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Download the Import format

a) Goto m in the top menu
b) Select the option - in the submenu on the left side panel

c¢) Clickonthe 'MPPMEEjink placed above the grid on the top right corner

d) For further guidance, click on the HED Jink

Refer to Figure 1

Dashboard  Self Service  Service Request m Appraisals  Talent Acquisition  Background Check  Organization Analytics Site Config Modules Time Logs

Home > HR > Employees % Pin to shortcuts

User Management

Import Employees Import format  Help
Holiday Management C —d
Leave Management EMPLOYEES o Add C
DDA AL Action First Name Last Name Email Employee ID Business Unit Department
SHORTCUTS
You have not configured your shorteut o swapna k swapna@g.com EMPP0012 Brooklyn T
icons. C here to configure o sai Kiran sai@g.com EMPP0011 Brooklyn IT
°oE tseter tester tester12345@mailinator.com  EMPP0010 Brooklyn T
o Ron Born ron@mailinator.com EMPP0004 Asia Global Software
oL Bill Gates bill@mailinator.com EMPP0005 Asia Global Software

Figure 1

When you click on the link ‘Import format’, it will automatically download an excel sheet which contains the
format to add employees.

Refer Figure 2 for the import format

& - S v
1| Prefix FirstName LastName Role Type Email Business Unit Department Reporting manager employee Il Job Title Position Employment Status Date of joining Date of leaving Experience Extension Work telephone number Fax Salary CurrencyPay Frequency Salary
" = Vi o o e s £ e on i
;
n
i

Figure 2
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Select the Import format details

a. Prefix

l. Goto in the top menu

1. Select the option in the submenu on the left side panel
. Select the option in the child menu.
IV.  Add the required prefix by clicking on the & “““  putton

V. Usethe "M% {0 enter in the import excel sheet
Refer Figure 3

Dashboard ~ Self Service  Service Request HR  Appraisals  Talent Acquisition  Background Check  Organization  Analytics Site Config Modules  Time Logs

i3 RS Home » Site Config > General > Prefixes B* Pin to shortcuts
General
PREFIXES G o
Ethnic Codes \Y n
Identity Codes Action Vv Description
Gender eln Mr
Time Zones OoFG Ms
Marital Status VAT Mrs
cpr Records per page -
Race Codes perpage 20
Figure 3

Note: You can only enter Prefixes that are existing in the application.

b. Enter the First and Last Name of the employee
e These fields are mandatory and accept only alphabetic characters

Refer Figure 4

A B c D E

Prefix |FirstName |Last Name_RuIe Type Email

Figure 4
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c. Role Type

I. Click on m in the top menu

Il. Select the option in the submenu on the left side panel
I1l. Select the option in the child menu

IV. Add the required roles and provide privileges to them by clicking on 499 button

V. Usethe "2 "P% toenterinthe import excel sheet

Refer Figure 5

Dashboard  Self Service  Service Request m Appraisals  Talent Acquisition  Background Check  Organization  Analytics  Site Config Modules Time Logs

Employees

Home » HR 3 User Management » Roles & Privileges % Pin to shortcuts

ROLES & PRIVILEGES |V cp

User Management

Manage External Users Action Role Name v Role Description Group
Holiday Management Lo MEAT) System Admin sysadmin sysadmin System Admin
Leave Management oD ExtUser ==y External Users
Employee Configuration ozu Team Lead lead Employees

OoFED Agency user agency External Users
Figure 5

Note: You can only enter Role Types that are existing in the application

d. Enter the email of the employee
e Email address should unique and of a valid format

e Email field is mandatory

Refer figure 6

ne Role Email_Business Unit

Figure 6

© Sentrifugo 2015 - All Rights Reserved Page 5 of 13




£:0 Sentrifugo

Y open source HRMS

e. Business Unit

I Click on in the top menu
1. Select the option in the submenu on the left side panel
. Click on the A9 putton to add a business unit

V. Usethe ““° to enterin the import excel

Refer Figure 7

Dashboard  Self Service  Service Request HR  Appraisals  Talent Acquisition  Background Check Analytics  Site Config Modules Time Logs

Organization Info Heme » Organization » Business Units B2 Pin to shortcuts

¥ d
T BUSINESS UNITS n co
Organization Structure Action Name |V started On Street Address City State Country Time zone
0Organization Hierarchy L o 3 CANTT] Asia Global ASG 2014-11-03 Jublihills Hyderabad Andhra Pradesh India Asia/Tokyo [I5T]
Announcements o@D Brooklyn BKN Brooklyn Street Tampa Florida United States America/Argentina/lujuy [ART]
Policy Documents

: c L Records per page 20 v

Figure 7

Note: You can only enter Business Units that are existing in the application.

f. Departments
l. Click on in the top menu
Il.  Select the option in the submenu on the left side panel
. Click on the 299 putton to add the department

IV. Usethe “°® toenterinthe import excel sheet

Note: Please ensure that the Department should fall under the Business Unit entered in the import excel
sheet.

Refer Figure 8

Dashboard ~ Self Service  Service Request HR  Appraisals  Talent Acquisition  Background Check Analytics  Site Config Modules Time Logs

Organization Info Home ) Organization » Departments B Pin to shortcuts
Business Units
DEPARTMENTS n c o
O e e Action Name IV | startedon Department Head Time Zone Business Unit
Organization Hierarchy ozT Software SW Micheal John Asia/Tokyo [IST] Asia Global
Announcements ezd 0 T America/Argentina/Iujuy [ART] Brooklyn
Policy Documents
i G L Records perpage 20 -
Figure 8

Note: You can only enter Departments that are existing in the application

g. Enter the Reporting Manager’s Employee ID
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h. Job Title

I Goto m in the top menu
. Select the option in the submenu on the left side panel
Ill.  Select the option b2 in the child menu

V. Click on the 499 button to add the desired job title
V.  Usethe 92 T2 C09% 4 enter in the import excel sheet

Analytics  Site Config Modules Time Logs

Employees Home » HR > Employee Configuration 3 lob Titles % Pin to shortcuts

User Management

0B TITLES \Y cPe
Holiday Management
Action lob Title Code |\  Job Title Job Description Min Experience Required Job Pay Grade Code Job Pay Frequency Comments
Leave Management
ozm PHP Developer PHP Q 4 Monthly
Employee Configuration
oFn Software Tester SWT 0 4 Manthly
Employee Tabs
7 i i il n
Employment Status Lo ML) ORGHD Organization Head 0 A Monthly
Pay Frequency oRLm Software Engineer  SE [} A Monthly
y Frequency
Remuneration Basis
3 cpo Records perpage 20 ~
Positions
Figure 9

Note: You can only enter Job Titles that are existing in the application

i. Position

. Goto m in the top menu
Il.  Select the option in the submenu on the left side panel
. Select the option in the child menu

IV.  Click onthe 299 button to add the desired position
V.  Usethe FoSIE90 1o fill in the import excel

Note: Please ensure that the Position should fall under the Job Titles entered in import excel

Refer Figure 10
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Dashboard  Self Service  Service Request m Appraisals  Talent Acquisition  Background Check  Organization  Analytics  Site Config Modules Time Logs

Employees Home > HR » Employee Configuration > Pesitions [ Pin to shoricuts

User Management

POSITIONS \Y [ee
Holiday Management
Action m \") Job Title Description
Leave Management -
eoza Developer PHP
Employee Configuration
Lo MEAT) Tester SWT
Employee Tabs
o o
Employment S oza Qrg Head Organization Head
Pay Frequency eLd Senior SE
R¢ eration Basi!
emuneration Basis co e -

Job Titles

Competency Levels

Figure 10
Note: You can only enter Positions that are existing in the application

j- Employment Status

l. Goto m in the top menu
Il.  Select the option in the submenu on the left side panel
lll.  Select the option in the child menu

V. Click on the 499 button to add the desired status
V. Usethe "7°"TC9% g enter in the import excel sheet

Refer Figure 11

Dashboard Self Service  Service Request m Appraisals  Talent Acquisition  Background Check  Organization Analytics Site Config Modules Time Logs

Employees Home » HR » Employee Configuration > Employment Status B Pin to shortcuts

EMPLOYMENT STATUS v c P
Action Work Code v Description

User Management
Holiday Management

Leave Management

L o N EAN Permanent PER
Employee Configuration
Employee Tabs cp Records perpage 20 =~
Pay Frequency
Remuneration Basis
Figure 11

Note: You can only enter Work Short Codes that are existing in the application

k. Enter the employee Date of Joining in “Day, month and four digit year with dashes” format

e This is a mandatory field

Refer Figure 12
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K L W]
ient Status |Date ufjuining__Date of leaving
20-12-2014
20-12-2014
Figure 12

I. Enter the employee Date of Leaving
e Date of Leaving column can be left empty unless the employee Employment status is
Left/Suspended/Resigned

e Date of Leaving must be greater than the Date of Joining

Refer Figure 13

K L M

»f joining |Date ofleavingl_Experienc

Figure 13
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m. Enter the employee’s experience

e This field is not mandatory

Refer Figure 14

L M M

te of leaving | Experience _Extension

Figure 14
n. Enter the employee Extension
e This field is not mandatory
Refer Figure 15
M N

kperience |Extension _\Work tele

Figure 15
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o. Enter the employee Work Telephone Number

e This field is not mandatory

Refer Figure 16

Extension |Work telephone number _Fax

Figure 16
p. Enter the employee Fax
I This field is not mandatory

Refer Figure 17

i1one number Fax\

Figure 17
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g. Salary Currency

Site Config [
I Goto in the top menu

1. Select the option in the submenu on the left side panel
Il Select the option in the child menu

V. Click on the 299 putton to add the desired currency

V.  Usethe “UENEY COU2 44 anter in the import excel sheet

Refer Figure 18

Dashboard  Self Service  Service Request HR  Appraisals  Talent Acquisition  Background Check  Organization  Analytics Site Config Modules Time Logs

Site Preferences Home » Site Config » Currency > Currencies % Pin to shortcuts
General

CURRENCIES v c P
Location

Action Currency v Description
Currency

©o=xa US Dollar usb

N
Currency Conversions oLw AE R EE (&L

LT Pound Sterling GBP
SHORTCUTS Lo AT Indian Rupee INR
You have not configured your shortcut

icons. Click here to configure C L Records perpage 20 -
Figure 18

Note: You can only enter Currencies that are existing in the application

r. Pay Frequency

l. Goto m in the top menu
1. Select the option in the submenu on the left side panel

lll.  Clickon

IV.  Click on Add button to add the desired status
V. Use the Short Code to enter in the import excel

Dashboard  Self Service  Service Request m Appraisals  Talent Acquisition  Background Check  Organization Analytics  Site Config Modules Time Logs

Employees Home > HR > Employee Configuration > Pay Frequency * Pin to shortcuts
Usi nagement
PAY FREQUENCY c Lo
Holiday Management 2 IV-
Action Pay Frequency v Description
Leave Management
oD Monithly MON
Employee Configuration
Employee Tabs (oo Records perpage 20 =
Employment Status
Remuneration Basis
Figure 19
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Note: You can only enter Pay Frequencies that are existing in the application

s. Enter the employee Salary
I This field is not mandatory

Refer Figure 20

S T u

Pay Frequency | Salary

Figure 20
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