2. The system will list all the upcoming terminations (employees who are going to leave the company).



By clicking the appropriate link, you can get the information on:
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Offboarding process steps;



Company assets that were assigned to the employee. You can track whether the assets were returned to the company;



Quantity of the unused absences;



The whole offboarding process for the employee
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4.3.2



Manage OnBoarding (Starters)



1. In the LHR Core HR section, under Processes, click OnBoarding. 2. System will list all the external starters, that is, employees who are going to join the company and a list of internal employees who are to be moved to another position. The starters appear in the OnBoarding form after a starter is created from the Recruiting module. 3. From this form, you can work with the starters. Click Create Employee to create a new employee from starter or Assign to Position to assign an internal candidate to a new position.



4. Also, using this page, you can work with the list of applicants that applied for the definite vacancy in the company.
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4.3.2.1



Create Applicant



To create a new candidate, follow these steps: 1. In the LHR Core HR section, click Processes > OnBoarding. 2. Click Create Applicant to add a candidate.



3. In the Full Name field, specify the applicant name. 4. Provide the contact details like email, phone numbers and address. 5. In the Gender field, select the candidate’s gander. 6. Provide the ethic group. 7. If the person is disabled, select the Registered Disabled check box and provide the details in the Disability Details field. 8. Use the Candidate Source field to indicate where the candidate information has been obtained from. 9. Under Suitable for Job Roles, add the roles the candidate can potentially perform. 10.Under Suitable for Locations, select the locations where the candidate can potentially work. 11.In the Person Attributes, select the personal characteristics of the candidate. When searching for the candidates for specific vacancy, the recruiter will be able to search by these attributes. 12.To add the resume, click Attach File on the top of the dialog and upload the resume. 13.Select the status of the candidate.
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14.You can link the candidate to the specific vacancy by selecting the appropriate vacancy in the Vacancy field. This option is available when creating a candidate. You can do this later if necessary. 15.Specify the last application date 16.Save the candidate.



4.3.2.2



Manage Applicant



After the candidate was added to the candidate database, you can link a candidate to the vacancy, view candidate history, add and view candidate documents, education, work history, and create an employee on the basis of the candidate information. These actions are available through the candidate card ribbon.



4.3.2.3



Link Candidate to Vacancy



After the candidate was created, you should associate the candidate with the vacancy this candidate with the vacancy he/she suits for. This step is necessary to start the recruiting process. To do this, click the candidate name from the database. In the candidate card, click Link to Vacancy.
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1. In the Vacancy field, select the vacancy the candidate applies for. Please note that only the vacancies assigned to your country(ies), location(s), organizational unit(s), etc., will be available here. 2. In the Status field, select the status of the candidate application process. 3. Click Link to Vacancy to finish the process.



4.3.2.4



View Candidate History



On the applicant history page, you can view the information on candidate application process(es). You can see the list of vacancies the candidate applied for, together with their application dates and statuses. Also, the detailed information on scheduled interviews is available. To view candidate history, click the appropriate button on the candidate card ribbon.



4.3.2.5



View Candidate Documents



You can download the external candidate documents using the candidate card. To do this, click Candidate Documents on the candidate card ribbon, and then click Download selected documents as ZIP.
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4.3.2.6



Add Candidate Education



To add information on candidate education, click Candidate Education on the candidate card ribbon.



To add a new record on candidate education: 1. Click new item.



2. Specify the name of the school. 3. Specify the education level and orientation. 4. Select the graduation date. 5. Select the candidate the education record refers to. 6. Click Save to add a record.
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4.3.2.7



Add Candidate Work History



To add information on candidate working experience, click Candidate Work History on the candidate card ribbon. To add a new record on candidate working experience: 1. Click new item.



2. Specify the candidate previous position. 3. Specify the candidate employer. 4. Specify the start and end date of the working period. 5. Select the candidate the working experience record refers to. 6. Click Save to add a record.



4.3.2.8



Manage Applicant Statuses



As the interviews go, change the applicant statuses to track the eliminated applicants and those who move forward. The applicant statuses can be viewed and modified on the OnBoarding page. The following statuses are available: Applied – the applicant has just applied and hasn’t had any interviews yet In Process – the interviews for the applicant are in process Offer Accepted - the applicant accepted the job offer Rejected – the applicant has been eliminated Pending Offer – the applicant is waiting for the job offer Starter – the onboarding process was launched. To change the status, select the applicant on the Applicant Tracking page and select the Change Applicant Status in the Take Action field. On the Process Applicants page, select the status in the Set Applicant Status field.
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You can also select the reason for the status change and generate the applicant letters. The letters will be generated on the basis of the existing templates. The Take Action field can be used for performing the following actions: Change Applicant Status – use to change the applicant status Generate Applicant Letters – select the letter template for the letters generation. The generated letters will be available on the Applicant Letters page. Manage Interviews – the Interview Stage Details page will open. On this page, you can schedule/manage interviews for the selected applicant. Mark/Unmark as Shortlisted – to add/delete the applicant to the shortlist Generate Job Offers – the job offers for the selected applicants will be generated. Link to Vacancy – select the vacancy and status for the selected applicant to link him/her to the new vacancy. Create Starter – the starter will be created. The new starter HR processes will be started automatically (if any). The new starter will appear in the OnBoarding page (LHR Core HR > Processes > OnBoadring).
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5 Manage Absence Records Use the Absence Records Report to view the absences for the selected period. To view a report, go to the LHR Time and Attendance > Absence Reports > Absence Records Report. Specify the date range in the Start Date and End Date fields and click View. The report will display all the absences of different types for all the employees.



The absences can be of the following types: Vacation – annual leave Carried Over – any unused vacation days that are to be carried over from the previous vacation period. Will be sent for approval at the beginning of the vacation year Absence – leave of other types when employee needs to be out of office due to the personal or other reasons Sickness – employee absence due to the sickness Extra Days – the employees will request approval to register the days when they were working overtime. Once approved, these days will be added to the employee’s vacation allowance



5.1



Add Absence Request



You can add the absence requests of any type on behalf of other employees. To do this, click Add Vacation Request.
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1. In the Employee field, select an employee who is entitled to the current absence allowance. 2. Specify a vacation type for this request. 3. Select the Start Date and Start Time. This is the date from which the allowance is counted. 4. Specify the Return to Work Date and Return to Work Time. This is the date till which the allowance is counted. 5. In the Notes section, type any notes to your request. 6. In the Acting Person field, specify the name of the person who will provide absence approvals on behalf of you during your vacation period. Please note that this person should have a Manager’s role in the system. 7. Click Calculate Duration to check the number of vacation days that will be recorded by the system as taken. Then click Save.
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The request will appear in your requests with the status Pending, meaning that it’s awaiting approval from the manager. In the Acting Person field, you can see the status of the acting person request (pending, approved, or rejected).



5.2



Edit Absence Request



For each absence record, you can click Edit to modify the details like dates, the number of days and so on.



Use the Calculated Number of Days field to check the number of days the employee is going to be absent. This figure is calculated based on the start and end dates of the absence and the employee’s working schedule. The Start Date field shows the date when the absence starts. The Start Time field indicates whether the employee leaves for vacation for the whole day or starting from the afternoon. AM means that the employee leaves for the whole day and PM that he or she leaves in the afternoon. If PM is selected, the first day will be counted as a half of the day.
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The End Date field shows the date when the employee returns from vacation. And again, AM/PM indicates whether the employee plans to come back in the first part of the day or in the second. Normally, the employee will select the start and end dates and the system will calculate the number of days taken. Alternatively, the employee can specify the number of days he or she wants to take in the Number of Days field. For example, the employee is requesting an absence from May 1 to May 5, but the number of days is set to 3. This means that the employee is going to be absent for the full 3 days within the period of May 1-5. The absences can be also entered in hours and percentages (if the employee is going to be absent for some percentage of time each day, for example). In the Notes section, view and type any notes to the request. To set reminder for the employee absence, specify the reminder date.



5.3



Approve/Reject Absence Request



To approve or reject the vacation request, locate it on the Absence Records Report page and click the Approve/Reject button and make the appropriate choice. Click Approve or Reject to approve or reject the vacation request. You can also approve the acting person by selecting the appropriate check box even if this person has rejected performing this role.



The approved request will disappear from the pending requests. The employee will be notified by mail about your decision. To approve or reject the requests of the acting person type, locate it and click the Approve/Reject button and make the appropriate choice. In case you reject the request, you need to provide the reason in the Comments field.
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5.4



View Employee Absence Summary



The Employee Absence Summary report displays the absence statistics per employee. For each employee, you can see the taken holidays, absences, sicknesses, business trips and TOILs and compare them to the total number of employee working days. In the LHR Time and Attendance section, go to Absence Reports > Employee Absence Summary.



Click View to see all the absence records for the employee.



5.5



View Employee Vacation Statistics



The Vacation Statistic report allows viewing how many holiday days were available for the employee, how many days were taken and what is remaining.



Click View to see all the employee absence records. The report shows: Accrual Period – the period in which the current vacation allowance was accrued Spending Period – the period during which the current vacation allowance is to be spent Carried Over – the number of unused vacation days from the previous vacation period that were carried over to the current period Expired – the number of carried over days that were not used on time and expired Extra Days – the number of additional vacation days the employee is entitled to due to overtime or some other reason Allowance – the number of vacation days the employee is entitled to as of the report date Total – the total number of vacation days the employee is entitled to (a sum of carried over days, extra days and allowance) Booked – the number of days the employee has planned (requested and approved) and taken Taken – the number of taken vacation days Outstanding – the number of planned, but not taken vacation days
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Pending – the vacation days that were requested, but are pending approval Remaining – the number of vacation days the employee can take (calculated as Total minus Booked and Pending) For each employee, you can see the information for the current holiday period: days carried over from the previous period, expired carried over days, TOILs and allowance, which comprise the total number of holiday days that can be requested by the employee. Next, you can see how many of these available days were already taken or planned and how many days are remaining.
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6 Work with Salary Sheet When you have the salary budget, you can proceed to planning the individual employee salaries. This can be done in the Salary Sheet located under LHR Compensation > Salary Sheet.



The Salary Sheet contains a list of all the employees with their current salary settings defined when assigning the employee to position. All the amounts payable to the employee comprise the Annual Total Fixed Cash amount, that is, total amount to be paid to the employee per year, without individual bonuses. This amount will include the following: Annual Base Salary (12 months) – is calculated based on the base salary rate per pay frequency Variable Annual Salary – additional payment that can be added to the employee salary basing on the employee performance Annual Fixed Position Bonuses – specified at the position level Annual Country Pension – if the organizational unit the employee belongs to is located in the country for which the remuneration rules are set up, the remuneration amount will be calculated and added to the employee salary Extra Months Payment - if the organizational unit the employee belongs to is located in the country for which the Annual Months of Pay are more than 12, the extra months payment will be calculated based on the employee salary per month and the number of additional months payable Annual Personal Allowances – individual employee allowance Compensation Adjustment – the list of the Adjustment factors that are assigned to the employee. Total Annual Compensation Adjustment – adjustment calculated based on the adjustment factors Annual Business Trip Allowance – additional sum of money that can be spent on trips Additional Salary Amount –additional sum of money on other needs Annual Total Fixed Cash – the total sum that is to be paid to the employee Compa Ratio – comparison of the employee salary with the position base salary (ratio).
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To view the salary sheet totals in another currency, select it in the Currency field of the filter section and click View. If you set Show in Original Currency to No, all the values (not only totals) will be displayed in the selected currency.
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7 Manage Employee Benefits If the company is providing benefits to the employees like using the company cars, cell phones or the like, this can be tracked through Lanteria HR. The available benefits can be assigned to each employee from the personal employee card.



7.1



Assign the Benefits



To assign the benefits to the employees, do the following: 1. In LHR Core HR section, click Employees. 2. Find the employee and click the employee name to open the employee card. 3. Click the Compensation tab and then click Benefits.



4. In the Employee Benefits dialog that opens, click Add Benefit.



5. Type the title, select the benefit to be granted to the employee and specify for which period it will be granted.
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6. Use the Amount Paid by Company and Amount Paid by Employee fields to specify which benefit related payments will be covered by the company and employee, correspondingly. The Currency field defines which currency the amounts are specified in. 7. Alternatively, if the payments are to be defined not as amount, but as percent, use the Percent Paid by Company and Percent Paid by Employee fields. The percent calculation is based on the employee base salary. For example, the pension tax in the country is 10%. The company pays 5% and the employee pays another 5%. Create the benefit Pension Tax and set the Percent Paid by Company and Percent Paid by Employee fields to 5%. 8. Click Save to save the settings.



7.2



Benefit Overview



All the employee benefits can be viewed and modified from the Employee Benefits page available under LHR Compensation > Employee Benefits.
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Click the benefit titles to edit the benefit details like end date and payment information.
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8 Review Employee Performance The performance review round is initiated by the HR team. The review process usually consists of several steps, such as employee’s self-evaluation, manager providing feedback and so on. Each step has its responsible. The performance review form will be re-assigned from one responsible to another. When the form is assigned to you, you will get a mail notification with a link to follow to fill in the form.



8.1



Launch Performance Review Round



To launch a performance review round, follow these steps: 1. Go to LHR Performance > Performance Reviews.



2. To start a new round, click Start Review Round.
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3. Provide the review round title and description. 4. Select the review type. The review type is used for the filtering reviews on the Performance Review Rounds page. 5. Specify the performance review start date. 6. In the Due Date field, specify when the review round is to be finalized. 7. In the Period Start Date field, select a period for which the performance will be reviewed. Use the Period End Date to identify up to which date the performance is reviewed. 8. Select the review form template to be used for generating the review forms. 9. Select the workflow for the performance review round. 10.You can select the review participants on various levels – select companies, countries, locations, organizational units, or/and working groups that are eligible for review. 11.Select the job roles the performance review will be applicable for. 12.Select the Include Inactive Employees check box to generate the performance review forms for the inactive employees. 13.If bonus is to be calculated based on the performance review results, select the Calculate Bonus check box. 14.If you have the Objectives section included into the review form template, use the Include Organization Goals check box to define whether the company and department goals are to be included into the review form or only personal employee objectives. 15.To generate the review forms and assign them to the review participants right after saving the review round, select the Generate Forms check box. If you create a round for future use, you can return to this form and generate the forms at a later stage. 16.Select the Include Job Competencies Only check box to include for the assessment only the competencies that are mandatory for the job roles. 17.Select the name of the person who has initiated the performance review. After the round has been started and review forms generated, the employees, managers and other review participants will be able to work on their forms from their role based menus.



8.2



Open the Form



To access the employee form, click LHR Performance > Performance Reviews. To see the individual reviews behind the review round, in the Performance Review Rounds page, click Reviews. For each review, you can see the current stage, responsible person, status, review results and calculated bonus, if any.
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Use the Move Selected Reviews To Step and Assign To Person buttons to change the current performance review step and the responsible person. The employees can access their forms by clicking My Performance > My Performance Reviews.



The employee can see the following reviews: Require My Action tab - reviews requiring action My Reviews tab - all his or her reviews, both previously completed and currently active My Team Reviews tab - if the employee occupies the managing position, he or she will be able to view the team reviews The managers can access the review forms of their employees by clicking Manager Self Service > My Team Performance Reviews. The reviews will be displayed in the same three tabs.



8.3



Fill in the Form



To start working on the review form, select a form available to you in the Employee menu or Manager menu and click View. The schedule on the right will display the deadline for filling in the form.
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Fill in the sections that are editable for you. Whether the section is editable depends on your role and the section settings (the Filled By section property). All the information you enter into the form will be synchronized with your current data (objectives, competencies and so on). The following topics explain how to fill in a section of each type.



8.3.1



Objectives Section



The Objectives section contains all the employee objectives for the review period, along with their results. This means that if the employee was keeping the objectives information up-to-date, the section is already filled in. Otherwise, edit the goals by clicking their titles and changing the goal results and status. You can add additional goals to the form by clicking Assign Objective.



Note that if the company and organizational unit goals were included into the review form, they will display in the Objectives section, but won’t be editable. Based on the objective results (% Complete), the system will calculate the payout to be used for bonus calculation.
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8.3.2



KPIs



The current KPI results will be copied to the KPI section. View the KPI history by clicking History. Change the values as necessary by clicking each KPI title and then Edit Item.



8.3.3



Competencies



The current employee assessment will be copied to the employee review form. To change the competency assessments, click Assess and evaluate each competency.



8.3.4



Job Responsibilities



Evaluate each job responsibility by clicking specifying the level and providing notes (click the responsibility titles and then Edit Item).



8.3.5



Development Needs



The manager and employee identify a list of development objectives, that is, what needs to be developed and in which way, to improve the employee performance and competencies. Add the development needs by clicking Add Development Need.
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8.3.6



Career Goals



The goals currently assigned to the employee will display in this section. Click Add Career Goal to add goals as necessary.



8.3.7



Custom Fields



Click Fill Section to fill in a section with the custom fields. Based on the field types, you can provide the free text, enter date, select the check box or select among the available choices.
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8.3.8



Summary Score



The summary score section will list the names of sections with the Included in Summary Score check box selected. You will be able to select scores for each of these sections.



Based on your scores and each section weight, the system will calculate the general score and put it into the Manual Score field on the top of the review form. You can change this value manually, if you wish in the Select Summary Rating field.



8.4



Mark the Form as Completed



When you finish working with the form, click Submit on the top of the review form. The status of the stage you are responsible for will change to Completed and the form will be submitted to the following person in the workflow.



When all the stages are completed, the review status will change to Completed.
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8.5



Monitor the Performance Review



The Local HR person can track the performance review results for each review round. Click LHR Performance > Performance Reviews. For each round, you can see the number of active reviews and completed reviews. Click Details to view the detailed statistics.
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9 Manage 360 Feedback Rounds The 360 assessments is employee evaluation by different groups of his or her colleagues - the managers, peers and subordinates. Their evaluation is compared to the employee self-assessment and gives a good idea of the gaps in the employee competencies.



9.1



Launch the 360 Review Round



To start the 360 assessment and generate the review forms, do the following: 1. In the LHR Performance, click Assessments 360.



2. Click Start Review Round.
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3. Provide the review round title. 4. In the Due Date field, specify when the reviews are to be finalized. 5. Next, select the review template based on which the review forms will be generated. 6. Select which divisions, countries, locations and/or organizational units will participate in the performance review. 7. Use the Number of Managers, Number of Peers and Number of Subordinates fields to define how many people will participate in the employee evaluation. 8. Clear the Auto Select Assessors check box in case you want to manually select the assessors. 9. Select the Include Job Competencies Only check box to include for the assessment only the competencies that are mandatory for the job roles. 10.Save the round.



9.2



Generate Review Forms



The reviews will not be generated right after saving the round. You are to verify them first. In the 360 Feedback Rounds page, click Assessments next to the round that you created.



The system will identify the requested number of managers, peers and subordinates for each employee to be assessed. You can edit each list before generating the reviews, however. Click Edit.
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Adjust the list of managers, peers and subordinates for whom the reviews will be generated and click Save. You can also send the request to employees to select the assessors by clicking the appropriate button. In this case the employees will receive a notification with the proposal to select assessors for the 360 feedback round. This can be done from the Employee menu, My Performance > My 360 Feedbacks. Next, click Approve and Generate Reviews. The review forms will be generated for each of the listed employees.
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To work on the form go to the My Performance > My 360 Feedbacks while in the Employee mode.



Click Assess to start working with the form, and when done, click Submit in the form. After the assessment participants complete the forms, you will be able to see the result by clicking 360 Feedbacks > Details.
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10 Work with Employee Learning 10.1 View Learner Report The Learner Report shows the learning information for each employee, including: Development activities information - completed, active, overdue, passed and failed. Click any development activity related figure to open the employee development plan with the details. Current average score Certificate information (the number of currently held certificates, required and missing certificates). Click any certificate related figure to open the employee grade book with the certificate details The number of development needs. Click the number to open the list of an employee’s development needs The number of active employee’s training requests. Click the figure to see training request details The report is available under LHR Learning > Learner Report.



10.2 View Development Activities Report Use the Development Activities Report to view all the employee development activities (assigned, but not started, in process and completed) for the selected period. To open the report, go to LHR Learning > Learning Reports > Development Activities Report, select the period using the Start Date and End Date fields and click View.
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10.3 View Required Training Report You can track the statuses of the required trainings on the individual employee level and on the company, country, location, or organizational unit level in the Required Training Report. It is available under LHR Learning > Learning Reports > Required Training Report. The required trainings listed in this report can have the following statuses: Missing – the training material is not assigned to the employee. Not Started – the training material has been added to the employee development activities, but work on the training is not started yet. In Process – the work on the training material is in process. Completed – the employee has completed the development activity for the required training. This status means that the employee is compliant with the training requirement. This Required Training Report is available in two dimensions. Use the filter to view the required training information for specific division, country, location or department. You can display the information grouped by the Employees or by the Learning Materials (use the Group By field). In the first case, you will see the required trainings, along with their type and status, for each employee. In the second case, the report will show a list of learning materials and for each learning material, all the employees for whom this material is required. 1. By Employees
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2. By Learning Materials



You can also export the data to the preferable format (Word, Excel, pdf) by clicking Export:



10.4 Approve the Training Requests The employees can enroll for trainings by sending the training requests. After an employee sends a request, it is forwarded to the manager for approval.
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The Local HR can view all the training requests under LHR Learning > Training Requests.



The page can be filtered by organizational units, as well as request status. The Local HRs are authorized to approve the requests on behalf of the managers. There is also a field for adding the HR comments. Based on information about the requests, a decision can be taken on scheduling the course.
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