[image: ]
Employment User guide for Head Office
When you log in – under the employment module you will have various sub modules:
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Status:
This gives you a snapshot view of employment across the business:
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For example probation reviews due:

[image: A screenshot of a computer

Description automatically generated]
Staff Records:
This enables you to store HR information about employees -  record documents such as copies of passport, the actions area will allow you to upload appraisals, you can also check employees training.
The personal and Employment tabs can be amended by HO once the outlet creates the initial employee record
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Authorise:
This is where you will approve staff records that have been created within the outlet:
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And approve any holiday requests:
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Headlines:
You can add employment headlines some examples below and these will show on the Today page so users will see when they log in:
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Today page:
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Training:
Training Programmes and Training modules can also be added
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Reports:
From HO you can run various reports, timesheets for all outlets or one outlet, staff absence, training overdue, staff sickness pay rates, these are just a few.
If you wish to report on other HR data that is input in the system and you can’t find a report, please let IndiCater support know.
Staff rota timesheets can also be run using the new Employment report which is an excel document, this is found by going into Company>reports>new reports>Employment report
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Staff Records Approval
My Test

The following changes were made to the Employment section of this staff record on 26 July 2019 by clair@indicater.com. Please Approve or
Reject/Reverse these changes as required.

Data Field Previously Changed To
LondonWeightingld Not entered Not entered
Statusld Current Employee Past Employee
UpdatedDate 31/01/2019 13:14:12 31/01/2019 13:14:11
CrbResult null na
RateAph null 0
RateBph null 0.00
RateCph null 000
RateDph null 000

Decision

O Authorise O Reject

Comments

PRINT | SUBMIT DECISION
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Holiday Request Authorisation

Staff Member Charles Mobbs

Holiday To Date 0.00/10.00

Start Date 28 February 2017 (06:00)
End Date 28 February 2017 (07:00)
Authorisation O Authorise O Reject
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HR Headlines

Date Headline
05/01/2016 1: New Starter Form
05/05/2016 1: Happy New Year

08/03/2022 1: New H&S training module to be completed by 10/03/22
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{£919/05/2023 | IMPORTANT ALLERGEN CHANGE

{£108/03/2022 | New H&S training module to be completed by 10/03/22
[5903/03/2020 | Company awards

907/01/2020 | New starter form updated

{£119/05/2016 | New Menu Go Live Pack

{£905/05/2016 | Happy New Year

£905/01/2016 | New Starter Form




image9.png
12 Training

g Modules

show 5o v entries

Module Name

Health and Safety
IndiCater stocktaking

Test Gill

Showing page 1 of 1

Training Programmes

show 50 v entries

Programme Name

Health and Safety Level 1
How to stocktake in IndiCater

Health and Safety Refresher

“ Report Name

Jonny

™

TestG

Location

RG100DZ

Henley

Reading

Date

05/01/2016 (12:00)

07/09/2016 (09.00)

27/02/2017 (10.00)

Search

Search

x

Previous - Next





image10.png
(@) INDICATER




