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2 ACRONYMS, ABBREVIATIONS AND TERMINOLOGY

Acronyms/ Explanation

Abbreviation

AMS Anglican Medical Services

MoHSS Ministry of Health and Social Services

CEUs Continuing Education Units

HRIS Human Resources Information Systems

iHRIS Suite The software developed by Capacity, a USAID funded

initiative, which consists of three (3) modules namely
Manage, Qualify and Plan.

iHRIS Manage Human Resource Information System developed to

manage health workers information.

Job An job refers to occupation on the organizational structure.

Position Each job will have at least one position. Position refers to
the number of people that can be appointed per job e.g. for
the job Medical Superintendent, the approved number of
position is 1, so there will be only 1 position for a Medical
Superintendent

Cadre Cadre refers to a classification for clinical health workers.

Job Classification Job classification refers to a classification for administrative
workers

Vacant This is status information for a position — when a position

has a status of open, it means it is vacant.

viii
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Filled

This is status information for a position — when a position

has a status of closed, it means it is filled.

Discontinued

This is status information for a position — when a position
has a status of discontinued, it means it is no longer part of
the approved Staff Establishment.

Staff Establishment

This is another name for the organization’s structure or

organization’s chart.

Department Department and section as per organizational structure
have been combined in the system e.g. The Department
Administrative Support Services with the subsection
Finance have been setup as Admin — Finance.

0SS Open Source Software

PHP PHP: Hypertext Preprocessor

HR Human Resource

CEUs Continuing Education Units
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3 OVERVIEW

IHRIS
job app

Manage consists of several key modules designed to store and report position, employee and

licant information:

User Management: Create and manage password-protected user accounts to control access
to the system. Accounts are role-based so that non-authorized user actions and data sets are

hidden from the user. Only users with Administrator rights have access to this function.

System Configuration: Turn on and off modules and set options for each module to customize

the system and its features. Only users with Administrator rights have access to this function.

Database Management: Design a standard data structure by creating lists of items to be
tracked in the database such as geographical locations, offices and facilities. Only users with
Administrator rights have access to this function.

Position Management: Create positions with standardized descriptions, codes and
gualifications within the organizational structure and manage the hiring, transfer and promotion

process.

Employee Management: Match an employee to a position, record important information about
an employee and maintain a record of the employee's complete work history with the

organization.

In-service Training Management: Track in-service trainings that employees have completed
and assess competencies and continuing education credits earned from training (turned off by
default).

Search: Search for employee and applicant records in the system.

Custom Reporting: Create reports to aggregate and analyze data in a variety of ways to

answer key management and policy questions as well as generate staff lists and directories.

User Guidance Page 1
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4 SYSTEM SUMMARY

4.1 Configuration

e Architecture: The system has client-server architecture and is web-based. Although the
system will only be accessible to AMS users initially, the architecture allows that it can be
accessible via the internet providing certain security measures have been put in place.

e OS, DB, and Programming Language: The system is developed to run on Open Source
Software (OSS) which keeps the licensing costs to a minimum. iHRIS Manage is installed on
Ubuntu, an OSS that is totally free and developed in South Africa. The database is MySQL and
the programming language used to develop the software is PHP, both also OSS.

o User Interface: The system has a graphical user interface which makes it intuitive to use for

users that are already familiar with computers.

4.2 Accessing iHRIS Manage
IHRIS Manage is a database management system which can be accessed from a computer or from a

shared network.

4.3 Accessing the System on a Computer:

To access this system on your computer, it must have been installed with an iHRIS Manage icon on
your desktop. Double click on the iHRIS Manage icon and wait for the system to start then login.
Another way of accessing the system is to right click on the iHRIS Manage icon, select open and wait

for the system to start before login.

4.4 Accessing the System from a Shared Network
When accessing iHRIS Manage on the network, you need the address of the computer where iHRIS

Manage is installed. This could be on the internet or local area network (LAN).

For the districts, the system is accessed on LAN by typing (IP address/AMS) in the web browser (e.g.
Mozilla Firefox, internet explorer).

4.5 System Security

4.5.1 Physical Security

The server will be located at AMS.

User Guidance Page 2
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Users are responsible for the physical security of their own computers, and have to ensure that when
they leave their workstations unattended, they need to either log out of iIHRIS Manage or lock their

workstations so that no-one can access the system using their log-on information.

4.5.2 Logical Security
IHRIS Manage provide for 4 levels of user access as described below.

e Administrator: has full access to the system and can create new users and change users’

passwords.

o Executive Manager: Generates reports in order to analyse data; can search for and view any
record, but cannot enter data into the system. Cannot create new users or change users’

passwords.

¢ HR Manager: Manages system data, including correcting data and managing data selection
lists; can search for, view, enter data and correct any record and generate any report. Cannot

create new users or change users’ passwords.

¢ HR Staff: Enters and updates records and positions; can generate any report. Cannot create

new users or change users’ passwords.

e Training Manager: sets up the in-service training management program, schedules employees
for trainings and evaluates employees’ performance in trainings. Cannot create new users or

change users’ passwords.

4.6 Change Management Procedures

To protect the integrity of one’s data and to maintain buy-in from all stakeholders, it is important to
follow a change management process to ensure that the impact of proposed changes are documented
and the effect on data, processes and reports are fully understood and approved by all stakeholders.
Great effort was put to ensure standardization between the HR terminology for MOHSS and AMS, so

both stakeholders should approve all changes to the system.

User Guidance Page 3
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The following st houl incorporated in th

a) Develop a Request for Change (RFC)

b) Initiate the development project — if the change request will have an impact on the software, this
process must include functional testing by the developers.

c) User Testing — this process is a collaborative process between the developer(s) and the users
with the users required to signoff of changes. Existing functionality should also be reviewed to

ensure they were not affected by the change. Implement the change — maintain version control

4.7 Backup and Disaster Recovery Plan

A backup and disaster recovery plan will be drafted for the system by the time the system is live to
ensure that AMS is able to recover the data from backups in the event of a disaster. Backups should
be regular and stored off site with at least quarterly tests to ensure we are able to retrieve data from
backup mediums.

4.8 User Support Procedures

In order to ensure users get the support they require to continue using the system, User Support
procedures will be drafted and communicated to all users. Such procedures should allow for all user
support requests to be logged and tracked ensuring all user requests is satisfactorily concluded.

4.9 Data Completeness and Accuracy

In order to go-live with the system, we have started with employee files of AMS. These might not have
all the information of the staff members. AMS have to ensure that employee files are up to date or
verify the data through requesting staff members to complete data capturing sheets and/or hand in
certified copies of e.g. qualifications and other information that are currently not on the employee file.
The completed data capturing sheets can then be used to complete the staff member’s information in

the system.

Secondly, in order to place reliance on the information we retrieve from the system, we have to ensure
that the data is accurate. This process usually entails comparing the information of a staff member in

the system to the information that is in the staff member’s file and the payroll.

User Guidance Page 4



S‘ZA‘ IH RIS ForXr?Sgeelrir%EZIEIijical |ﬂTrO HeOlfh gj*:«

5 GETTING STARTED

5.1 Logging On & Navigation
Enter your username and password and click on Login or press <Enter> remember both your

username and password is case-sensitive.

Anglican Medical Services - AMS

Human Resource Information System

Feedback iHR IS Website

Welcome

iHRIS Manage is a human resources management tool that enables an organization to design { .

and manage a comprehensive human resources strategy. While primarily intended for managing it y »

health care workers, IHRIS Manage may be readily adapted to other types of workiorces. IHRIS ol . . I —
Manage is a free, Open Source software solution developed by Capacity~/us, an innovative e d ® 2 : |

global initiative to help developing countries build and sustain the health workforce.

Please Log In
Enter your username and password.

User Guidance Page 5
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5.1.1 Toolbar

The IHRIS Manage toolbar is situated at the top of the screen which is available at all times from

anywhere in the system. It has the following menu-options:

e <Home>: This option will bring you back to the main screen from anywhere in the system.

e <Manual>: This option will help you to perform some specific tasks on the system.

e <Feedback>: This option will allow you to submit comments to the iHRIS Manage developer
team.

e < iHRIS Manage Website>: This option will open a new browser window with the Global iHRIS

Manage Strengthening home page.

User Guidance Page 6
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5.1.2 Menu-options

The following menu options are available in iHRIS Manage, and will be referred to in this manual as

first-level menu options.

%;( Anglican Medical Services - AMS Pl
\, ,/ i Human Resource Information System “\':
EG .,'u ‘ o ‘),"‘,‘.

Feedback iHRIS Website & Logout as Administrator

Manage Staff Members Search Records

Search Records ’
Q! Recent Changes

¥ Recent Ct

View forms that have been updated recently.

» Search P

¥ Search Positions Q Search People
ViewR eports Locate any person's record in the system teo review, print or update.
Configure System Q! Search Positions

Change Password Locate any position in the system to review, print or update.

<Manage Staff Members>This menu-option will take you to the screen where you can add a

new staff member

e <Search Records> this menu-option will allow you to search for a person or a position. This is
from where you will do enquiries as well

¢ <View Reports>This menu-option will take you to the reporting section

e <Configure System> This menu-option will take you to the section from where you can
customize drop-down menus also called creating and maintaining the master data. You will
need to have the appropriate privileges to see this menu option. Master data is the information
in the system that changes infrequently and is used in building up drop-down lists where users
can select a value instead of having to enter it.

e <Change Password> Passwords are case-sensitive in iIHRIS Manage. You should change

your default password to ensure that no-one uses your logon details to access the system

unauthorized.

If you've selected a Configure System on menu option, the options available under that Configure
System will be displayed on the left-hand side of the screen as illustrated in the figure below. Note: Not

all users will have access to this function.

User Guidance Page 7
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6. ADMINISTER DATABASE

To ensure that standard data types such as countries, regions, districts, marital status, reasons for

position changes, facility and department names, and the like are enforced across the system, those
standard data types must be created as lists. These lists are used to create selection menus that

provide options for selection when adding records, jobs and positions.

Click Configure System and then click Administer Database to create and update standard lists of

data for selection in system menus. Only the HR Manager and System Administrator can create data

types.

Administer database is composed of several sections i.e. Geographic Information, Organization Lists,

Employee Lists, Create Job Structure, Manage Positions,

5.2 Create Job Structure

Search Records

Administer Positions
View Reports

Create Job Structure

Configure System

(I B0 oYl 0
T

5.2.1 Cadres

A cadre is a broad category of health workers characterized by the specific training, certification or
other qualifications required to practice or be licensed in that field. Examples of cadres include Nurse,
Physician and Pharmacist. Each job can be linked to one cadre for reporting purposes. You may add
new cadres or edit any cadre that was previously added.

Under the "Create Job Structure" section, select Cadres.

The Cadre page opens, showing all cadres entered in the database. Either click on Add New Cadre or

select existing cadre and then click Update This Information to edit it.

User Guidance Page 9
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Administer Database: Cadre

Name*

Allied Health Professional

confirm

return ({do not save changes)

The Cadre form opens. Enter the Name of the cadre. Click Confirm and confirm that the name entered
is correct. If it is not correct, click Edit to change it. If it is, click Save to save it.

5.2.2 Job Classifications

This provides a way to groups jobs for reporting purposes e.g. possible job classifications could be
Management, Senior Management, Executive Management to allow for reports to be generated giving
the number of job per job classification. This classification could possibly be used for affirmative action
(previously disadvantage people).

Under the "Create Job Structure" section, select Job Classifications.

The Job Classification page opens, showing all job classifications entered in the database. Either click
on Add New Job Classification or select an existing job classification and then click Update This
Information to edit it.

Enter the Name of the job classification.
Enter a brief Description of the job classification (optional).

Enter a Code for the job classification (optional).

User Guidance Page 10
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Administer Database: Classification

Hame*

Man-Health Professianal

Description

Professionals, not health

Code
241

confirm

return (do not save changes)

Click Confirm and confirm that the name entered is correct. If it is not correct, click Edit to change it. If it
is, click Save to save it.

5.2.3 Salary Grades
This is where all the salary grades are defined, notches and minimum and maximum amounts per

notch are set up.
Under the "Create Job Structure" section, select Salary Grades

The Salary Grades page opens, showing all salary grades entered in the database. Either clicks Add

New Salary Grade or selects an existing salary grade and then click Update This Information to edit it.
Enter the Name, or identifier, of the salary grade.
Select occupation

Select a Currency for the starting salary and enter the amount of the Start salary (the lowest salary in
the band).
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Select a Currency for the ending salary and enter the amount of the End salary (the highest salary in
the band).

Administer Database: Salary Grade

Salary Grade

Hame* Start (Amount}*
Grade 5 S60000

Occ upation™ End*
Administrator |L| 00000

Hide
No =]

* - Required Field

Confirm

return (do not save changes)

Click Confirm and confirm that the name entered is correct. If it is not correct, click Edit to change it. If it

is, click Save to save it.

5.2.4 Salary Notches

Under the "Create Job Structure” section, select Salary Notch.

The Salary Notches page opens, showing all Salary Notches entered in the database. Either clicks Add
New Salary notch or selects an existing Salary Notches and then click Update This Information to edit

it. Enter the Name of the Salary notch. Select occupation and enter the amount of salary.

Administer Database: Salary Notch

Salary Notch

Hotch (N1, N2, ..)* Amount*

N2 106232

Salary Grade*

Grade 8 - Chief Clerk

raeledMalue

Hide

No []

*- Required Field
Confirm

return {do not save changes)
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Click Confirm and confirm that the name entered is correct. If it is not correct, click Edit to change it. If it

is, click Save to save it.

5.2.5 Job

A job is a general set of qualifications, duties and responsibilities as specified in a job description. Each
job may be linked to a cadre, job classification and salary grade.

There may be multiple instances of the same job within an organization. Each of these instances is
filled by one employee and is referred to as a position. Before a position can be created in the system,

its generic job must be added. NB: Only the HR Manager or System Administrator can add or edit

jobs

The Job form opens.

Enter a Title for the job.

Enter a Code for the job (optional).

Enter a Description for the job (optional).

Select the Salary Grade for the job (optional).

Select the Cadre for the job (optional). Only select a cadre for health professional jobs.
Select the Classification for the job (optional).
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Administer Database: job

job* Cadre (Health Professionals Only)

Chief Clerk Administration m
Code Classification

cc1 skilled [=]
Description

HR, Finance, Administrator

Hide:
No |;|

* - Required Field

Confirm

return {do not save changes)

Click Confirm and confirm that the name entered is correct. If it is not correct, click Edit to change it. If it

is, click Save to save it.

5.3 Manage Positions

» Reports

Manage Positions
» Report Views

-

» Browse Magic Data =
. Pr

» Manage Locales e S (DY T8¢
- =

» Backnrowmnd Procescses

5.3.1 Salary Sources

You define all possible salary sources here e.g. USAID, GRN, etc. Benefits can be linked to a salary
source as well, so one can ultimately retrieve information on which salaries and benefits are e.g. paid

by donors’.

The Salary Source form opens. Enter the Name of the salary source. Click Confirm and confirm that the

name entered is correct. If it is not correct, click Edit to change it. If it is, click Save to save it.
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Administer Database: Salary Source

Salary Source

Name*
GRN

Hide
No Fl

*- Reguired Field

Confirm

return (do not save changes)

5.3.2 Positions (by Facility)

Each job will have at least one position. Position refers to the number of people that can be appointed

per job e.g. for the job medical superintendent.

The Position form opens.

Select the Job for the new position.
Enter the Position Title (this may be the same as the job title).
Enter a Position Description as an addendum to the job description (optional).

If there are one or more salary sources to track for the position, select them in the Source box; to
select more than one salary source, hold down the CTRL key while clicking the name of each salary

source
Enter any comments or notes about the position in the Position Comments box (optional).
Enter the Position Code.

Either type or select the code and title of the position that will supervise this position under Supervisor

(optional).
Select the office or facility where the position is located in the Facility menu.

Select the Section and Department where the position is located (optional).
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Select the Position Type (optional).

«.4*

rd

ef Database Positon

Docupason® (A0 e Posstion Cooe

Administrator -

Fosmon Title* Superyisor

Administratae MF;: Medics Dfficer (5t Mary's Health| o

Voxtton Descrip@on Faciy”
St Mary's Mealth Centre - Odibo
TR
Secton
Adminsimbon

Proposed Salary » Getect Wiilge

53 -
Posdtion ype

Source Parmanent -

Usalo ‘,.."
Clawmd

Postan Commernts

Mide
" Raguhed fielg

Cunf wen

rutum (do mat save changes)

Click Confirm and confirm that the name entered is correct. If it is not correct, click Edit to change it. If it

is, click Save to save it.

5.3.3 Positions (by Status)

Select Positions (by Status) to add or edit a position based on its status as open, closed or

discontinued.

Administer Databasa Position

Helwot Statu s

Sl e Stalus 1o it the ol play &0 values of Position
Closad -

Add naw Position

Salect Pos ition to adit
12 oo dsatutuce Hosoltal, Murmen
At g Catuties Hospite

retum
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5.3.4 Terms of Appointment

MOHSS use 12 months term of appointment, but AMS is set to use 12 months and 6 months

appointment.

Administer Database: Terms of Appointment

Terms of Appointment

Name*

Permanent

Hide
No m

* - Reguired Field

Confirm

return (do not save changes)

The Term of Appointment form opens. Enter the Name of the position type. Click Confirm and confirm

that the name entered is correct. If it is not correct, click Edit to change it. If it is, click Save to save it.

5.4 Organization Lists

Administer Other Lists

Organization Lists

5.4.1 FEacility Type
The facility type classifies each office and facility in the organization for reporting and organizational

purposes. For MOHSS, these refer to the facilities as per Position List approved by the Organizational
Structure. For AMS, these refer to all the AMS facilities Examples of facility types include Office,
Hospital and Clinic. Specify at least one facility type.

e Click Configure System then click Administer Database.

Click on Facility Type.
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o The Facility Type. Page opens, showing all types entered in the database.

Administer Database: Facility Type

Add new Facility Type

Select Facility Type to edit m

Clinic

Referral hospital

Training center

return

Either Click Add New Facility Type or select an existing Facility Type and click Update This Information
to edit it.

Administer Database: Facility Type

Facility Type
Hame*

Hospital

confirm

return (do not save changes)

Figure 1: Update Facility Type

The Facility Type form opens. Enter the Name of the facility type. Click Confirm to confirm that the
name entered is correct.

5.4.2 Office/Facility

Facility is specific division within an organization that is defined by having its own budget and often has
a unique facility code. Often a facility is responsible for providing health care services.
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Click on Facility then Facility page opens. Click on View to view all Facilities entered in the database.

Administer Database: Office/Facility

Add new Office/Facility

Select Location:

Select or type the Location to limit the displayed values of Office/Facility. i
wiew
+ Select Value

return

Either Click Add New Facility or select an existing Facility and click Update This Information to edit it.

Administer Database: Office/Facility

Office/Facility

Hame* Location
+ Select Value
Facility Type* (Add new...
Select One [i]
Contact Information
Mailing Address Fax Number

Email Address

Telephone Humber
- Notesg (Primary Contact Perzon)

Alternate Telephone Number

confirm

return (do not save changes)
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Select a Facility Type for the office or facility.

Enter the Contact Information for the office or facility (optional).Under Location, either type the name
of the district where the office or facility is located, or click Select Value and select the Country, Region

and District where the office or facility is located.

Amilema clinic office Amilema, Oshikoto, Namibia

» Select Value
Facility Type™ (Add New...

Clinic EI Sector Classification [Add New...)
Faith Based E
Contact Information
Mailing Address Fax Number

Email Address

Telephone Number .
MNotes (Primary Contact Person)

Alternate Telephone Number

Hide
No E|

* - Required Field

Confirm

Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to change

it. If it is, click Save to save it.

5.4.3 Department and Section

A Department and section as per organizational structure have been provided in the system e.g. The

Department Administrative Support Services with the subsection cleaning services.

Click Configure System then click Administer Database.

Click on Department
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Administer Database: Department

Add new Department

Select Department to edit

Admin - Catering Services

Admin - Cleaning Services

Admin - Finance
Admin - HRM

Admin - Laundry Services

Admin - Logistics and Supplies

Admin - Management Information Systems

Admin - Mortuary Services

Admin - Nurses Home

Admin - Office Services

Admin - Patient Services

The Department page opens, showing all departments entered in the database. Either Click Add New

Department or select an existing Department and click Update This Information to edit it

User Guidance Page 21



User Manual

‘ I gical | IntraHealth 4%
‘W ] H RIS For Ané:]elrc;‘/?gelzle ica 5
Administer Database: Department

Department

Name*

Admin - Cleaning Services

Hide

No B

* - Required Field

Confirm

return (do not save changes)

Enter the Name of the department. Click Confirm and confirm that the name entered is correct. If it is

not correct, click Edit to change it. If it is, click Save to save it.

5.4.4 Reqistration Councils

A registration council is the professional association or licensing board that registers health
professionals, such as nurses or midwives. If you need to track these registrations or licenses for your

employees, enter the name of at least one registration council for selection.

Click Configure System then click Administer Database.

Click on Registration Council
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Administer Database: Council

«.4*

rd

Add new Council

Select Council to edit

Health professions councils of namibia

Medical board of Namibia

Medicao and Dental Coucils of Zimbambwe

National Council of Medical Doctor (DR Congo)

Nursing Council of Namibia

Pharmacist Councils of Nigeria

The Radiography board of Namibia

The pharmacy council of Namibia

medical council of Tanganyika

return

The Registration Council page opens, showing all Registration Councils entered in the database. Either
Click Add New Registration Council or select an existing Registration Council and click Update This
Information to edit it.
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Administer Database: Council

Council

Name*

Health professions councils of namibia

Hide

No B

- Required Field

Confirm

return (do not save changes)

Enter the Name of the Registration Council. Click Confirm and confirm that the name entered is correct.

If it is not correct, click Edit to change it. If it is, click Save to save it.

5.5 Employee Lists

Employee Lists

ucation Type

[=1

1|0 |0y |E | |

" & & & F F & & F & & & =

5.5.1 Education Type
These are setup to refer to the different types of qualification namely degree, diploma, certificate, etc.

Click Configure System then click Administer Database
Click on Education Type/Level
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Administer Database: Education Type

Education Type

N ame*

«.4*

rd

Diploma

Hide
Mo |v|
* -H eguired Field

Confirm

returmn (do not save changes)

The Education Type/Level page opens, showing all Education Types/Levels entered in the database.
Either Click Add Education Type/Level or select an Education Type/Level and click Update This
Information to edit it.

Administer Database: Education Type

Add new Education Type

Select Education Type to edit
Attendance

Certificate

Computer literacy

DIPLOMAA

Degree
Diploma

Doctorate

General Certificate of Education

Junior Secondary Certificate

Masters

Figure 2: view add new Education type

Add new education type Click confirm and click save
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Administer Database: Education Type

Education Type

Name™*

PHD

Hide
No [~]

* - Required Field
Confirm

return (do not save changes)

5.5.2 Qualification

These are setup to refer to the different qualifications and is linked to Education type so before you can
add a qualification, there must be an Education type to link the qualification to e.g. for education type =
Degree, you can add Bachelor of Science, Bachelor of Commerce, etc.

Click Configure System then click Administer Database
Click on Qualification

Administer Database: Qualification

Select Education Type:

Select the Education Type to limit the displayed values of Qualification. ;
view
Select One -

Add new Qualification

Select Qualification to edit

A Level

Accident And Emergency Nursing

Advance diploma in nursing science

BTech Human Resource Management

Bachelor degree in Accounting

Bachelor degree in Bussiness administration

Bachelor of Dental Surgery
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Figure 3: view and add new qualification

The qualification page opens, click view to show all qualifications entered in the database. Either Click

Add New Qualification or select a qualification and click Update This Information to edit it.

Administer Database: Qualification

Qualification

Qualification®

Health Information bystem

Education Type* (Add New...)

Masters IZ|
Hide
No E

* - Required Field
Confirm

return (do not save changes)

Click confirm and click save

5.5.3 Language
These are employee’s native languages.

Click Configure System then click Administer Database
Click on Language
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Afrikaans
English
French
German
Herer Q
Nama
Oshiwambo
Portuguese
Rukwangali

Russian

Add new Lanquage

Select Language to edit .

Figure 4: view and add new language

The Language page opens, showing all Languages entered in the database. Either Click Language or

select a Language and click Update This Information to edit it.
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Administer Database: Language

Name*

Afrikaans

Hide

No B

* - Required Field

Confirm

return (do not save changes)

Figure 5: Update Language

Click Confirm and confirm that the name entered is correct. If it is not correct, click Edit to change it. If it

is, click Save to save it.

5.5.4 Competency Type

A competency type is a broad category for organizing competencies, or skills in which employees have
been assessed as competent. Examples of competency types include Driving License, Computer
Skills, Competency types combined with competencies comprise your organization's competency
mode.

Click Configure System then click Administer Database

Click on Competency Type

The Competency Type page opens, showing all Competency Types entered in the database.
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Administer Database: Competency Type

Add new Competency Type

Select Competency Type to edit ' - - :

Counseling

Driving license

return

Figure 6: View and Add new competency type

Either Click Add Competency Type or select a Competency Type and click Update This Information
to edit it.

Competency Type

Name*

Administer Database: Competency Type

Counseling

Hide
No [=]

* -« Required Field

Confirm

return (do not save changes)

Figure 7: Update competency type

Enter the Name of the competency type. Click Confirm and confirm that the name entered is correct. If

it is not correct, click Edit to

5.5.5 Competency
A skill performed to a specific standard under specific conditions. When an employee has been
assessed as having a particular competency, that competency can be added to the employee's record.

Competencies may also be earned by completing training courses.
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Administer Database: Competency

Select Competency Type:

Select the Competency Type to limit the displayed values of Competancy

Select One v oW

Add new Competency

Select Competency to edit

Code B
HIV/Aids
Heavy duty

Lifeling/Child-line

return

Figure 8: View and Add new competency

Either Click Add Competency or select a Competency Update This Information to edit it.

Administer Database: Competency

Competency

Name*

HIV/Aids

Competency Type™ (Add New...)

Counseling B
Notes
Hide

No B

* - Required Field

Figure 9: Update competency

Enter a Name for the competency.
Select the Competency Type for the competency.
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Enter any Notes about the competency (optional).

Click Confirm and confirm that the name entered is correct. If it is not correct, click Edit to change it. If it
is, click Save to save it.

5.5.6 Competency Evaluation

To assess an employee in a particular competency, each evaluation option must be added for selection
when making the assessment. For example, you might enter "Competent,” "Not Competent” and "Not
Assessed" as options to select for the evaluation.

Administer Database: Competency Evaluation

Add new Competency Evaluation

Select Competency Evaluation to edit

Competent
Not Competent
Not Evaluated

return

Figure 10 : View and Add new competency evaluation

The Competency Evaluation page opens, showing all Competency Evaluations entered in the
database. Either click on Add Competency Evaluation or select a Competency Evaluation and click
Update This Information to edit it.
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Administer Database: Competency Evaluation

Competency Evaluation

Name*

Competent

confirm

return (do not save changes)

Figure 11: Update competency evaluation

Enter the Name of the competency evaluation. Click Confirm and confirm that the name entered is

correct. If it is not correct, click Edit to change it. If it is, click Save to save it.

5.5.7 Identification Type

Identification types are the means used to identify a person and is the employee code and the passport
number. Before you can add the passport humber and/or employee code of a staff member, the
identification type must be created.

Click Configure System then click Administer Database

Click on Identification Type

The Identification Type page opens, showing all Identification Types entered in the database.

Administer Database: |dentification Type

Add new ldentification Type

Select Identification Type to edit

Birth Certificate

Identity Number

Passport Mumber

Permanent residence number

Salary number

Work-permit number

return

Figure 12: View and Add new Identification type
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Either Click Add Identification Type or select an Identification Type and click Update This Information

to edit it.

Administer Database: |dentification Type

Identification Type

Name*

Paszport Mumber

confirm

return ({do not save changes)

Figure 13: Update Identification type

Enter the Name of the identification type. Click Confirm and confirm that the name entered is correct. If

it is not correct, click Edit to change it. If it is, click Save to save it.

5.5.8 Benefit Type
A type of payment made to an employee that is separate from the employee's salary; the payment may

be one-time or recurring.
Click Configure System then click Administer Database

Click on Benefit/Allowance Type

The Benefit/Allowance Type page opens, showing all Benefit/Allowance Types entered in the
database.
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Administer Database: Benefit Type

Add new Benefit Type

Select Benefit Type to edit
Acting allowance

Basic Salary

Capital cost

Clinical allowance

Fixed overtime

Housing allowance

Housing subsidy

Leave gratuity

Figure 14 : View and Add new Benefit type

Either Click Add Benefit/Allowance Type or select a Benefit/Allowance Type and click Update This

Information to edit it.

Administer Database: Benefit Type

Benefit Type

Name™

Basic Salary

Hide
No E

* - Required Field

Confirm

return (do not save changes)

Figure 15: Update Benefit type

Click Confirm and confirm that the name entered is correct. If it is not correct, click Edit to change it. If it

is, click Save to save it.
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5.5.9 Marital Status
Marital status can take the following values: Single, Married, Divorced and Widowed

Click Configure System then click Administer Database

Click on Matrital Status

The Marital Status page opens, showing all Marital Status entered in the database.

Administer Database: Marital Status

Add new Marital Status

Divorced
Married

Single

return

Select Marital Status to edit

Figure 16: View and Add new marital status

Either Click Add Marital Status or select a Marital Status and click Update This Information to edit it.

Administer Database: Mantal Status

Marital Status

Hame*

Married

confirm

return (do not save changes)

Figure 17: Update marital status

Enter the Name of the marital status. Click Confirm and confirm that the name entered is correct. If it is

not correct, click Edit to change it. If it is, click Save to save it.
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5.5.10 Reasons for Movement

Are used to classify the reasons why an employee has left the employment of the organization or has
changed positions. Examples of reasons for movement include Promotion, Termination, Layoff, lliness,

Death and Out Migration.

Click Configure System then click Administer Database

Click on Reason for Departure

Adminisier Database: Reasons for Movement

Add new Reasons for Movement

Select Reasons for Movement to edit

Abscondment

Demoaotion
Dismissal/discharge
Early retirement
lll-health

Promotion
Resignation
Retirement

Transfer in Rank

return

Figure 18: Add new reason for movement

The Reason for Movement page opens, showing all reasons for movement entered in the database.
Either Click Add Reason for Departure or select a Reason for Departure or click Update This
Information to edit it.
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Adminisier Database: Reasons tor Movement

Reasons for Movement

Name™®

Demotion

Hide
No E

* - Required Field

Confirm

return (do not save changes)

Figure 19: Update Reason for movement

5.5.11 Incident Type
Click Configure System then click Administer Database

Click on Incident Type

Administer Database: Incident Type

Incident Type

N ame*

H ide

* - R equired Field
Confirm

retum [do not save changes)

The Incident Type page opens, showing all Incident Types entered in the database. Click on Add

new Incident Type or enter the name of incident type, click on confirm and save and click Update
This Information to edit it.
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5.5.12 Disciplinary Action Type

Click Configure System then click Administer Database
Click on Disciplinary Action Type

Administer Database: Disciplinary Action

Disciplinary Action

N ame*

Cral Warning
Hide
Mo |v|
* -Hequired Field
Confirm

retum [(do not save changes)

The Disciplinary Action Type page opens, showing all Disciplinary Action Type entered in the
database. Click on Add new Disciplinary Action Type or enter the name of Disciplinary Action Type,

click on confirm and save or click Update This Information to edit it.

5.5.13 Disciplinary Offence

Click Configure System then click Administer Database

Click on Disciplinary Offence

Administer Database: Offence

N ame*

Sleeping During Work Hours

Offence Type*

Serious | - |
Hide
No |E|

* _ R equired Field
Confirm

retum (do not save changes)
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The Disciplinary Offence page opens, showing all Disciplinary Offence entered in the database.

Click on Add new Disciplinary Offence or enter the name of Disciplinary Offence, click on confirm
and save or click Update This Information to edit it

5.6  Planning Information

5.6.1 Establishment Type

Click Configure System then click Administer Database

Click on Establishment Type

Administer Database: Establishment Type

Establishment Type

N ame*
Approved
H ide
No [=]

* _ R equired Field

Confirm

retum [do not save changes)

The Establishment Type page opens, showing all Establishment Type entered in the database. Click
on Add new Establishment Type and enter the name of Establishment Type, click on confirm and
save or click Update This Information to edit it

5.6.2 Establishment Period
Click Configure System then click Administer Database

Click on Establishment Type
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Administer Database: Establishment Period

Establishment Period

E stablishment Type* [Add N ew:..)

Approved |v|
Year of Applicability*

2013 |-
Hide

o g

* - Required Field
Confirm

retum (do not save changes)

The Establishment Type page opens, showing all Establishment Type entered in the database. Click
on Add new Establishment Type and select Establishment Type and Year of Applicability, click on
confirm and save or click Update This Information to edit it

5.6.3 Establishments

Click Configure System then click Administer Database
Click on Establishment
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Administer Database: Establishment

Establishment

E stablishment Perod* [Add New..)
Approved - 2013 [=]

Facility*

r Select Value

Job*®

+ Select Value

N umber of Health Workers*
50

H ide

* _ R equired Field
Confirm

retum [do not save changes)

The Establishment page opens, showing all Establishment entered in the database. Click on Add
new Establishment and select Establishment period, select Facility, select Job and enter Number
of Health Workers in Establishment click on confirm and save or click Update This Information to
edit it.

5.7 Leave Management

5.7.1 Leave Type
Click Configure System then click Administer Database
Click on Leave Type

User Guidance Page 42



',A o User Manual ;‘“’“L
g*i‘F IHRIS ForAné;ellrc;‘/?gel\S/Iedlcal lerOHeOH'h a*z

Adminisier Database: Person Leave Type

Person Leave Type

N ame*

“Vacation Leave

Leave Lenght (Days)*
25

Cammy Over Allowed?
Yes El
Camry Over Days*

6

R ecurrence (Months)*

12

Hide

* _Reguired Field
Confirm

returm [(do not save changes)

The Establishment page opens, showing all Establishment entered in the database. Click on Add
new Establishment and

Enter name of leave type Establishment period,
Enter Number of Leave Length

Select Yes /No for Carry Over Allowed

Enter number of Carry over Days Allowed

Enter number of Recurrence

Click on confirm and save or click Update This Information to edit it.
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5.7.2 Public Holiday
Click Configure System then click Administer Database
Click on Public Holiday

Administer Database: Public Holiday

Public Holiday

N ame*

Heroe's Day
Public H oliday D ate*

August 26, 2013
H ide

Mo |v|

* -Hequired Field

Confirm

retum (do not save changes)

The Public Holiday page opens, showing all Public Holiday entered in the database. Click on Add a
Public Holiday or enter the name of Public Holiday and select Public Holiday Date, click on confirm

and save or click Update This Information to edit it.
5.8 Geographic Information

5.8.1 Country
Country is an independent nation state e.g. Namibia, Zimbabwe. For AMS as many countries can be

created, to track employees’ nationalities, but only Namibia will be linked to geographical location.

Click Configure System then click Administer Database.
Click on Country

The Country page opens, showing all Countries entered in the database. Either Click Add New Country

or select an existing Country and click Update This Information to edit it.
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Manaye People Administer Database: Country

fearch Records

Country
View Reports Mame*

iR Delabase 2 Charsster Mpha Code*
150 Numarie Code

Primary Country
Neo | vl

Use for Loeation Seleotion
No [+]

Change Passwor o Hide
No [l

return (do not save thanges)

Figure 20: add a Country

5.8.2 Region
A region is a major subdivision of a country. Region choices depend on which country is selected; only
a region that is associated with a particular country can be chosen when that country is selected e.g.

Oshana, Oshikoto etc.

Click Configure System then click Administer Database.

Click on Region

The Region page opens, click on View to see all Regions entered in the database.

Administer Database: Region

Add new Region

Select Country:

Select or type the Country to limit the displayed values of Region.

Select One |V| vew

returm

Figure 21: add new region

Either Click Add New Region or select an existing Region and click Update This Information to edit it.
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Administer Database: Region

Hame*

Country* (Add new...
Select One [»]

Code

confirm

return (do not save changes)

Figure 22: update region

5.8.3 District
District is smaller geographic unit within a region created by the central government for easy
administration. For AMS all have been set up and linked to national regions E.g. Oniipa is linked to

Oshikoto region.
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Administer Database: District

Select Region:

Select the Region to limit the displayed values of District. i
view
» Select Value

Add new District

Select District to edit

Okahandja, Khomas, Namibia

Rehoboth, Khomas, Namibia

Windhoek, Khomas, Namibia

Khorixas, Kunene, Namibia

Okongo, Kunene, Namibia

Opuwo, Kunene, Namibia

Figure 23: View and add new district

5.8.4 Town/Constituency

A Town/Constituency is a smaller geographical division within a district. Town/Constituency choices
depend on which district is selected; only a Town/Constituency that is associated with a particular
district can be chosen after that district is selected. For any district entered in the system, you may add
multiple Town/Constituencies

From the home page or left menu, click Administer Database under Configure System.

In the "Geographic Information" section, select Town/Constituency.

Geographic Information

The Town/Constituency page opens. Click Add New Town/Constituency. (To edit an existing

Town/Constituency, type or select the district where it is located and click the View button; then click

the Town/Constituency’s name and click Update This Information.)

User Guidance Page 47



User Manual

gjﬁ“ IHRIS |~ #raicinsesea | InfraHealth £

’*.-*?‘“

4’;)“

rd

Enter or exit the Name of the Town/Constituency.

Administer Database: Town/Constituency

Town/Constituency

Name*

District* (Add New...)

+ Select Value
Hide

No Iz‘

* - Required Field

Confirm
return [do not save changes)

The Town/Constituency form opens. Type the name of the District or select the Country, the Region
and the District in which the Town/Constituency is located.

Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to change
it. If it is, click Save to save it.

Administer Database: Town/Constituency

Town/Constituency
Hame*

Windhoek North

Khomas, Khomas, Namibia
- Select Value
~ Namibia
+ Khomag, Namibia

Hide

No IZI

* - Required Field
Confirm

return (do not save changes)
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5.8.5 Currency

The medium of exchange of money used in a country or other location. Currency is used for defining

how salaries and benefits are paid — again it should be remembered that this information will be

management information only and is not linked to the payroll. The base currency used is the Namibian

Dollar (N$).

Either Click Add New Currency or select an existing Currency and click Update This Information to

edit it.

The Currency form opens. Enter the Currency Code, an abbreviation that will identify the currency in

selection menus.
Enter the Name of the currency (optional).

Select the Country for the currency (optional).

Administer Database: Currency

Currency Code*

Hame

Country (Add new...]

Select One [V]

Symbol

confirm

return (do not save changes)

Enter the Symbol for the currency; the symbol will also appear in selection menus (optional). Click

Confirm and confirm that the information entered is correct. If it is not correct, click Edit to change it. If it

is, click Save to save it.
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5.9 Training Course Information

5.9.1 Training Courses

A training course is a course that an employee may take to gain new competencies or continuing
education credits. A training course covers only one topic, but it may have multiple classes that are
available for employees to attend. Either the Training Manager or the HR Manager can add a training

course.
In the "Training Course Information" section, select Training Courses.

Select Add New Training Course and click the Add button, or select an existing training course to

edit from the menu.

e Enter the Name of the training course.

e Select the Category of the training course.

e Enter the Topic of the course

e Select any CEUs (continuing education units) earned by completing the course; hold down the
CTRL key and click to select more than one.

e Select the training course Status.

Administer Database: Training Course

Training Course

Hama™ Status™

HIV Rasisteance Salact Onea |--|

X Salact One
Catagory Clogad
Clinical | =] Open

Topic*

HIV Rasistanca

CEUs Providad
HIV Caunaalling

Hida

* - Reguired Field

Confirm

Click on Confirm, then click save.
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5.9.2 Scheduled Training Courses

After adding a training course, you need to schedule at least one class for that course. The class
information includes the dates of the class and the location where the class is given. When an
employee is scheduled to take a training course, that employee is assigned to one of these classes. A

training course can have several classes.
Under "Scheduled Courses" click Schedule a Course.

e Enter the Maximum Number of Students who can attend the class.

e Select the Start Date and End Date for the class (today's date is entered for both by default).
e Enter any Notes about the class.

e Enter the class's Site, or the location where the class is taking place.

e Enter the name(s) of the class's Instructors, if known.

e Select the Country, District and Town/Constituency where the class is located (optional).

Scheduled Training Course

Training Course” Site*
Afhrmative Action ‘ b/ | Lmdanawal
Maximum Number of Students® Instructors
3
Start Date”
August 16, 2013
Location

End Date*

© o]
Saptambar 27, 2013 ‘rrl nawa, Onhana, Namibis

Notes Q R u,_l-wm',m

)u.m TR
e AT TAT I S T TRAT T

Quhitayi. O J|l‘l[| i Marmibis

Anamulenge. Omusatl, Namibia

Hide

" - Reauired Flald
Confirm

Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to change
it. If it is, click Save to save it.

5.9.3 Status of a Training Course
Status classifies whether the course is open, closed or any other status of your choosing. At least one

status should be added.
In the "Training Course Information" section, select Status of a Training Course.

1. Either select Add New Training Course Status or select an existing status to edit.
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2. Enter the Name of the status.

Training Course Status

Name*

Closad
Hide
Mo |T|

* - Reguired Fiasld

Confirm

return (do not save changes)

Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to change

it. If it is, click Save to save it.

5.9.4 Requestors of a Training Course
The training course requestors are any person or group who requests that an employee attend a
training course. Examples of requestors include the employee, the employee's supervisor, the human

resources department or a donor organization.
In the "Training Course Information" section, select Requestors of a Training Course.

e Either select Add New Training Requestor or select an existing requestor name to edit.

e Enter the Name of the requestor.

Training Requestor

Name*

USAID

Hide
No I

* - Required Field
Confirm

return (do not save changes)

Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to change

it. If it is, click Save to save it.
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5.9.5 Category of a Training Course

A pre-service, multi-year educational program offered by a training institution that, when completed,

gualifies a person to be registered or licensed in a particular cadre.
In the "Training Course Information” section, select Category of a Training Course.

a) Either select Add New Training Course Category or select an existing category to edit.
b) Enter the Name of the category.

Training Course Category

Name®

Clinical

Hide
Mo El

* - Reqguired Field
Confirm

return (do not save changes)

Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to change
it. If it is, click Save to save it.

5.9.6 Continuing Education Course
Continuing education courses provide official continuing education units (CEUs) for employees, which
may be needed to renew a license or obtain professional registration. A training course can be

associated with more than one continuing education course. Using CEUs is optional.
In the "Training Course Information” section, select Continuing Education Course.

o Either select Add New Continuing Education Course and click the Add button, or select an
existing course to edit from the menu and click the View button, then click Update This
Information.

e Enter the Name of the continuing education course.

e Enter the number of Credit Hours earned by completing the course.
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Continuing Education Course

Name*

HIV Counselling
Credit Hours*

32

Hide
No |Z|

* - Required Field

Confirm

return (do not save changes)

Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to change

it. If it is, click Save to save it.

6 MANAGING EMPLOYEE RECORDS

6.1 Manage Staff Members
Manage Staff Member to add a new employee or applicant record to the system. If you were using the
job application module, you can also complete applications for open positions, review completed

applications and assign a position to the successful applicant.

6.1.1 Add Staff Member

To track of employee in formation in the database a records for that employee by clicking on Add
Employee option. Certain information is required to start a new record. Once the record is generated,

additional options for adding data about the employee will become available.

Manage Staff Member

o | Add Staff Member

To track a staff member in the database, add a record for that staff member. Certain information s reguired to start a new
record. Once the record is generated, additional options for adding data about the staff member will become available. An HR
Staff person or an HR Manager can add a new staff member to the system.

The Add Employee form opens.
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1. Enter the employee's Surname, First Name and any Other Names in the appropriate
fields.
Select the employee's Nationality from the menu.
3. Type or select the name of the employee's country, region and district of residence under

Residence.

Add/Update Staff Member

Sumame*
Gape

First Hame*
Shimwefeleni

Other Names
Panduleni

return {do not save changes)

Nationality*

Mamibia
Residence*

Ondangwa, Oshikoto, Namibia
- Select Value

~Mamibia

v 0 Oshi o

=)

* - Reguired Field

Confirm

Staff Member Information

4. Click Confirm and confirm that the information entered is correct.

6.1.1 Set position

This step will appoint the person in his/her new position in the facility he/she has been transferred to.

The Make a Job Offer form opens

Select the position and salary notch

The Start Date for the new position is set to today's date by default. If this is not correct, change it.
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Make a Job Offer

«.4*

rd

Ndemueda, Jason

Position*

: Administrator (St Mary’s Health Centre - (¢
v Select Value

: Administrator (St Mary's Health Centre -
0Qdibo, Administration)
: Chief C lerk (St Mary's Health C entre - Odibo, &
ART Clinic)
CCO01: ChiefClerk (St Mary's Health Centre -
Ndibn_Administration) =

»

Salary Notch*

N2 (562000) - Grade 5 - Administrator
~Select Value
v Administrator
~Grade S - Administrator
N2 (562000) - Grade S - Adm inistrator
» ChiefC lerk

Start Date*
October 03,2013

* - Required Field

retum (do not save changes)

Confirm

Click Confirm and confirm that the information entered is correct. If it is not correct, click update this
information Edit to change it. If it is, click Save to save it.

Position Information

~Hide |A|:I|:I Benefit! Special Payment

Edit This Information | Position

» Comect this Informaticn Position: : Chief Clerk (51 Mary's Health Centre - Odibo, Administration)
» Becord Termination Salary Motch: N2 (106232) - Grade & - C hief Clerk
= Change Positien Start Date: 24 August 2013

- it I .
View Position History End Date:

6.1.2 Add Demographic Information

Add demographic information about the employee for reporting purposes. Demographic information
includes date of birth, gender, marital status and number of dependents.
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In the employee's record under the "Individual Information" section, click Add Demographic Information.

Staff Member Information

+Hide | Set Position d Demaoqgraphic Inform.ation JAdd Identification

The Demographic Information form opens.

1. Set the employee's Date of Birth.

2. Select the employee's Gender.

3. Select the employee's Marital Status.

4. Enter the Number of Dependents for the employee.

Add/Update Demographic Information
Shimwefeleni, Grape
Demographic Information
Date of Birth Marital 5tatus
August 14, 1987 Single =)
Gender Number of Dependents
Male E| 1
Any disability? Werelare you froma previously dizadvantaged group?
Mo |T| Yes F
* - Reguired Field
returmn [do not save changes) Confirm

5. Click Confirm and confirm that the information entered is correct.
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Add/Update Demographic Information

Shimw efeleni, Grape

Demographic Information

D ate of Birth Marital Status

14 August 1987 Single

Gender Number of Dependents

I ale 1

Any disability? Werelare you froma previously disadvantaged group?

No Yes

Edit Save

6. If it is not correct, click Edit to change it. If it is, click Save to save it.

The demographic information that you just entered displays in the employee's record. If any of the

information needs to be changed, click Update this information to edit it.

El:llt ThisInformatien | Demographic Information

Date of Birth: 14 August 1987

Gender: Male

Marital Status: Single
- Num ber of Dependents: 1

Any disability?: HNo

Were/are you from a previously  Yes
disadvantaged group?:

6.1.3 Add ldentifications
Your organization may require one or more identifications from employees and job applicants. Add this
identification information to the employee's record. Multiple identifications may be added for a single

employee.

In the employee's record under the "Individual Information" section, click Add Identification.

Staff Member Information

+Hide | Set Position | Add Demographic Information@{Add Identification

The ldentification form opens.
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1. Select the Identification Type.

2. Enter the number or other identifier for the identification in the Identification Number box.
3. Select the Country of Issue
4. Enter Place of Issue

Add/Update ldentification

Shimwefeleni, Grape

Identification Information

Identification Type*® Country of lssue

Mational Identification Number |L| Mamibia |;|
Idenfification N umber* Place of Issue

8705120000 Ondangwa

D ate of Issue

May 17, 2001

D ate of Expiration

* - Reguired Field

retum (do not save changes) Confirm

5. Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to
change it. If it is, click Save to save it
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Add/Update |dentification

Shimwefeleni, Grape

Idenfification Type
Mational Identification Mum ber

Idenfification N umber
2705120000

Date of Issue
17 May 2001

Date of Expiration

ldentification Information

Country of Izssue
Nam ibia

Place of lssue
Ondangwa

Edit Save

If any of the identification information needs to be changed, click Update this information beside the

incorrect identification to edit it.

Staff Member Information

~Hide | Set Position |Add Identification

Jurname:

* Wiew Mame Histony First Name:
Other Names:
Mationality:
Residence:

ldentification Type:

Identification Mum ber:
Date oflzsue:
[rate of Expiration:

1 Country of lzsue:

Place oflssue:

Edit This Information

pdate this_Informatiog

ldentification Type:
ldentification Num ber:

Date oflssue:

- Edit ThisInformation | Name [ Nationality

S himwefeleni
Grape
Panduleni
Namibia

E ngela, Ohangwena, Namibia

- Edit This Information Identification

National ldentification Number
8705120000
17 May 2001

Namibia

Ondangwa

Identification

Salary N umber
87002500
15 May 2003

User Guidance

Page 60



User Manual e T
‘ H RIS For Anglican Medical | |N{TC HeOIfh e
‘ I Services i

6.2 Add/Update Contact Information

For each employee in the system, whether an employee or a job applicant, four types of contact
information may be added: personal, or home, contact; work contact; emergency contact; and other
contact. Only one contact may be added for each type. Contact information may be added at any time

after the record is created. All contact fields are optional.

Contact Information

T—iu::: Other Contact | Add Ememency Contact | Add Personal Contact

The Contact Information form opens.

1. Enter the full Mailing Address.

2. Enter a primary Telephone Number.

3. Enter an Alternate Telephone Number, such as a mobile phone.

4. Enter a Fax Number.

5. Enter an Email Address.

6. Enter any Notes, such as the name of an emergency contact.
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Add/Update Contact Information

Shimwefeleni, Grape

Personal Contact Information

Mailing Address Fax Number
Private Bag 505, 00264 65 267680
Oshikango,

Mamibia E mail Address

pvalombola@ yahoo.com

Telephone N umber
N otes

00264 65 26760

Mobile Phone Humber
002648111499372

Altemate Telephone N umber
00264816937555

* - Required Field

returmn (do not save changes) Confirm

7. Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to

change it. If it is, click Save to save it

The contact information that you just entered displays in the employee's record. Repeat these steps for

each type of contact to add for the employee.
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@ Mailing Address: Private B ag 505,
O shikango,
Hamibia
Telephone Number: 00264 65 26760
Mobile P hone Num ber: 002645111499372
Altemate Telephone Num ber: 264516937555
Fax Num ber: 00264 65 267650
Email Address: pvalombolai@yahoo.com
Notes:
. Update this Informaticn Mailing Address: Private B ag 366,
O shikango,
Namibia
Telephone Number: 00264 65 26T60
Mobile P hone Num ber: 0264511499372
Atemate Telephone Num ber:
Fax Num ber: 00264 65 267650
Email Address: Pvalombolai@yahoo.com
Motes-

If any of the information needs to be changed, click Update this information beside the incorrect

contact information to edit it

6.3 Employee Leave Information

The Leave Information form opens.

1. Enter type of Leave Applied for.

2. Enter Number of Days requested.

3. Enter Leave Start Date.

4. Enter Leave End Date.

5. Enter an Email Address.

6. Enter number of Remaining Leave days
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Add/Update Leave Information

Shimwefeleni, Grape

Person Leave Information

Leave Applied For*
Wacation Leave |;|

D ays Requested®
3

Leave Start Date*™
September 16, 2013

Leave E nd D ate
September 18, 2013

Remaining Days
22

* - Required Field

retum (do not save changes) Confirm

7. Click Confirm and confirm that the information entered is correct.

Add/Update Leave Information

Shimwefeleni, Grape

Person Leave Information

Leave Applied For
‘acation Leave

D ays Requested
3

Leave Start Date
16 Septem ber 2013

Leave EndD ate
18 Septem ber 2013

R emaining Days
22

Edit Save

8. Ifitis not correct, click Edit to change it. If it is, click Save to save it
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Person Leave Information

~Hide | Add Person Leave

Edit ThisInfermation | Person Leave Information

Flindste this Informatioly Leave Applied For: Vacation Leave

= 5 tory Days Requested: =]
Leave Start Date: 16 September 2013
Leave End D ate: 15 September 2013
Remaining Days: 22

If any of the information needs to be changed, click Update this information beside the incorrect the
Leave Information to edit it.

6.4 Add/Update Position Information

6.4.1 Add a Benefit

If an employee receives an irregular or one-time benefit or special payment -- such as an allowance,
travel advance or relocation payment -- in addition to the regular salary, that can be noted in the
employee's record under the employee's Position Information.

Position Information

~Hide |Add BenefitSpecial Payment

Click Add Benefit/Special Payment.

The Benefits form opens.

1. Select the Benefit Type.

2. Select the Source of the payment.

3. Select the Currency for the payment and enter the Amount.

4. Select the Start Date of the payment.

User Guidance Page 65


http://172.25.2.2/ams/file/help/ihris_add_position_information.html

User Manual

‘ i%/ IHRIS ForAné:]elirc;‘/?gel\s/ledical ‘DTFOHGOH’h )7{:*:{

Select the End Date of the payment.

Select the Recurrence Frequency of the payment: once, weekly, monthly or yearly. If the
frequency is set to "once," the start date and end date should be the same or the end date may
not be entered.

Add/Update Benefits

Shimwefeleni, Grape

B enefit Type* Start Date*
Transport Allowance - May 01,2001
Source* EndDate
GRN =]
Amount*

Recurrence Frequency”*
N$ |v) 407 Monthly -

* - Required Field

retum (do not save changes) Confirm

7. Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to
change it. If it is, click Save to save it.

Add/Update Benefits

Shimwefeleni, Grape

Benefit Type Start Date
Transport Allowance 1 May 2001
Source End Date
GRN
Recurmrence Frequency
Amount Monthly
NS 407

Edit Save

The information that you just entered displays in the employee's record under the "Position Information”

section. Additional benefits or special payments can now be added. For each new benefit, click Add
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Benefit/Special Payment and follow these same steps. If any of the benefits information needs to be

changed, click Update this information beside the incorrect benefit to edit it.

Edit This Information | Benefit

M} Benefit Type: Transport Allowance
Source; GRHN
Am ount; H% 407
Recurrence Freguency. Monthly
Start Date: 1 May 2001
End Date:

6.4.2 Record a Termination

When an employee leaves the employment of the organization, the date of and reason for departure
should be recorded in the employee's record. The employee will become an inactive (or "old")
employee in the system, but the employee's data will still be available for historical reporting.

Under Position Information section click Record a Termination

Position Information

+*Hide | Add Benefit/Special P4

Edit This Information E
A

» Change Position g
. . . _
Miev Pusition Hitory G

The Record a Termination form opens.

1. The End Date for employment is set to today's date by default. If that is not correct, change the
date.

2. Select the Reason for Termination.
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3. Select the New Status for the position: Open or Discontinued; if the position is marked

"Open," it will be available for assignment to another employee or applicant.

Record Termination

Shimwefeleni, Grape

Position End Date

- Administrator (St M Health C entre - Odibo, Administration)
ministrator (St Mary's Hea entre ibo, Administration) September 30, 2013

Salary Noich
N2 [(552000}- Grade 5 - Administrator Reason for Movement
Start Date Retirement -

2 October 2013
E nter new Status for the Position*®
Open B

* - Reguired Field

returmn (do not save changes) Confirm

4. Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to

change it. If it is, click Save to save it

Record Termination

Shimwefeleni, Grape

Position End Date

: Administrator (5t Mary's Health C entre - Odibo, Administration) 18 April 2014

Salary Notch Reason for Movement
N2 (562000} - Grade 5 - Administrator Retirem ent

Start Date

2 October 2013

E nter new Status for the Position
Open

Edit Save

User Guidance Page 68



S J M | | 4 4%
\", a H RIS For Ar?gelrica?lnl\ljlidical INTrQ HeOIfh Xk
zf ‘ , l Services Tt

The information that you just entered displays in the employee's record under the "Position Information"

section.

6.4.3 Record a Position Change
When an employee changes from one position to another in the organization, the position change
should be recorded in the employee's record. All of the positions that the employee has held in the

organization are saved to the employee's Position History, which can be reviewed at any time.

Under the position Information, click Change Position.

The Make a Job Offer form opens, showing the current position title and start date.

1. Either type or select the position code and title of the new Position.

2. The Start Date for the new position is set to today's date by default. If this is not correct, change

it. This will also be the end date for the employee's old position.

3. Select the Currency and enter the amount of the Salary for the new position; this may be the

same as the employee's previous salary.

4. Under Reason for Termination, select the reason for the position change.

5. Select the New Status for the position: Open or Discontinued; if the position is marked "Open,"

it will be available for assignment to another employee or applicant.
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Position* (Add N ew:..) Position
.. : ChiefClerk (St M Health Centre - Odibo, Administrati
» Administrator (St Mary's Health Centre - ¢ lefClerk (StMarys Hea shire ibo, Administration)
- select Value Salary Notch
. Administrator (St Mary's Health Centre - - N2 (106232) - Grade & - Chief Clerk
Odibo, Adm inistrationy
- Chief C lerk (St Mary's Health C entre - Odibo, j ;:a:J Dattezm ,
ART Clinic) gus
. Chl&fl;l!erk (St Many's Health C entre - Odibo, i Reason Tor Moot
ABT Cliniry

Promaotion E|
Salary Notch*® [Add News..)

Enter new Status for the Current Position*

- Select Value Discontinued |v|
- Administrator
- Grade 5 - Administrator
N2 (362000} - Grade 5 - Administrator
v ChiefC lerk

Start Date*
October 02, 2013

* - Required Field

retumn (do not save changes) Confirm

6. Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to
change it. If it is, click Save to save it.

The information that you just entered displays in the employee's record under the "Position Information”

section.
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« Comed this Information Position: : Administrator (5t Mary's H ealth Cenfre - Odibo, Administration)
» Becord Termination Salary Notch: N2 (562000) - Grade 5 - Administrator
= Change Position Start Date: 2 October 2013
End Drate:
posiin ]
+ Comect this Information Position: : Chief Clerk (5t Mary's Health Centre - Odibo, Administration)
Salary Notch: H2 (106232) - Grade § - Chief Clerk
Start Date: 24 August 2013
End Drate: 2 October 2013
Reason for Movem ent: Promotion
retum

Click View Position History under the "Position Information" section to view a list of all the positions that
the employee has held in the organization, their start dates and end dates, and the reasons why the
employee left each position.

6.5 Professional and registration information

6.5.1 Add Registration
Many health workers are required to be registered or licensing by a professional licensing board or
registration council. Track your employees' registrations or licenses by adding a registration to

employees' records.

In the employee's record, click Qualifications in the side menu to jump to the "Qualifications" section of
the record. Click Add Registration.

Qualifications

THi::I::I Language Proficiency |-‘-‘.dd Competency |uumr-=t-=|1ﬁ:.- Bualuations

The Reqgistration form opens.

1. Select the Registration Council that issued the license or registration.
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2. Enter the Registration Number or License Number.

3. For aregistration, select the Registration Date. For a license, enter the License Expiration Date.

Add/Update Reqgistration

Shimwefeleni, Grape

Registration Information License Information

R egistration Council® License N umber
Nursing Board of Namibia =] hoo4f

R egistration Humber License E xpiration D ate
55668 May 07,2002

Registration Date
May 16, 2001

- Reguired Field

retum (do not save changes) Confirm

4. Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to

change it. If it is, click Save to save it.

Add/Update Registration

Shimwefeleni, Grape

Registration Information License Information

R egistration Council® License N umber
Nursing Board of Namibia =l hoo4f

R egistration Number Licensze E xpiration D ate
55668 May 07,2002

R egistration Date
May 16, 2001

- Reguired Field

retumn (do not save changes) Confirm
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The registration or license information appears on the employee's record under the "Qualifications"

section. Repeat these steps for each registration or license that the health worker holds.

6.5.2 Add Language Proficiency

To track employees' and applicants' foreign language skills, add language proficiencies to a employee's
record. Proficiency level in speaking, reading and writing each language can be recorded separately.

In the employee's record, click Qualifications in the side menu to jump to the "Qualifications" section of
the record. Click Add Language Proficiency.

Qualifications

*Hide |-'-'.dd Regiitratiﬁn@ Language Prcfiei@ Add Competency |Ccm|:=.-te-|1c-; Exaluations

The Language form opens.

1. Select the Language to add.

2. Select the employee's Speaking Proficiency in that language: Elementary, Limited Working,
Professional Working, Full Professional or Fluent.

3. Select the employee's Reading Proficiency in that language.

4. Select the employee's Writing Proficiency in that language.

Add/Update Language

Shimwefeleni, Grape

Language Information

Language* R eading Proficiency*®
English |L| Fluent |L|
Speaking Proficiency® Writing Proficiency*
Fluent |T| Professional Working |T|
* - Required Field
return (do not save changes) Confirm
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5. Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to

change it. If it is, click Save to save it.

Language: E nglish

Speaking Proficiency: Fluent

Reading P roficiency: Fluent

Writing P roficiency: Professional Working

« Updste this_Information Language: O shivambo

Speaking Proficiency: Fluent

Reading P roficiency: Fluent

Writing P oficiency: Fluent

The language information appears on the employee's record under the "Qualifications" section. Repeat
these steps for each language in which the employee is proficient. If any of the language information

needs to be changed, click Update this information beside the language proficiency to edit it.

6.5.3 Add a Competency

To track employees' and applicants' competencies--specific skills that may qualify that employee for a
particular job--add competencies to an employee's record. Each competency is grouped under a broad
category, or competency type. An employee's competencies can be evaluated, and evaluations can be

updated and tracked in the employee's evaluation history.

In the employee's record, click Qualifications in the side menu to jump to the "Qualifications" section of
the record. Click Add Competency.

~Hide |Add Registration Add Language Proficiency | Add Competency BCompetency Evaluations |

The Competency form opens.

1. Under Competency select or type the competency type and then the competency to add.
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2. If the employee has been evaluated for the competency, select the Evaluation result (optional).

3. Select the date the employee was Last Evaluated (optional).

Add/Update Competency

Shimwefeleni, Grape

Competency Information

C ompetency* E valuation

HIV/ AIDS Competent =]
- Select Malue

o Last Evaluated

-~ Counzselling
HIVWFAID S September 17, 2013
* - Reguired Field
returmn (do not save changes) Confirm

4. Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to
change it. If it is, click Save to save it.

Competency. HIVIAID §

» View Bwslustion History Evaluation: Competent

Last Evaluated: 16 September 2013

The competency appears on the employee's record under the "Qualifications" section. Repeat these
steps for each competency that the employee has. Update an evaluation by clicking Update This
Information beside the competency's name.

After adding the competency, you can review the evaluation history of a single competency by clicking
View Evaluation History beside the competency's name, or view all competency evaluations for the
employee by clicking Competency Evaluations at the top of the "Qualifications" section.

6.6 Disciplinary Actions information

In the employee's record under "Current Disciplinary Actions," click New Action.
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Current Disciplinary Actions

~H i|:| History

To view a record of all disciplinary actions, click History. If any of the disciplinary action information

needs to be changed,

The Add/Update Disciplinary Action form opens.

From the drop down menu, select offence.

From the drop down menu, Action Taken.

Select the Date of Discussion, Start of Applicability and End of Applicability, using the

date pickers.

Add/Update Disciplinary Action

shimwefeleni, Grape

Disciplinary Action Information

Offence® Date of Discussion
Dress Code September 16, 2013
+ Select Value
People Present
Action Taken*
Oral Warning |'|

Start of Applicability
September 16, 2013

Hotes
E nd of Applicability
September 16, 2013
* - Required Field
retum [do not save changes) Confirm
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4. Use the text boxes to record People Present and any Notes. Click Confirm and confirm

that the information entered is correct.

5. If it is not correct, click Edit to change it. If it is, click Save to save it.

NB: The disciplinary action information that you just entered displays in the employee's record.

Additional disciplinary actions can now be added. For each disciplinary action, click New Action

Shimwefeleni, Grape

Edit This Information
Offence Dress Code

Action Taken: Oral Waming

Date of Discussion: 16 September 2013
Start of Applicability: 16 September 2013
End of Applicability: 16 September 2013

People Present:

Notes

retum

6. Click Correct this information beside the incorrect information to edit it.

6.7 Workplace Incidents

In the person's record under "Current Disciplinary Actions," click Report Action.

Workplace Incidents

*H ide History

The Add/Update Workplace Incidents form opens.

1. From the drop down menu, select the Accident Type.
2. Select the Date of Discussion and Start of Applicability, using the date pickers.

3. Use the text boxes to record People involved and follow-up required
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Add/Update Workplace Incident

Shimwefeleni, Grape

Workplace Incident Information

Accident Type* Date of Occurence
Imjury on Duty |;| September 16, 2013
Start of Applicability* People Involved

September 16, 2013

E nd of Applicability
September 16, 2013

Followup Required

* - Required Field

retum (do not save changes) Confirm

4. Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to
change it. If it is, click Save to save it.

Shimwefeleni, Grape

@eﬁ this |,-,f{,,-mtimb Accident Type: Injury on Duty

Date of Occurence: 16 September 2013
Start of Applicability: 16 September 2013
End of Applicability: 16 September 2013
People Invohed:

Follow-up Required:

retum

The disciplinary action information that you just entered displays in the employee's record. Additional
disciplinary actions can now be added. For each disciplinary action, click New Action. To view a record
of all disciplinary actions, click History. If any of the disciplinary action information needs to be changed,
click Correct this information beside the incorrect information to edit it
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6.8 Employment History

As part of completing the job application, the applicant's employment history should be recorded. The

employment history can also be added to the record of any employee of the organization.

In the person's record, click Employment History in the left menu to jump to the "Employment History"

section. Click Add Employment.

Employment History
~HideQlAdd I

The Employment History form opens.

o > w N

© © N o

11.
12.
13.

In the "Company Information" section, enter the Company Name where the person previously
worked.

Enter the Company Address (optional).

Enter the Company Telephone (optional).

Enter the name of the applicant's Supervisor (optional).

Under OK to Contact? Select Yes or No for whether it is OK to contact the applicant's former
employer.

Enter the Reason for leaving the former employer (optional).

In the "Position Information" section, enter the Date Started at that employer.

Select the Currency for and enter the amount of the Starting Wage (optional).

Enter the title of the Starting Position (optional).

. Enter the Date Ended; leave this field blank of the applicant is presently employed by the

company.
Select the Currency for and enter the amount of the Ending Wage (optional).
Enter the title of the Ending Position at the company (optional).

Enter the Job Responsibilities (optional).
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Company Information Position Information

C ompany Hame* Date Started®
IntraHealth Intemational October 01, 2013
Company Address Starting Wage
PO Box 9942, Eros, Windhoek, Namibia - N ERE: |T| 285687

351 Sam Nujoma Drve |
Yang Tze \illage, Office 3E, 2nd Floaor
Klein Windhoek, Namibia

Starting P osition
Clerical Assistant
Company Telephone
+264-61-303-799

Date E nded (leave blank if still employed)

October 01, 2013
Supervisor

E nding WWage
Pamela
NE N$ || 295448
0Ok to Contact?
E nding Position
Yes E|

Chief Clerk

Reazon for Leaving
Job Responsibilities
Mew offer
Admin ,Finance, HR

* - Reguired Field

retum (do not save changes) Confirm

14. Click Confirm and confirm that the information entered is correct. If it is not correct, click Edit to

change it. If it is, click Save to save it.
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Add/Update Employment History

MNaholo, Sam

Company Hame
IntraH ealth International

Company Address

PO Box 9942, Eros, Windhoek, Namibia
351 Sam Nujoma Drive

Yang T=ze Village, O fice 3E, 2nd Floor
Klein Windhoek, Namibia

Company Telephone
+264-51-303-799

Supervisor
Pamela

Ok to Contact?
Yes

R eason for Leaving
New offer

Company Information Position Information

Date Started
1 October 2013

Starting Wage
NE NE2B568T

Starting Position
C lerical Assistant

D ate E nded (leave blank if still employed)
1 October 2013

E nding Viage
NE NS285446

E nding Position

C hief Clerk

Job Responszibilities
Admin Finance, HR

15. If it is not correct, click Edit to change it. If it is, click Save to save it.

Employment History

~Hide | Add Employment

Company Mame:

Com pany Address:

Com pany Telephone:
Supervisor:

Ok to Contact?:
Reason for Leaving:
Date Started:
Starting Wage:
Starting P osition:

Date Ended (leave blank if still
employed):

Ending Wage:
Ending P osition:

Job Responsibilities:

Employer Information

IntraH ealth Intemational

PO Box 9942, Eros, Windhoek, Namibia
351 SamMNujoma D ive

Yang T ze \illage, Office 3E, 2nd Floor
Klein Windhoek, N amibia

+264-61-303-799
Pamela

Yes

Newoffer

1 October 2013
H$ H 5285687
Clerical Assistant
1 October 2013

H$ N 5295445
Chief Clerk

Admin Finance, HR
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The past employment displays in the person's record under the "Employment History" section. Click

Update This Information beside the employer to edit any of the fields, if necessary.

NB: Repeat this process for each former employer.

6.9 Education History
As part of completing the job application, the applicant's education history should be recorded. The
education history can also be added to the record of any employee of the organization.

In the person's record, click Education History in the left menu to jump to the "Education History"

section. Click Add Education.

Education History

e Qi

The Education History form opens.

Enter the Institution Name.
Enter the Institution Location (optional).
Select the Year of Graduation; leave this option blank if education is still in process.

Type or select the Qualification Name earned.

a > w e

Enter the Major (optional).
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Add/Update Education History

Person, Test

Institution Hame* Degree”

UNC-Chapei Hill BA/BS - Degree/Certification
v Sglect Value

*» Contnuing Education
Chapel Hill, NC, USA ~ Degres/Certification

Institution Location

Year of Graduation (leave biank if In Progress)
2000 v Idasters
Postgraduate
* High School

* Informal
» Other

Major

Biology

confirm

return (do not save changes)

Institution Information Degree Information

6. Click Confirm and confirm that the information entered is correct

Education History

~Hide | Add Education

« Update this Information nsttution Name; UNC.Chapel Hill
nstiution Location Chapel Hill, NC, USA
Year of Graduation (Jeave blank if In 2000
Progress)
Degree BA/BS
Major: Biology

Institution Information

7. Ifitis not correct, click Edit to change it. If it is, click Save to save it.

6.10 Scanned Paper Records

In the Employee’s record under ‘Scanned Paper Records”, Click on Add Scanned Paper Records
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Scanned Paper Records
~Hidle] Add Scanned Document =y

The Add/Update Scanned Paper Records form opens.

Browse Image for the document (Optional).
Browse the Document (ID ,qualification)
Enter the Date

w N e

4. Enter Description of uploaded document

Add/Update Scanned Paper Record

Maholo, Sam

Scanned Paper Record

Image

No file selected.

D ocument
iHRIS Manage Implementation - AMS - Project Plan—w4-09 08 2013.pdf: 249kb

No file selected.

D ate* D escription
Cctober 01, 2013 Qualification

- Required Field

returmn [do not save changes) Confirm

5. Click Confirm and confirm that the information entered is correct

Scanned Paper Records

~Hide | Add Scanned Document

- Edit This Information Scanned Pa per Record

« Update this Information Description: Qualification
Date: 1 October 2013
Document: iHRIS Manage Implementation - AMS - Project Plan-v4-09 08 2013.pdf :

249kb
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6. Ifitis not correct, click Edit to change it. If it is, click Save to save it. Repeat this process for

each document to be uploaded.
7. The past employment displays in the person's record under the “Scanned Paper Records "

section. Click Update this information.

7 SEARCH

search Records

Q| Recent Changes

View forms that have been updated recently.

Q| Search Positions

Locate any position in the system to review, print or update.

Q| Search People

Locate any person's record in the system to review, print or update.

7.1 Recent Changes

Locate a recent change made to a form or record, including recently added records. These changes

may not show up in other reports or searches for 20 minutes (after change made).

From the Home page or left menu, click Search Records. On the Search Records page, click Recent

Changes.

The Search form opens. Select to view recent changes to Person or Position. If an option is not

selected, all records will be searched.
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View Recent Form Changes

Select the form to wview the most recent updates made to the database.

Q! Person

This form holds basic information about a person such as their names and residence

Q! Position

Click the View button to show all matching results.

A list of matching records with changes made today will be displayed. You can also choose to review
changes made Yesterday or Last Week. Click on the record you want to review.

View Recent Form Changes: Person

Changes made to Person since: 03 Mar 2010

View changes made since: Today Yesterday Last Week

Total Found: 1

1. Tris Thomas

7.2 Search Position
Position, as an instance of a job/, reflects the number of staff that can be employed per job e.g. if the

job is Medical Superintendent, the approved number of people that can be employed is 1, so there will
only be one position for that job.
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NB: To avoid duplication you need to determine if the position already exists by using the search

functionality in the system. If the position was previously occupied, you will not need to create a hew
position and you can proceed to the next step. To see if the position already exists, click on <Search

Records>.

Results for: 2

rate Code  Staten Job Tithe Darrfu atzom Cadw * ecay Dap aetmmert

L

(4R g C2f O

L

Viww

Figure 24: Search Records

All jobs have been added as part of Master Data; so you can click on the drop-down menu for Job and

select the job for which you want to search an existing position, select it and click on <Search>.

In the event of an existing position being found, an error message will be displayed above indicating
that a position has already been created for the “Medical Superintendent” job. When there is no error,
we will proceed with creating the position. To do this, click on <Configure System> and then select
<Administer Database> and then <Positions (by Facility)> since we are familiar with the staff list and
the facility where the person is working, it is the quickest way to add a position.

7.3 Search people
We now need to allocate the position we created, to the staff member we captured. We do this by
clicking on <Search Records> and then on <Search People> and entering the staff member’s

surname as shown below and clicking on <View >.
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Ermployes Stalus Select V
Select Vaue

e~ Reports Fackty

Configure System * Selact Vighue
esssir Select Value
Change Password

rnmme
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Search

Figure 25: Search for staff member

¢ In the Employee Status menu, select the type of record to search for: Applicant, Employee, Old
Employee or Old Applicant. Leave blank to search all employees.

e Limit the search to a particular facility by selecting that facility name from the Facility menu.
Leave blank to search all facilities.

e Limit the search to a particular job by selecting that job title from the Job menu. Leave blank to
search all jobs.

o Enter the person's Surname to find a single record or leave blank to find multiple records.
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A list of matching records displays. Click the name of the person whose record you want to review. To

search again, select new options from the Search form and click View.

View Rocors View Person; shailemo,Leena
1xd ttmnmation
1 it U !
AP A PRI Individual Information
o Cuandtfic: ution el e DS e o
¢ Apodc atee
ey [ R ————
* Educatan History « Updaw thig intormaton Thtia
o thotns « Vigw Mame Hiatory Sumame [} shallemo
Firal Name: Leena
Manage People
MaSe name Ndapandula
Search Records Nabionslity
View Reports R .
Configure System
Change Password Contact Information
“Hide | A W
Personal Contact
o Lndnie this Intormaton Mading Addmsn shlsenahfEgmall_com
Telephona Number
Mote Phone Number 0012126600
Alternate Telephone Nurmber
Fan Nurmiber
Emal Aodress
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REPORTS

To access any report of interest, click View Reports. A list of reports will appear.

8.1 Summary Reports

-- This report gives a budget summary for all departments. It will list
total salary expenditures per department.

-- This report provides the age distribution of staff.

-- this report returns the number of jobs per job classification. Jobs
must be linked to a classification (Section Error! Bookmark not defined.) before this report can
be used.

-- This report returns the number of vacancies that were filled in a particular
year.
-- This report returns a count per job. Further options can be selected e.g. to
return the count per job for only a specific facility or department, etc.
This report returns a count per Nationality. Further options can be
selected e.g. to return the count per nationality for only a specific facility or department, etc.
-- This report will return the total number of staff due for retirement based
on the date of birth.

-- Displays the number of movements per reason of movement

8.2 AMS staff reports

This report shows filled positions with contract details
Detailed budget report

Displays appointment and last movement date per

employee
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http://172.25.2.118/ams/index.php/CustomReports/show/Detailed_Budget_Report
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http://172.25.2.118/ams/index.php/CustomReports/show/1378289674
http://172.25.2.118/ams/index.php/CustomReports/show/Appointment_and_last_movement_date
http://172.25.2.118/ams/index.php/CustomReports/show/Current_staff
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This report shows all the qualifications of employees, and the year
obtained.
. - Staff retirement dates early retirement date is at the age of 55 and the
normal retirement date is at the age of 60.

Staff Movement Details

8.3 Establishment

8.4 Facility Report
These reports pertain only to offices or facilities entered in the system. They can be filtered by the
facility type and by the country and district where the facility is located.

. -- A list of all facilities.

8.5 Affirmative Action Reports

. -- Affirmative summary report for Namibian employees ,
limited by jobal class, Nationality,

. -- All occupations and the gender of the staff member occupying it

. -- Affirmative summary report for Non-Namibian employees

, limited by occupational class, Non-Namibian Nationality & gender

8.6 Position Reports

These reports pertain only to positions entered in the system. They can be filtered by job, facility and

department where the position is located, position status, cadre and job classification.

. -- a list of all positions with their status i.e. open (vacant) or closed (filled)

. -- The length in days each position was open before being filled.
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8.7 Search

These reports enable users to search for specific employee's record by the employee's surname,
status, job or facility where the employee is deployed. The same report can be accessed from the

Search Records screen.

. -- Search all person records in the system.

. -- search staff by identification number

8.8 Staff Contact Details
. -- This report will only return emergency contact information if it has
been added for staff.
. -- This report will return all staff home contacts information if it has been
added.

. -- This report will return starting and current salary only if it has been added and kept
updated for staff.
. -- This report will return a list of all staff with their work contact information. Below

is a description of the process to export any reports.
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« AMS Staff Repc:r‘ts

This report s hows filled positions with contr act detsils
Detailed budget report

t moement date -- Displays appointrment and last mowement date per employves
-- List of current staff

-- This report shows all the gual fications of employess | and the year obisined.
Staff retirement detes ear |lyretirement date is &t the age of 55.and the nor mal retirement dete is st the sge of 80
Staff Moverrent D etils
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Vorkplace Incident
hslg-['lr'z'er"er't

« Establishment

& Siafff Establis hrment R eport

« Facility Report

o Facilitylizt-- Alist of all facilities.

« Filled Positions
o Filled Positions BEport — Alist of historical filled positions for exorting .

. Nﬂmlblﬂ staff repor‘ts

-
=port -- Affirmetive s ummeryreport for Mamibisn ermployess | limited by occupstional cless, Mationslity

Il cccupations and the gender of the staff member oocupying it

ve Surmmary — Affirmative s ummar yreport for Mon Mamibia employess | limited by occupational class, Mon- Mamibian M stionslity &g ender

. F’DS]tmn Reports
Fosition List-- A list of all positions.
o=ition Open Durstion -- The length in days each position was open before being filled.

. Summary Reports

P Nun'ba{fpcst-pacscie

= — Mumnber of positions per department per cadre

ri-- Displays the number of moverments per resson of movement

Search sll personrecords inthesstem
-- sear ch staff by identification nurmber

-
— Totsl of all staff by age rang e
giedoun -- A total of all staff by cless fication.

-- Staff totals by retirement vear .
-- List of all staff with ermergency contact detsils.
All staff with home contact details.

oo 00 00000

rent staff withwork contact i nfor metion.

Figure 26: Reports
Click the desired tabular report e.g. S Directory (Staff List).

There are two types of reports i.e.
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e Table format

¢ Graphical and

8.9 Tabular report formats

p— Results foond : 240

ConSigare Syster Jepin 1 '8
~ - Work Tedeghane Wark Exsi -
Change Fasseord =

£ HagSoe=y 065-248351 sakeefgzeisn
- E518043 sedymsioe
i - SE-250¢ sisefyrsica
Dodew — -
Natorziy ot —_
— Selzct Vzlus twl
Dezamrent = =
Select Valuz el
:-a:}__-l.

e S

Rpsiy Limts

Chert Pont Egport Table Table

Figure 27: Tabular report

To create a pdf file of the above report, click the Print button
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Jump to: 1 an
# Surname Firstname Position Department Facility Work Work Email -
Telephone |
1 Timotais Maria Human Resources Shanamutango - HR &  Onandjokwe 065-280400Imsokwadgmall.com
Practitioner Finance hospital |
2 Kamborids Krigtofing Community Counsellor, Shanamutango - PMTCT Onandjokwa| 065-280400 Imsokwedigmail,com ‘,F
hospital
3 Amashisha Lazaru Human Resources Admin - HRM|  Onandjokw,

Practitioner hospit

Change paper size &

4 maon Administration clerk, Shanamutango - PMTCT  Onandjokw| . X . [
hospit] orientation and Print
5 Community Counsallor, Shanamutango - PMTCT,  Onandjokw

hospital

6 Haln
7 Print Options
This will create a PDF based on the report displayed as a table
8 065-248351 Imgokwedgmail.com
9 Paper Size LETTER [+
10 |, Orientation Portrait |'|
11
Print Close
12 o ¥
Saervices hoszpital
13 mupol Petnng Cook Admin - Catering  Onandjokwe
Services hospital

Figure 28: Report printing option

To create an Excel file of the above report, click the Export button
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16 T Tar~ Nontirt Nrafaccianal Canncar = Nnandsabaue
17 ¥giwna Export Options
18
19 shiyg Fie Type| Comma Separated Values 065-280400 Imsokwe@gmail.com
v Compression Options no comaresson
23 Export Close
22 - dai | = RECEDDONIST SNanamutango - HK & Unanagoxwe g
Nati iy —
Moty Select Value hd
Depariment =
i Select Value =]
Facility
» Select Value

Apply Limits

Figure 29: exporting Report

Click the Export button again
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40 Sl 065-248351
Export Options
41
42 ’
File Type Comma Separated Values B
43 = Compression Options no compression E
44 st -
Expoct e Opening Staff_Directory_02_05_2013.csv @ 3
45
You have chosen to open:
46 Uusiku| Nge Con (L) Staff_Directory_02_05_2013.csv
which is a: Microsoft Excel Comma Separated Values File
from: http://172.25.2191 E
Nationality e 4 What should Firefox do with this file?
Department ] Microsoft Excel (default) v l
P Select Value ) )
3 (7) Save File
Facility 1
[7] Do this automatically for files like this from now on.
» Select Value
[ ok || cancel | Apply Limits
_—
—_—— N —
Chart Print Export Table Table

Figure 30: Opening report in excel
To view the report without saving, choose Open With. Select Save File to save the report.

Note: This file opens or saves as * .CSV. To change the file format, Go to File menu, select Save As,
type file name, under save as type choose Excel 97-2003 workbook from the drop down menu.
8.10 Graphical Report Formats

Follow the above steps as used to display the tabular report format to get graphical report be clicking
Chart button

Apply Limits

Chart Print Export Table

Figure 31: Graphical report
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Click the Chart Button to display summary information in chart format.

Note: This button is only applicable to reports with not more than two fields where one field is numeric.

Hire Year After

Hire Year Before

Birth Date After

Birth Date Before

(Gender Select Value
Facility Type Select Value
Nationality Select Value
Facility

> Select Value

[ [ ]

Chart

Print

Apply Limits

Export Table

Figure 32: Report filter

Use Apply Limits button to filter and narrow the search scope for the selected report.
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Select the desired chart
Chart Options style here.

H Chart Style Choose the chart style.

Pie Chart(Simple) (=
H Displayed Fields Choose the way you wish to select fields to display.
g  One field (Total) (]

g One Field -- Total

G Displays one figld with the total numbers with that value for that field. First Field

i Age Range {;]
|
N

. Chart Close

Figure 33: Report Chart Option

Choose the desired chart format from Chart Style drop down menu, Choose the way you wish to select
fields to display from the Displayed Fields.

Note: Using the procedure above, will help to produce the necessary reports as desired by the

user

9 Report Views

Report views define how data are displayed in a report. Multiple report views can be created for the
same report so that data may be aggregated and analyzed in various ways. For each report, data can
be displayed either as a table or as a chart. The data may also be exported for further analysis, or the

report may be printed.
9.1 Creating and Editing report views

Administrators and Managers can create new report views or edit views that have already been
defined. At least one report view must be defined before a report can be run. Other users may run any
report view, but they cannot create new views. Creating report views requires some knowledge of the

data fields used in iIHRIS manage.

User Guidance Page 99



‘ i%/ IHRIS ForX:Sgeelrir%E:I\zlzldical ‘DTFOHGOH’h )7{:*:{

Note: Unless you understand these fields, you should not edit or delete the existing report views pre-

defined in HRIS. All changes will be addressed through Change Management process.

To create report views, click Configure System under "Manage Reports” click Report Views.

. Staff Contact Details

qency Contact List — List of all staff with emergency contact details.

Type the name of the report
view, select the affliated report,
type a short description of the
report view & click undate

List — All staff with home contact details.

st - A list of all employees with salary details.

o Staﬁﬁectcr%-‘ - A list of all current staff with work contact information.
Edit,

Create a new view for a report:

Name of View: Description:

Report: Sselect One -]

Update

Figure 34: Creating Report

The pop up screen displaying the message ‘successfully updated values’ click Close

User Guidance Page 100



‘ User Manual

lﬁk IHRIS ForAné:]elirci/?gel\s/ledical ‘ﬂTFCHGOH’h %**‘1

This is a pop up screen ]

Sueesst gy Uocstsg Vaes
Close

Figure 35: Updates report
Note: The following steps also apply to editing an existing report view

Locate the newly created or existing report view and click on edit in order to activate or edit the fields to

be seen in the view respectively.
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Manage People
Search Records
View Reports

Configure System

Agminig

Change Password

Report View

View Qualifications

Select the fields and any aggregate data you want in this report view, You may drag and drop fields to change their displayad order

Reported View Information

Display Name: A short descriptive name of this report

Description: A longer description of this report

Report View Permissions: Szlect 3 task to limit the viewing of this report to the selectad task.

@ Include Total: Includz 3 total number of rows for this view.

Related Views

Reported Fields

Computer Number

t Enabled: Check to enable this field in the report view

Current Salary

[ Enabled: Check to enable this fiekd in the report view

Birth Date

[ Enabled: Check to enable this field in the report view

Gender

(] Ecaties Chack to enabis this Geid 1o the tecort visy

Figure 36: Report view

Choose a method to collect (aggregate) this data

Choose a method to collect (aggregate) this data

Choone a method to coliect (aggregate) this data

Choose 3 method to collect (aggregate) this data

Qualifications

A list of staff showing their
qualifications

Do Not Limit Viewing Of This Reportw|

Registration and Licensure status -
Retirement /Exit Report —
Disciplinary Case

Staffing Norms 2011

Trained staff (All trainings)

Total Staff Trained (All Trainings)
Mentored Staff

One Day Trainings

Trainied Staff (Latest Trainings)
Age Distribution -

None E]
None [:]
None [l
None LV,]

Click in the check box to enable the field. To change order of display of the fields on the report, point on

the field name hold and drag to a desired order.
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EI Ensbled: Check to enable this figld in the report view
Facility ID Choose 3 method to collect {sggragate) this dsta: | None
Ensbled: Check to enable this figld in the report view
Salary Scale
Ensbled: Check to enable this figld in the report view
Position

Choose 3 method to collect {sggragate) this dsta: | None

Choose 3 method to collect (aggregate) this dsta: | Mone

Enabled: Check to enable this figl in the report view
Terms of Employment

Enabled: Check to enable this figl in the report view
End Date

Choose a method to collect (aggregate) this data: | Mone

Choose a method to collect (aggregate) this data: | Mone

EI Enabled: Check to enable this field in the report view
Reason for Departure

Enabled: Check to enable this field in the report view
Hire Date

EI Enabled: Check to enable this field in the report view
Starting Salary

Choose 3 method to collect (aggregate) this data: | Mone

Choose 3 method to collect {sggragate) this dsta: | None

Choose 3 method to collect {sggragate) this dsta: | None

I:I Ensbled: Check to enable this figld in the report view
Work Email

I:I Ensbled: Check to enable this figld in the report view
Work Telephone

Choose a method to collect (aggregate) this data: | Mone

Choose a method to collect (aggregate) this data: | Mone

EI Enabled: Check to enable this field in the report view
R e Choose 3 methed to collect (aggregate) this data: | Mone

EI Enabled: Check to enable this field in the report view
Retirement Due date

mahk to enable this field in the report view

0 O O T

Choose 3 methed to collect (aggregate) this data: | Mone

Edit Display Options
T Check box that is enabled

Figure 37: Select report field

After selecting all the desired fields and arrangement, Click Update

The pop up screen displaying the message ‘successfully updated values’ click Close
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10 IHRIS MANAGE FREQUENTLY ASKED QUESTIONS

1. How do | change someone’s position information, if he/she has been transferred within

the same organization?

First create the new position in that facility where the person has been transferred to

Click on Configure system - Click on Administer database->Click on position by facility->

Click on Add New Position> Select the new job of the person-> if the position name is different from
the job then change it > Select the facility of the person-> Select the department of the person-> Click

on confirm and save

Second we search for the person and record the transfer

Click on search records—>Click on search people>Type the person’s name and click search-> Click on
the person’s name in the report to open his/her page->Click on Position information on the left menu or
scroll down to position information->Click on change position, > Select the new position> Fill in the
salary, Terms of employment and DSC minute if known-> Choose a reason for transfer-> Select what

happens to the status of the current position > Click on confirm and save

2. If helshe has left the organization’s service?

Click on search records—>Click on search people—>Type the person’s name and click search-> Click on
the person’s name in the report to open his/her page—> Scroll down to position information - Click on
record a departure, = Select what happens to the status of the current position 2 Fill in the end date>

Choose a reason for movement->Click on confirm and save.

3. How do | assign a position for a new person in the service?

First create the new position in that facility where the person has been posted

Click on Configure system - Click on Administer database-> Click on position by facility >
Click on Add New Position—> Select the new job of the person - if the position name is different
from the job then change it->Select the facility of the person->Select the department of the

person—-> Click on confirm and save

Second we search for the person to assign the position

User Guidance Page 104



&',T‘ iHRIS ForXr?Sgelricl\fl'?linl\ljlildical ntraHealth
4’ ' ervices S

Click on search records—>Click on search people->Type the person’s name and click search->

Click on the person’s name in the report to open his/her page->Scroll down to position
information - Click on record a movement - Select what happens to the status of the current

position - Fill in the end date->Choose a reason for departure->Click on confirm and save

4. What happens to the old positions when people change, transfer or depart
There are three options that can happen to any position

e Open - Meaning it’s free, it’s in the system and no one is occupying it
¢ Closed - Meaning it's taken up by someone

¢ Discontinued — Meaning it has been eliminated from the staffing norms/establishment.

When a position is left, by default the position become open, but one can decide to discontinue
during the process when you are changing position. If it stays open then when a new employee

comes into service we do not have to create it again.

To view open positions: Click on view reports->Click on position reports—> On the filters down

select open and click on Apply limits.

5. How do | populate (add fields in) the drop down menus?
Click on Configure system—>Click on Administer database (There is a list of all the fields in the
drop down menus) - Click on the one you want to populate ->Click on Add New ...>Enter the
required fields->Click on confirm and save

6. How do | add a new person in the system?
Click on Manage People->Click on Add Person->Fill in the first individual information—>Click on
confirm and save. Click on Add Demographic information which is tab->Fill in the required
fields=>Click on confirms and save. Before you click on set position make sure you first create it.
After creating the position then assign it to the person. Then add all the necessary information

on the person’s page

7. Can the system work without internet?

Yes, the system can work without internet.
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The system can run on a computer that is not connected to internet.
It can also be access from several offices within the building through the LAN with or without
internet.

8. How is the system backed up and where is it done?

The system does an automatic backup on the local computer every day after hours.

9. Deleting records: This function is currently reserved for advanced systems administrator and is
subject to approval.

10. What to put in comments and notes sections?
Any information deemed to be useful in relation to that section and is not captured by any of the
field designed in iHRIS manage.

11. Why do | continue to see a person in the system when | recorded a movement?
When you record a movement, the person’s record is not permanently deleted from the
database but is deactivated from the staff list. This simply means that the person’s record is
removed from the active staff list. To view active staff, go to “view report” and select “staff
list”.

However, the person’s record will continue to be available in the system and can be viewed

through searching the database via “search records”.

12. Search records and staff lists gives a different number

Numbers on staff list and search list will vary because of the explanation given in the question

13. How do | know the records entered on a particular day?
To get information on record entered on a particular day i.e. not more than one week, click on

search records, select recent changes and choose the option of your interest.

14. How can | tell who accessed the system and what they did?

The system keeps a log of all operations and it's accessible by the System Administrator
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THE FUTURE WITH iHRIS MANAGE

BEFORE iHRIS AFTER iHRIS

Figure 38; before iHRIS Figure 39: after iHRIS
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12 APPENDIX

Roles

Users

Privileges

Administrators

IntraHealth Team

Have full access to the system and can
create new users and change users’

passwords.

Executive Managers

Simon Mathias

Have access to Generate reports in order to
analyse data; can search for and view any
record but cannot enter data into the system.

NB: Cannot create new users or change

users’ passwords.

HR Manager

Grape Shimwefeleni

Manages system data, including correcting
data and managing data selection lists; can
search for, view, enter data and correct any
record and generate any report.

NB: Cannot create new users or change

users’ passwords

HR Staff

Nandi Ngolo
Eunice Nakwatumba

Philemon Thomas

Enters and updates records and positions;
Can generate any report.

NB: Cannot create new users or change

users’ passwords.

Training Manager

Ottilie Nambambi

Training Manager:

Sets up the in-service training management
program, schedules employees for trainings
and evaluates employees’ performance in
trainings. Cannot create new users or change

users’ passwords.
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