System maintenance

Collective or labour contract

These contracts are needed to assign them to the employees and are described in the section Employment.

Kollektiv- oder Tarifvertrag

T
name *

0 Elemente
Kurzname Name Beschreibung Giiltig von Giiltig bis

Frithere Zuordnungen (0 Elemente)
Kurzname Name Beschreibung Giiltig von Gilltig bis

Thelist of al entered labor contractsis displayed here and new ones can be created by clicking on "New".
Currently available fields:

e Short name (required)
* Name (required)
e Period of termination Count (mandatory field)
» Period of notice Unit (mandatory field)
e Description
» Forwarding method (required)
»  Weekly hours (required)
*  Checkbox "Public"
Tabs:

» Usage/remuneration groups

» Areas of Use/Payment Groups
» Charge/advancement levels

* minimum salaries

Contract type

Vertragstyp

(D s

Thelist of al positions created is displayed here and new positions can be created by clicking on "New".
Currently available fields:
* Name (required)

System maintenance
ID: 7612-dsy | Version: 3 | Datum: 11.12.18 16:00:15



» Description
*  Weekly hours (required)

Career Level

Karriere Stufe:

© Abbrechen
Mandant
Kurzname *
Name *
Beschreibung

Zugeordnete Planstellen

© Neu

0 Elemente

Planstelle Giiltig von

Fruhere Zuordnungen (0 Elemente)

Planstelle Giiltig von

Giittig bis

Giiltig bis

Thelist of al created career levelsis displayed here and new career levels can be created by clicking on

"New".
Currently available fields:

» client
*  Short name (required)
* Name (required)
» Description
Tabs:

» Assigned positions

Education

The abjects described here (educational institution, type of educational institution and seminar group) are
required in order to correctly enter and save employee training courses and seminars.

Educational institution

Bildungsstatte:

Bildungsstatten-Typ

© Neu

0 Elemente
Bildungs statten-Typ

Currently availablefields:

*  Short name (required)
* Name (required)

Korrespondenz-Adresse

StraBe

ostieitzahi

Website
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e Addressline?2
e Addressline3

e City
» Correspondence address
* dtate
e dtreet
e postcode
e web page
Tabs:

* Typeof educational institution

Type of educational institution

Bildungsstatten-Typ:

0 Elemente
Name Beschreibung

Currently available fields:

* Name (required)

» Description

* higher level Type of educationa institution
Tabs:

* lower level Type of educationa institution
» Educational institution

Seminar group

Seminargruppe:

3 -

Currently availablefields:

e client
»  Short name (required)
* name

» Description
e Highlevel seminar group
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Companies

Company

Kurzname *

Homepage

0 Elemente
Firmenkategorie

Currently availablefields:

«  Short name (required)
* Name (required)

* homepage

* branch

e Size
Tabs:

» Categories

Company category

Firmenkategorie:

Beschreibung

Ubergeordnete Kategorie | X .

Firmen | Untergeordnete Kategorien

@ Neu

0 Elemente
Firma

Currently available fields:
* Name (required)
e Description
» Higher category
Tabs:
e companies
* Lower Categories

Certificates

Certificates and certificate groups are needed to be able to enter employee certificates in the tab provided for
this purpose.

System maintenance 4
ID: 7612-dsy | Version: 3 | Datum: 11.12.18 16:00:15



Certificate groups

Zertifikatsgruppe:

Mandant
Kurzname *
Name *
Beschreibung

Unbergeordnete Zertifikatsoruppe

Zertifikate

© Neu

0 Elemente
Mandant Kurzname Name Beschreibung

Currently available fields:
e client
e Short name (required)
* Name (required)
e Description

* A maximum of one certificate in this group can be assigned to a person at any onetime.

» Higher-leve certificate group
Tabs:

e Certificates

Certificates

Zertifikat

Mandant
Kurzname *
Name
Zentfikatsgruppe
Beschreibung

sdaver” |0

Einheit der Giltigkeitsdaver | Janr

Personen

@ Neu

0 Elemente
Zertifikatsgruppe Person Ausgestellt

Frahere Zuordnungen (0 Elemente)
Zertifikatsgruppe Person Ausgestellt

Currently available fields:

e client
»  Short name (required)
* name
» Certificate group (mandatory field)
» Description
» Validity period (mandatory field)
e Unit of validity
Tabs:

Aussteller

Aussteller

Gilltigkeitsdauer

Zertifikatsname

Zertifikatsname

Einnheit der Giiltigkeitsdauer

Giittig von

Giiltig von

Giittig bis

Giiltig bis
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e Persons

Qualifications

Qualifications

Qualifikation:
Mandant

Kurzname *
Name

Aktiv

Stellenfamilien | Stellen ~Personen | Planstellen

© Neu

0 Elemente
Stellenfamilie Qualifikations-Niveau

Frahere Zuordnungen (0 Elemente)
Stellenfamilie Qualifikations-Niveau

Currently available fields:

* client

» Short name (required)

* name

e active

» Description

« Vdidity period (mandatory field)

e Unit of vaidity

» qualifying group
Tabs:

* jobfamilies

e positions

* persons

* permanent posts

Qualification groups
Qualifikationsgruppe

Kurzname *
Name *
Beschreibung
Quafikationstyp
Mandant

Ubergeordngte Qualifikationsgruppe

Qualifikationen | Niveaus

© Neu

0 Elemente
Mandant Kurzname Name Aktiv Beschreibung

Currently available fields:

Gl

Einheit der Giiltigkeitsdaver  Jahr

Beschreibung

igkeitsdauer* |5

Qualifikationsgruppe *

Wichtigkeit

Wichtigkeit

Gililtigkeitsdauer

Giiltig von

Gilltig von

Einheit der Giiltigkeitsdauer

Giiltig bis

Giiltig bis
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e client

e Short name (required)

* Name (required)

e Description of the

» qudification type

e Higher-level qudification group
Tabs:

e qualifications

* levels

Competences

Competence

Kompetenz

(Q suwecen | 2 speictr -

Name

Stellen Kompetenzen | Job Familien Ki Personen K; Positions K

[ on |

0 Elemente
stelle Giittig von

Fruhere Zuordnungen (0 Elemente)
stelle Giittig von

Currently available fields:

e client
»  Short name (required)
e Name (required)
» Description
e Competence Group (Mandatory field)
* website
Tabs:

e Jobs Competences

* Job Family Competences
»  People Competences

» Position competencies

Gilltig bis

Giiitig bis
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Competence Group

Kompetenz Gruppe:

gramm
E Kurzname *

Name
Beschreibung
Mandant

Ubergeordnete Gruppe

Kompetenzen

© Neu

0 Elemente
Mandant Kurzname Name

Currently available fields:

e Short name (required)

* name

» Description

* client

» Higher-level group
Tabs:

e Competence

Assignments

Assignment

Aufgabe
Ot
Mandant
Kurzname *
Name *

Beschreibung
Aufgabengebiet*
Giltigvon  06.03.2017

Gultig bis  01.01.3000

Detail Aufgaben | Stellenfamilien | Stellen | Planstellen | Beobachtbare Kriterien

[+

0 Elemente
Beschreibung Index

Fruhere Zuordnungen (0 Elemente)
Beschreibung Index

Currently available fields:

e client

»  Short name (required)

* Name (required)

e Description

» Areaof responsibility (mandatory field)
« Validfrom

Giiltig von

Gilltig von

Beschreibung

Giiltig bis

Gilltig bis

Website
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e Vaid until
Tabs:

e Detail Tasks

* jobfamilies

e positions

e permanent posts

e Observable criteria

Responsibilities

Aufgabengebiet:

Mandant
Name *
Beschreibung

Ubergeordnete Aufgabengebiet

Untergeordnete Aufgaben

© Neu

0 Elemente
Mandant Kurzname Name

Frahere Zuordnungen (0 Elemente)
Mandant Kurzname Name

Currently available fields:

* client

* Name (required)

» Description

» Higher-level areaof responsibility
Tabs:

* Lower-level tasks

Beschreibung

Beschreibung

Gilltig von

Gilltig von

Giiltig bis

Gilltig bis
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