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WHAT IS INCLUDED IN THIS RELEASE?

9.40 Avanti Enhancement Release Guide
e Includes details of the enhancements that are contained in this release.

Downloadable Avanti software release Version 9.40
e Includes complete software installation. Please note that this release supersedes any previous
updates/releases.

Installing the Update — Applicable for On-Premise Clients

Instructions to install the release are available on the help.avanti.ca. Additionally, these instructions can
be accessed by selecting ‘Installation Instructions’ once the update has been downloaded on the Avanti
Update Service.

Avanti Software Inc - GTS12345

Download
r

Update Folder Name Update Type Description
Avanti 940 Full Release Release Version 9.40 - Fall 2019 Enhancements Release

\ersion
09.40

Product
AVANTI

Finished.

Update Source
& Secure FTP { FTP " CDor Folder

Check for Updates |  Installation Instructions || Install Updates | Exit |

Request a Feature
Included in this release are some client feature suggestions. Thank you to everyone who contributed

ideas for changes to the Avanti software.

Any of the features in this release document that were added as a result of your suggestions
will be identified with this icon.

Do you have an idea that could improve Avanti? Avanti now has a link located on the Avanti Help Center,
help.avanti.ca. To submit an enhancement, click the link and fill out the form.

We appreciate your input on how we can improve the Avanti experience for everyone involved.


https://help.avanti.ca/support/solutions/articles/36000189810-avanti-update-installation-guide
https://help.avanti.ca/support/solutions/folders/36000185960

ADDITIONAL MENU ITEMS

‘Display Update Menu’ provides the ability to identify newly released or updated menu items. Menu
items can be updated or added by selecting ‘Display Update Menu’ in System Administration >> System
Menu >> System Menu.

File Edit View Options Help

Iee @BDXVa
[=- Main Menu

[+ System Administration
- Alerts

[+- Canadian Payroll
[+- Report Designer
- Financial System
[+- Chegue Reconciliation
(- Time & Attendance

(- Position Management
[+- Human Resources
[
[E
£
[E
£
[
[E

+- Training & Development
+|- Benefits Administration
- Applicant Management
+- Web Services

+|- Career Connector

+- Time Clock

H- Workflows

o] o o] (=]~ [0+ [ ]

The following menu items will be available for clients with Web Services:
e Maintain Web Reports

The following menu items can be updated for clients with Web Services:
e Company Documents



When ‘Display Update Menu’ is selected, an additional column that displays the standard menu items
will appear. Once selected, the ‘Display Update Menu’ button becomes a ‘Hide Update Menu’ button.

File Edit View Options Help
X T e o Q
Avanti Menu Update Menu

-- Applicant Management
- Installation and Maintenance

- (Global Web Settings

- Avanti Self-Service Portal Security Settings
- Company Web Settings

- Web Menu

- Web Change Log Listing

- Delete Web Change Log

- Statement/Cheque Forms Mairtenance

- Statement/Cheque Forms Image Maintenance
- Employee Document Review Setup

- Company Document Review Setup

- Time Entry Templates

- Time Entry Approval Templates

- Widget Sources

- Widget Defaults

- Schedule Templates

- Schedules Maintenance

- Maintain Onboarding Steps

£ Web Services

£l Installation and Maintenance

Global Web Settings

- Avanti Self-Service Portal Security Settings
- Company Web Settings

- Web Menu

- Web Change Log Listing

- Delete Web Change Log

- Statement/Cheque Forms Maintenance

- Statement /Cheque Forms Image Maintenance
- Employee Document Review Setup

- Company Document Review Setup

- Time Entry Templates

- Time Entry Approval Templates

- Widget Sources

- Widget Defaults

- Schedule Templates

- Schedules Maintenance

- Maintain Onboarding Steps

- Mairtain Web Reports

[+ User Roles W - User Roles v
< > < >

Modify Insert Delete Al w4 |» Hide Update Menu Prirtt Exit

The Avanti Menu column displays all the menu items currently in your system. The Update Menu column
displays the standard Avanti menu items. These menu items are colour coded for easy comparison of the
menu items. Items that appear in red in the Update Menu are items that are available but are not in the
Avanti Menu.

Avanti Menus Colour Coding Legend:

e Blue —The menu item is the same in the Avanti Menu and Update Menu. No changes are
required.

e Green—The menu item does not exist in the Update Menu. This menu item currently exists on
the Avanti menu only. It may be a custom program or a manually added program. This is for
informational purposes only.

° — This menu item can be found in the Avanti Menu and Update Menu, but there is a
discrepancy between the menu items. To identify the difference, right-click on the menu item
and select View.

e Red - The menu item does not exist in the Avanti menu. This item currently exists on the Update
Menu only. It may be a menu item that was made available in a Release that was added to the
Avanti Menu.



ADDING NEW MENU ITEMS INTO THE AVANTI MENU

To insert one of the menu items, right-click on the Update Menu Item that should be moved to the
Avanti Menu and select ‘Add New in Avanti Menu.’ For a menu item to be inserted into the Avanti

Menu, it must only appear on the Update Menu. Menu items that only appear on the Update Menu will
appear in red.

|AI:I|:| Mew in Avanti Menu |

Merge Avanti Menu [tern
View

Collapse

Expand

Expand All

Collapse &ll

Search Ctrl+F
Repeat Search F3

The following menu items will be available for clients with Web Services:
e Maintain Web Reports

For more information, please refer to and
The following menu items can be updated for clients with Web Services by selecting ‘Merge Avanti Menu
Item’ instead of ‘Add New in Avanti Menu’:

e Company Documents

For more information, please refer to



RE-ARRANGING THE MENU ITEMS

Once the menu item has been added, it can be moved to a different location using the navigation panel
available in System Administration >> System Menu >> System Menu.

Please Note: The navigation panel is disabled when ‘Display Update Menu’ is selected. If ‘Display Update
Menu’ has been selected, please select ‘Hide Update Menu.’

File Edit View Options Help

300 ARLX Ve

=~ Main Menu
[#- System Administration
(- Alerts
- Canadian Payroll
+- Financial System
- Cheque Reconciliation
o Time & Attendance
7)- Training & Development
i Benefits Administration
- Applicant Management
i-Web Services
1l Career Connector
7- Time Clock
- Workflows

Modty || inset | [ Delte |

E This moves the highlighted menu item up on the menu.
E This moves the highlighted menu item down on the menu.

E This moves the highlighted menu item to the left on the menu.

] This moves the highlighted menu item to the right on the menu.



ADD NEW EMPLOYEE PROFILE MENU ITEMS

There are no new menu items in the 9.40 Release for Employee Profile. This is only applicable to clients
who wish to install the menu items that were released in a previous version. Clients who do not wish to
install the menu items that were previously released can skip to Add And/Or update Web Service Menu
Iltems.

‘Display Update Menu’ provides the ability to compare the menu items setup to the standard menu
items provided by Avanti. Menu items can be updated or added to the Employee Profile Menu. To access
this functionality, select ‘Display Update Menu’ in System Administration >> System Menu >> Employee
Profile Menu. When ‘Display Update Menu’ is selected, an additional column that displays the standard
menu items will appear. Once selected, the ‘Display Update Menu’ button becomes a ‘Hide Update
Menu’ button.

To insert one of the menu items, right-click on the Update Menu Item that should be moved to the
Avanti Menu and select Add New in Avanti Menu. For a menu item to be inserted into the Avanti Menu,
it must only appear in Update Menu. Menu items that only appear on the Update Menu will appear in
red.

File Edit View Options Help
CHERSEET Rl SRV (7] Q
- Personal

- Dates

- Walues

- Employment Data

- Payment Method

- Tax Factors

- Documents

- Time Ertry Documents

- Positions

- Variable Values

[+ Eamings

[+ Deduction/Benefits

- Tatals

#- Documents and Reviews
- Payment Inquiry

- View Tax Slip Images

- Onboarding

[#- Benefits Administration
[+- Human Resources

- Change Log

Modify Insert Delete A w4 ) Display Update Menu Load Default Menu oK Cancel
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ADD AND/OR UPDATE WEB SERVICE MENU ITEMS

‘Display Update Menu’ provides the ability to compare the menu items setup to the standard menu
items provided by Avanti. Menu items can be updated or added to the Web Menu. To access this
functionality, select ‘Display Update Menu’ in System Administration >> System Menu >> Web Menu.
When ‘Display Update Menu’ is selected, an additional column that displays the standard menu items
will appear. Once selected, the ‘Display Update Menu’ button becomes a ‘Hide Update Menu’ button.

To insert one of the menu items, right-click on the Update Menu Item that should be moved to the
Avanti Menu and select Add New in Avanti Menu. For a menu item to be inserted into the Avanti Menu,
it must only appear in Update Menu. Menu items that only appear on the Update Menu will appear in
red.

File Edit View Options Help

X T e L7 R
Avant Menu Update Menu
;- Messages A ;- Messages ”
=~ Personal =l Personal
- Values - Emergency Contacts
-- Emergency Contacts - Dependent
- Dependent - Benefits
-~ Benefits - Entitlements
- Entitlements - Federal TD1 Tax Factors

- Federal TD1 Tax Factors - Provincial Tax Factors
- Provincial Tax Factors .. Pay Statements

ax Slip Forms - Employee Documents
- Employee Documents - Documernt Review

- Document Review - Appraisal History

- Appraisal History - Disciplinary Histary

- Disciplinary Histary - Grievance History

- Grievance History - Mvards

- Awards - Qualfications

- Qualifications - Consigned Property
- Job Posgtings w - Job Postings v
Modfy = Insei  Delete & w 4 b | HideUpdate Menu | Load Default Menu Print Exit 4

The following Web Services menu items are available in 9.40:
e Payroll Reports
e Role Administration

The following menu items will be available for clients with Human Resources:
e Consigned Property

The following menu items will be available for clients with Time & Attendance:
e Time & Attendance Reports

11



The following Web Services are available with additional functionality in 9.40. These items can be
updated by selecting ‘Merge Avanti Menu Item’ instead of ‘Add New in Avanti Menu’:

e Personal Information

e Benefits

e Pay Statements

e Tax Slip Forms

e Time Data Approval

e Attendance Calendar Approval

e Personal Info Changes

The following Web Services menu items are updated in 9.40 with additional functionality for clients with
Time & Attendance: These items can be updated by selecting ‘Merge Avanti Menu Item’ instead of ‘Add
New in Avanti Menu’:

e Availability Approval

e Schedule Approval

e Time Card Approval

Prior to updating Availability Approval, please confirm that the ‘If entries exist’
option is set correctly. For more information, please refer to Availability Approval -
'If Entries Exist.’

Values has been removed from the Web Menu as the same information can now be displayed on
Personal Information. For more information, please refer to

Knowledge Base has been removed from the Web Menu as it has been replaced with the new Help
Center. For more information, please refer to

12



SYSTEM MODIFICATIONS
PREFERRED NAME

Benefits: Aids the identification of the correct employee.

An employee’s preferred name can now be displayed in brackets on employee dropdowns throughout
Avanti.

File  Options Help

EmpNa Mame Sin ~

000000006  Samson, Kelly D 440968147

000001010 Smith, Harve 000000000

000000002 Smith, Megan  (Meg) 440963859 |

000000019 Smith, Susan 000000000

000001002 Smith, William 000000000

000001014  teesst, no position 000000000 7
Help | Details | | Fiter | | Find Cancel

This setting will not affect the display of employee names on the Avanti Self-
Service Portal.

To display employee’s preferred name, update the value to Y for Program Option
Py.EmployeeLookup.ShowPreferredName. This can be updated in System Administration >> System
Parameters >> Program Options.
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AVANTI HELP CENTER

Our help center has moved! Our new help center can be accessed from help.avanti.ca.

‘ Avanti Software

B
EENN
L AN
LN
AN

Year End

Hire an Employee

Creating a Formula Driven Report

Back to Help Center Home EDIT PROFILE SIGN OUT

How can we help?

: (P o) I

C 0 =

FAQs Submit a ticket Request a Feature

Featured articles

Pre Year-End Preparation Year End Checklist 2019

Content by Category
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http://help.avanti.ca/

CANADIAN PAYROLL
NET PAY

Benefits: Enter the amount the employee will be paid after taxes and deductions.

‘Net Amt’ has been added to Payroll Data Entry and Attendance Calendar. When this is selected, the
amount entered will be the amount the employee is paid. The gross earning will be calculated during
payroll processing to take into account taxes and deductions.

Employee 000000001 Friesen, Damyl P |

Date |08-0ct-2019 |~

EﬂFI'III'IgCDEIE|2{H] |Bc|r||_|5 v|

Position Code |||}|}|]D[pﬁ |Accnurrtarrt ~ |

Rate 1,000.000

Account T'!"'DE Gmup ot

GIL Group 0002 |Sales Albetta v

This will only be available on the Avanti Application.

Setup
The allowed variance from the net amount can be specified, providing a range that the employee can be
paid. By default, the net pay will match the amount entered.

To update the variance, enter the allowed variance amount in Py.Paycal.AllowableGrossDiff. This can be
updated in System Administration >> System Parameters >> Program Options.

Performance issues may arise from having a precise variance.
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REPORT DEFINITION — NEW REPORT SOURCES

Only applicable to clients with Human Resources. Clients who do not have Human Resources can skip to

Benefits: There is a new report source to assist with designing reports.

Clients with Human Resources:

e Disciplinary History >> Location Description

e Disciplinary History >> Action Plan
Disciplinary History >> Action Taken Date
Disciplinary History >> Created By
Disciplinary History >> Created Date
Disciplinary History >> Available Date
Disciplinary History >> Viewed Date
Disciplinary History >> Sign-Off Date
Disciplinary History >> Sign-Off Comment
Disciplinary History >> Approved Date
Disciplinary History >> Approved By
Disciplinary History >> Approved Level
Disciplinary History >> Approved
Disciplinary History >> Approval Comment

Offence, Action, Action Taken By, and Action Taken Date will appear in a comma-
separated list when there are multiple values in the discipline entry.

—|- Disciplinany Histony

- Documence Date
- Location Code

I Location Desu:riptiu:unl
- Comments

- Offense

-

- Aiction

- Action Taken by

- Action Taken Date
- Created By

- Created Date

- Available Date

-1 Viewed Date

-1 Sign-Cff Date

-1 Sign-0ff Comment
- Approved Date

- Approved By

- Approved Level

- Approved
-1 Approval Comment
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APPLICANT MANAGEMENT

Only applicable to clients with Applicant Management and Benefits Administration. Clients who do not
have both these modules can skip to Human Resources.

UPDATE BENEFITS ON APPLICANT HIRE @

Benefits: The benefits from the Benefit Group will be added to the Employee Profile once an applicant is
hired.

If a Benefit Group is selected when hiring an applicant using Applicant Hire, Update Employee Benefits
will now be available. This will:

e Set the benefit eligibility date.

e Set the benefit premium date.

e Expire existing employee benefits if the applicant was previously employed by the company.

Employee Benefits can be updated once all the employment information, including a Benefit Group, is
entered on Applicant Hire and Ok is selected. Update Employee Benefits will appear similar to the

following:

Eligibility
(®) Use Benefit Eligibility Date
() Override Coverage Effective 150ct-2019

Premiums
(®) Ise Benefit Premium Date
() Override Premium Effective 150ct-2019

Existing Employee Benefits
(®) Do not expire benefits Coverage Expiry  15-0ct-2013
() Select benefits to expire Premium Expiry |150ct-2019

In Previous Ben. Group

Hoailable Selected
|
»
4
L]
Help oK Exit
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CAREER CONNECTOR

Only applicable to clients with Applicant Management who are using Career Connector. Clients who are
not using Career Connector can skip to Human Resources.

ADD FIGURES, DATES, TEXT FIELDS AND CHECK FIELDS TO CAREER CONNECTOR

Benefits: Helps determine whether applicants meet the job requirements.

Figures, Dates, Text Fields, and Check Fields can now be added for applicants to answer when applying
for a position and updating their Profile on Career Connector. These can be optional or required. By
default, these fields will not be available on Career Connector.

To include these fields, they must be setup on the Misc. Fields tab of the Applicant Management
Parameters. After changes are made, ‘Synchronize with Career Connector’ must be run.

Applicant Mumber  Misc. Fields  Job Req Labels Employee Fields Applicant Defauks  New Applicant Events  Hire Options

Figures Dates Text Fields

1. [Curent Salary [Ref Checked

(Cther Language

2. [Salary Requested Curent Location

4

| |
| | |
3.‘Mu\ting Bonus | | ‘ |
| | |
| | |
| | |

5
5

Check Fields
1 ‘Wl\hng to Travel ‘

2 ‘Wi\ling to Relocated ‘

To display on Career Connector, select ‘Include’ for the fields on the Personal Information section of
Career Connector Settings. Once ‘Include’ is selected, enter the label for the field and whether the field
is required.

] Q & J §
Jobs Settings CCADMIN

Career Connector Settings

&, General

Personal Information Settings

2k Profile
Q. search ] 6

Other Figures
& Education

Include Figure # Label Required

# certificates

@ 1 What is your salary at you current position?
W Courses
& Licenses v 2 What is your desired salary? v
AR Memberships

(] ) Figure 3 Label
= Employment
A& References 4 Figure 4 Label
% skils
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% AVANTI

Lisa Lane

Username: LLane
™ Education

* Cerificates
B Courses

BA Licenses
Al Memberships
= Employment
A8 References
# Skills

1t Preferences
G Applied Jobs

& Change Password

Personal Information

Province *
Alberta

Country *

Canada

Postal Code *

T2T 212

Work Phone *
403.444 4445

Work Phone *
403.444 4445

Preferred Language

English

What is your salary at your current position?

0.00

What is your desired salary?

0.00

Jobs

Once the settings are saved, the fields will be available on the Personal section when applying and on
the Profile.

LLane

Save

Additionally, the Check Fields labels can now be up to 1024 characters in length. These are defined on
Misc. Fields tab of the Applicant Management Parameters. On the Applicant Profile, these fields now
appear beneath Employee on the Employment Data tab to accommodate the increased size.
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JOB OFFER — SIGNATURES, REVIEW MESSAGES, TIME BEFORE SIGN-OFF & SIGN-OFF CERTIFICATES

Only applicable to clients with Web Services who are using Career Connector. Clients who do not have
these can skip to Human Resources.

Job offers on Career Connector can now have a document review setup which provides the ability to
setup the following:

Additional Messages Above and Below the Offer Letter
Require Comments

Response Options

Time Before Sign-off

Require Signature

Viewed Date

Document Hashes

Sign-off Certificate

By default, a document review is not setup for job offers, and it will continue to have the options to
either accept or decline, with the ability to enter optional comments.

Offer Letter

This offer will expire on Tuesday, Cctober 152019

GetOfferLetter

Melanie Smith
123 4 Avenue SW
Calgary, AB

T2T 272

Dear Melanie:

I am pleased to offer you the contract position of Warehouse Worker with ABC Inc.

This position is a contract position with an hourly rate of $17.50 per hour, commencing November 4,
2019. A probationary review will be conducted at the completion of 3 months.

The work schedule is 3 days per week, Tuesday through Thursday frem 8:00am to 4:30pm per day. (7.5

@ | accept the Job Offer
| decline this job offer
| accept this job offer with the following conditions, see comments
Comments

Please provide your signature

Clear Signature

You can review this document in 27 seconds.
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Setup
To setup a document review for Job Offers, create an employee document review for Document Type 55
in Web Services >> Installation and Maintenance >> Employee Document Review Setup.

For more information on Employee Document Review Setup, please refer to the Web Services Reference
Manual.

Document Type 55 - Applicant Job Offer ~
Camrt s
Top Message Top Message French
Bottom Message Eottom Message French
Active Time before signoff
Review Start Date [07.0ct-2019 [v] [1200 AM | Days
Review End Date [31-Dec-2099~ | [1200AM | 0 12 Hours
Document Created After | | | Minutes
Document Created Before | | | romls

Fesponse Messages

| decline this job offer
| accept this job offer with the following conditions, ses comments

£ >

| Modfy | | Insett | Delete |

(®) Align Response Messages in one column
() Align Response Messages in two columns
Require Signature

Signature Message |F‘Iease provide your signature |

Signature Message French | |

oy
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HUMAN RESOURCES

Only applicable to clients with Human Resources. Clients who do not have Human Resources can skip to
Time & Attendance.

APPROVING APPRAISALS

Benefits: Provides the ability to finalize appraisals, preventing some or all users from making changes
to entries.

Appraisals can now be approved. Appraisal Approval can be setup so users can continue to update their
own approved appraisals, or no one can update the approved appraisals.

Once an appraisal is approved, the user that approved the appraisal and the date the appraisal was
approved will be displayed in the status. By default, appraisals cannot be approved.

Appraisal Approval in Avanti appears similar to the following:

File Edit View Options Help

B0 X Te (7 Q
Employee 000000001 [Friesen, Damyl P ~ T e T [[57][2] options

Rating Action Type Comments Total Rating Value Total Percentage Status

R R i - o — . e ST Camied B - —
15-Oct-2016  E P10 9345 Employee has shownalotofim 264250293 50.19 Completed by AVANTIUSER on 27-Oct-2016.
23-0ct-2017 0001 01 9345 Employee has shown i 284 50 of 293 §7.10 Completed by AVANTIUSER on 30-Sep-2019.
01-Oct-2018 0001 06 9945 Should be considered for a sup 278.00 of 293 94.88 Completed by AVANTIUSER on 15-Oct-2018.

Sep-2019 0001 D1 55945 Darryl has surpassed previous 29075 of 293 99.23 Approved by AVANTIUSER on 25-Sep-2019. |

Modify Insert Delete Approve Unapprove Print Exit

Appraisal Approval in Avanti Self-Service Portal appears similar to the following:

YAVAN1I P p—

Messages  Personsl-  JobPostings  Employes Training=  Schedules~  TimeCards~  TmeData~  Amsndance Calendar-  TmeEnwy  TimeEniyApproval~  Company Documents  ApplicantManagsment  Dashboards+  Reporting =

& Appraisal History

< 000000001 - Friesen, Darryl - > Show Inactive Suppress Headings on Print 4 In:
Type ReviewDate Rating Action Commems Total Rating Valus  Total Percentage Status

Approved by AVANTIUSER on

FEd | EPint | vApprove |+ Unapprove Annual Employss Appraissl  30-Sep-2013 0001 01 Darryl has surpasssd previous 207501293 99230000 ° 'z”" VANTIUSER =

ed by AVANTIUSER on

FEG | @Pint «Unspprove || Annusl Employes Appraisal 01012018 0001 06 Shoukd be considersd for a sup 278.00 01283 44 860000 et
FEd | @Pin #Approve | = Unapprove Annual Employee Appraisal  23-0c-2017 0001 01 Emplayee has shown wemendous 2845001263 47.100000 fz;‘f)‘s:‘: by AVANTIUSER on
FEdt | P hpprove |+ Unapprove Annusl Employee Appraisal  15-0ct2016  E Pid Emplayes has shon alot af im 2642501293 90.190000 f;’;?‘;;:“ EEHEUSER
ted by AVANTIUS!
FEdt | EPrin + Unapprave Annusl Employes Appraisal 23002015 0001 01 Darryl has continusd to excesd 2660001293 90.780000 ?°;'§‘§Eib’ VANTIUSER on
©2001-2019 Avanti Software Inc_ Al Rights Reserved ms and Conditions
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Setup: Allow Employees to Update Approved Appraisals

To enable Appraisal Approval so employees can update their approved appraisals, but no one else can
update them, enter False for Hr.AppraisalHistory.ModifyApprovedRestricted and True for
Hr.AppraisalHistory.AllowApproval.

These can be updated in System Administration >> System Parameters >> Program Options.
Setup: Prevent Modification of Approved Appraisals

To enable Appraisal Approval where no one can update approved appraisals, enter True for
Hr.AppraisalHistory.ModifyApprovedRestricted and Hr.AppraisalHistory.AllowApproval.
These can be updated in System Administration >> System Parameters >> Program Options.

Additional Setup on the Avanti Self-Service Portal
Only applicable to clients with Web Services. Clients without Web Services can skip to

Once these settings are updated, select ‘Reload Settings’ in Administration >> Administration Settings
on the Avanti Self-Service Portal.
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APPROVING DISCIPLINARY HISTORY ENTRIES

Benefits: Provides the ability to finalize disciplinary entries and prevent users from making changes.

Disciplinary Entries can now be approved, which will prevent users from updating the entry. Once
approve is selected, the Date and User that approved the entry will be displayed in the status. By
default, disciplinary entries cannot be approved.

Disciplinary Approval in Avanti appears similar to the following:

File Edit View Options Help

BRLX| Ve (7] oY
Employee (000000001 [Friesen, Damyl P < (|« e | ][S57][2 ] otions
Occurrence Date Location Offence Offence Description Comments Status Created By Created On Viewed On

RS i a2 o - — BRI e e e

Modify Insert Delete Approve Unapprove | Print Exit

Disciplinary Approval in Avanti Self-Service Portal appears similar to the following:

b AVAN 1 l Disciplinary History | Manager Self Service Smith, Megan ~

Messages  Personalv  JobPostings  Employee Training~  Schedules~  Time Cards~  TimeDatav  Attendance Calendar~  TimeEntry  Time Entry Approval~

1@ Disciplinary History

4 | 000000001 - Friesen, Darryl +x T = Add Discipline NS EEYST]
Occurrence Date % Location 4 | Offence 4 Status i
Details " Approve Unapprove 01-0ct-2019 1100 - Edmenton 0007 - Customer filed complaint Approved by AVANTIUSER on 10/7/2019.

Displaying 1 Disciplinary History Entry

© 2001-2019 Avanti Software Inc. All Rights Reserved. Terms and Conditions

To enable Disciplinary Approval, enter True for Hr.MtEmpDisciplinaryHistory.UseApprovals in System
Administration >> System Parameters >> Program Options.

Additional Setup on the Avanti Self-Service Portal

Only applicable to clients with Web Services. Clients without Web Services can skip to Time &
Attendance.

Once these settings are updated, select ‘Reload Settings’ in Administration >> Administration Settings
on the Avanti Self-Service Portal.
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TIME & ATTENDANCE

Only applicable to clients with Time and Attendance. Clients who do not have Time & Attendance can
skip to Web Services.

COMMENTS ON EMPLOYEE SCHEDULE CALENDAR AND SCHEDULE CALENDAR

Comments can now be included in the following reports:
e Employee Schedule Calendar
e Schedule Calendar

To include comments in the report, select Comments for Cell Content on the Report Defaults tab.

Select ‘Wrap Cell Content’ in Print Options to ensure the entire comment will be
displayed

Report Defaults  Page Layout  Printer Setup  Data Fiter  Cowver Page

Date Selection Time Format
[¢] [20130a01 [V] [2019:0ct-31 [V] [B ] OAMPM @ 24 hour
Employee Selection
Include Active Include Inactive
Al
@ Range  From |000000001 John, Philips To [000000D01 John, Philips
Print Options  Employee Fiters  Detail Fiters  Sort
Option Selection Employee Heading Format
[ Use Colors |Given Name, First Letter of Sumame V|
] Defautt Position/Location Detail Values )
Wrap Cell Cortent Employee Mumber Heading Format
] Suppress Blank Lines |D1'5p|a],r Befare the Name ~ |
[ Separate Cell Contertt By Comma Cell Cortert
[ Separate Cell Contert By Mew Line Lvailable Selected
E Repeat Sort Header Units & UOM Pay Code
Show Weekly Totals Shift Code From Time
Shift Desc M| [ToTime
Pasition Code Comments
Peosition Desc |I|
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The Report Defaults on the Avanti Self-Service Portal appears similar to the following:

AVA N 1 Manager Self Service

Messages  Personalv  JobPostings  Employee Training=  Schedulesw ~ Time Cards»  TimeDatav  Aftendance Calendar~  Time Entry

Report Format

Employee Schedule Calendar v PDF A & Download Report

& Report Options A& Fmployee Selection Wl Page Layout =4 Cover Page

& Date Selection

From To Time Format
2019-Sep-28 B 2019-Sep-28 E] ® AMPM @ 24 Hour
& Print Options Y Detail Filters T Sort
Options Employee Heading Format
Use Colors Separate Cell Cantent By Given Name, First Letter of Surname v
Default Position/Location Detail Comma
Values S.eparate Cell Content By New Employee Number Heading Format
¥/ Wrap Cell Content Line )
Suppress Blank Lines Repeat Sort Header Display Before the Name v
Show Weekly Totals
Cell Content Fields Selected Fields
Units and UOM Pay Code
Shift Code From Time:
Shift Desc To Time
Position Code L

Position Desc

“
Location Code
Location Desc

Task Id

When printed, Cell Content will appear similar to the following:

2019-5ep-28 Payroll Company1 Report 60853
12:40 Employee Schedule Calendar Page 1
from October 01, 2018 to October 31, 2018
000000001 - Phillips J
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
2079-Oct-07 Z 1] 2]
REG 11:00 - 19:30 REG 12:00 - 20:00 REG 11:00 - 19:30 REG 30 - 18:00
06 07 (] 09 10 " 12
REG 9:30 - 18:00 REG 11:00 - 18:30 REG 12:00 - 20:00 REG 11:00 - 19:30 REG 9:30 - 18:00
T3 LE 15 16 i T8 18
REG 9:30 - 18:00 REG 11:00 - 19:30 REG 12:00 - 20:00 REG 11:00 - 19:30 REG 9:30 - 18:00
20 21 22 23 24 25 26
REG 9:30 - 18:00 REG 11:00 - 19:30 REG 12:00 - 20:00 REG 14:00 - 19:30 REG 9:30 - 18:00
TRAIM 11:00 - 14:00
Health & Safety Training
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TIME CARDS - ENTITLEMENT THRESHOLDS ON APPROVAL

Benefits: Prevent entitlements that exceed the accrued leave from being approved.

Avanti now provides the ability to display a warning or prevent entitlement entries that exceed the
remaining unit threshold from being approved on Time Cards in Avanti.

By default, a warning message will be displayed on approval when an entry results in negative remaining
units for a leave entitlement.

This will not impact entitlement validation on the Avanti Self-Service Portal.

File Edit Help

FRAX T (7
Date Range | 4 | [02:0ct-2019 [+ | [040ct-2013 [+ | [ Refresh Auto Refresh Show | PayCodes
Employee | Employee Name |Tnta| ‘wed, Oct 02 | Thu, Oct 03 | Fri, Oct 04 | A
000000001 Friesen, Darryl P 16.00 *® REGULAR 32 REGULAR
| |000000D02 | Smith, Megan 2400(3¢ REGULAR 32 REGULAR 32 REGULAR
| |0D00DO003 | York, Susan 15.00 _ % REGULAR
| |0000D00T0 |Lamas, Tracy L 16.00 *® REGULAR 32 REGULAR
| 3 REGULAR 32 REGULAR ¥

Results  Employes Filtter (OFF)  Cell Fitter (OFF)  Employee Info  Display Options
Process: Approve =

Approve time card entries from selected range started. ..
Employee 000000003 on 02-0ct-2015: Leave taken of 7.00 hours plus unprocessed entries of 0.00 hours for "350 - Vacation Pay Time Taken' exceeds the remaining
leave of 4.00 hours by 3.00 hours for "849 - Accrued Vacation Pay’.

1time card(g) selected for approval. 0 time card|s) have been approved.
..completed.

Totals/Rules| | Approve Unapprove Cancel Undo Cancel Print Exit

Setup
An Entitlement threshold can be setup in System Administration >> System Parameters >> Program
Options.

e To approve entries and display a message when the threshold is exceeded, enter Warning for
the value of Tc.TimeCard.EntitlementValidationType.

e To prevent entitlement entries from being approved when the threshold is exceeded, enter
Error for the value of Tc.TimeCard.EntitlementValidationType.

e Specify the threshold, in Units, that the Remaining Units of the entitlement cannot fall below in
Tc.TimeCard.EntitlementValidationThreshold. This should either be zero or less.
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WEB SERVICES

Only applicable to clients with Web Services.

PERSONAL INFORMATION

Benefits: Personal Data can now be updated to only display the information relevant to your
organization. Additionally, figures and dates can now be displayed.

Personal Data and Values are now combined and are available as Personal Information on the Avanti
Self-Service Portal. In addition to having a more modern appearance, the new interface provides the
ability to select which fields will be displayed and can be modified. Additionally, user-defined Dates and
Figures can now be included.

Personal Data provides the ability for the employee to view their personal information. By default, all
personal data fields are visible and can be modified by all users.

Values, Figures, and Dates provide employees with the ability to view, modify, and save the fields
defined in Canadian Payroll >> Installation & Maintenance >> Payroll Parameters >> Profile Field Names.
By default, these sections will not be displayed as no fields are displayed by default. Additional
configuration will need to be completed to display these sections.

To use the new user interface, the menu item on the Web Menu will need to be updated. For more
information, please refer to the Add New Web Service Menu ltems.

For more information on configuration, please refer to the Web Services Reference Manual.

> AVA N 1 | Personal Information | Manager Self Service rﬂ Smith, Megan ~
Messages  Personal~  Job Postings  Employee Training~  Schedules~  Time Cards~  TimeData~  Aftendance Calendar~  Time Entry
A& Personal Information
€| 000000002 - Smith, Megan LR
2 Personal Data 2 Personal Data
B Values Employee Number Preferred Name
000000002 Meg
$ Figures
Address Line 1 Address Line 2
S Dates
123 4 Ave
City Province
Calgary Alberta
o
Postal Code Country
2012 CAN
Phone Number
Work v 403-444-1234 Cell v
Home v 403-444-5678 Pager v
Primary Email Pay Statements Email
MeganS@email.com
Alerts Email Home Email
Work Email Tax Slips Email
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BENEFITS

Only applicable to clients with Benefits. Clients who do not have Time & Attendance can skip to Pay

Statements.

Benefits: Benefits can now be updated to only display the information relevant to your organization.

Benefits on the Avanti Self-Service Portal has a new user interface. In addition to providing a better user

experience, the new interface provides the ability to select the columns displayed and rename the
column headings. Additionally, you can determine whether Benefits are displayed before they are
effective and after they are expired.

To use the new user interface, the menu item on the Web Menu will need to be updated. For more

information, please refer to the Add New Web Service Menu ltems.

For more information on configuration, please refer to the Web Services Reference Manual.

SAVANT1I

Messages  Personal~  Job Postings

iZ Benefits

L BRE000000001 - Friesen, Da

Code 4 Description
535 RRSP

710 Car Taxable Benefit
610 Life Insurance

615 AD&D

620 LTD

625 STD

Displaying 6 Benefit Entries

Employee Training~ Schedules ~ Time Cards~ Time Data ~ Attendance Calendar~

X W > b ¢ 2 Export as Excel

A Type A | EffectiveDate A Expiry Date A | Waived A | Certificate
Employee only 01-Jan-1999 No 00342588
Employee only 01-Jan-1999 No 00342588
Employee only 01-Mar-1999 No 00342588
Employee only 01-Mar-1999 No 00342588
Employee only 01-Mar-1999 No 00342588
Employee only 01-Mar-1999 No 00342588

©2001-2018 Avanti Software Inc. All Rights Reserved. Terms and Conditions

Time Entry

Benefits

Time Entry Approval~

A | Dependents

Manager Self Service

£ Beneficiaries

Smith, Megan ~

Company Documents

4 Coverage Amount %
$0.00
$0.00

Friesen, Carol $238,000.00

$0.00
$0.00

$0.00
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PAY STATEMENTS

Benefits: Pay Statements can now be updated to only display the information relevant to your
organization.

Pay Statements now has a new interface on the Avanti Self-Service Portal. In addition to having a more
modern appearance, the new interface provides the ability to select the columns displayed and rename
the column headings.

To use the new user interface, the menu item on the Web Menu will need to be updated. For more
information, please refer to the Add New Web Service Menu ltems.

For more information on configuration, please refer to the Web Services Reference Manual.

‘ AVA N 1 l Pay Statements Manager Self Service m Smith, Megan v

Messages  Personal=  JobPostings  Employee Training~  Schedules-  Time Cards=  TimeData~  Attendance Calendar~  Time Entty  Time Entry Approval=  Company Documents

iZ Pay Statements
4 000000002 - Smith, Megan v » T
Show 10 v Q | Search
Pay Ending Date v Cheque No 4 Cheque Date 4 Eamings 4 Deductions £ Benefits 4 NetPay 4
T View =1 Print 12-0ct-2019 004789 14-Sep-2019 $5.020.00 $1957.89 $876.12 $3.062.11
Ve ¥4 Print 28-Sep-2019 004795 28-Sep-2019 $5,020.00 $1,893.95 $794.02 $3,126.05
T View =1 Print 31-Aug-2019 004783 31-Aug-2019 $5.020.00 $1957.89 $876.12 $3.0862.11
T View ¥ Print 17-Aug-2019 004777 17-Aug-2019 $5,020.00 195789 $876.12 $3,062.11
T View =1 Print 03-Aug-2019 004771 03-Aug-2019 $5,020.00 $1957.89 $876.12 $3,062.11
mView =4 Print 20-Jul-2019 004765 20-Jul-2019 $5,020.00 $1957.89 $876.12 $3.082.11
T View =4 Print 06-Jul-2019 004759 06-Jul-2019 $5,020.00 $1957.89 $876.12 $3,062.11
mrView =4 Print 22-Jun-2019 004753 22-Jun-2019 $5,020.00 $1957.89 $876.12 $3,082.11
W View =4 Print 08-Jun-2019 004747 08-Jun-2019 $5,020.00 $1957.89 $876.12 $3,062.11
mrView =4 Print 25-May-2019 004741 25-May-2019 $5,020.00 $1957.89 $876.12 $3,082.11
Displaying 1 to 10 of 143 Pay Statements
« - 2 3 45 6 »
© 2001-2019 Avanti Software Inc. All Rights Reserved. Terms and Conditions
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TAX SLIP FORMS

Benefits: Tax Forms can now be updated to only display the information relevant to your organization.

Tax Slip Forms now has a new interface on the Avanti Self-Service Portal. In addition to having a more
modern appearance, the new interface provides the ability to select the columns displayed and rename
the column headings.

T4’s can now be delivered electronically without having to obtain consent from the employee, as per the
Budget Implementation Act, 2017. As employee consent is no longer required, the Tax Slip Consent
message previously displayed has been removed.

To use the new user interface, the menu item on the Web Menu will need to be updated. For more
information, please refer to the Add New Web Service Menu ltems.

For more information on configuration, please refer to the Web Services Reference Manual.

> ) AVA N 1 l Tax Slip Forms | Manager Self Service m Smith, Megan +
Messages Personal ~ Job Postings Employee Training ~ Schedules~ Time Cards - Time Data~ Attendance Calendar~ Time Entry Time Eniry Approval =
B Tax Slip Forms
|I| 000000001 - Friesen, Darmryl L v 2 Export as Excel
Show 1p v Q Search
Year % Form £ Company £ Province 4 Type &
W View 2018 T4 Avanti Software Inc. Alberta Original
T \View 2017 T4 Avanti Software Inc. Alberta Original
View 2014 T4 Avanti Software Inc. Ontario Original
W View 2013 T4 Avanti Software Inc. Ontario Qriginal
T \View 2012 T4 Avanti Software Inc. Ontarie Original
W View 2011 T4 Avanti Software Inc. Ontario Qriginal
Displaying 1 to 6 of 6 Tax Slips
‘H-
© 2001-2019 Avanti Software Inc. All Rights Reserved. Terms and Conditions
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APPRAISALS — INSERT DOCUMENTS

Only applicable to clients with Human Resources. Clients who do not have Human Resources can skip to

Qualifications.

Documents can now be added to appraisals on the Avanti Self-Service Portal. Only managers and regular
users will have the ability to insert documents for appraisals for other employees. Users will not be able

to upload documents for their own employees.

Messages  Personal~  JobPostings  Employee Training~  Schedules~  Time Cards~  TimeData~  Aftendance Calendar~  TimeEnry  Time EntryApproval-  Company Documents  Appiicant Management  Dashboards~

Employee 000000001 - Friesen, Darryl

Review Info Actior/Rating Documents Company Alignment Accountability Management Communication Change Management Team Work

Insert Document

Type Description Summary File Name Rev Created By Created Date Last Modified By Last Modified Date

x Choose File | No file chosen 0

m n Cancel

© 2001-2019 Avanti Software Inc. Al Rights Reserved. Terms and Conditions

By default, Insert Documents is not enabled on Appraisal History.

Setup

To enable, select True for WebAppraisalHistory.AllowedDocumentUpload on the Company Settings tab

in Administration >> Administration Settings on the Avanti Self-Service Portal.

Once the setting is updated, select ‘Reload Settings’ in Administration >> Administration Settings on the

Avanti Self-Service Portal.

Prior to enabling Insert Documents on Appraisal History, please ensure that
antivirus is setup for the Avanti Self-Service Portal.

For more information on configuring antivirus, please refer to the Web Service
Installation Manual.
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DISCIPLINARY SIGN-OFF

Only applicable to clients with Human Resources. Clients who do not have Human Resources can skip to

VOTE,

Benefits: Have employees acknowledge disciplinary records.

Disciplinary sign-off is available on the Avanti Self-Service Portal to provides the ability for employees to
acknowledge disciplinary entries after viewing them. By default, sign-off will not be enabled on
disciplinary entries.

When the employee with the disciplinary entry selects Details, the disciplinary history entry will be
displayed. Once the entry is closed, the sign-off will be displayed. The employee can include comments,
but they are not required.

The sign-off will only be displayed if the employee has not completed a sign-off for the entry.

When sign-off is enabled, it will appear similar to the following:

Sign-Off

¥/ | reviewed and agree to the contents.

Setup
To enable disciplinary sign-off, enter True for Hr.MtEmpDisciplinaryHistory.UseSignOff in System
Administration >> System Parameters >> Program Options.

Enter message that will displayed beside the sign-off checkbox in the value for

Hr.MtEmpDisciplinaryHistory.SignOffMessage in System Administration >> System Parameters >>
Program Options.

Once these settings are updated, select ‘Reload Settings’ in Administration >> Administration Settings
on the Avanti Self-Service Portal.
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QUALIFICATIONS — RESTRICT BY USER CLASS

Only applicable to clients with Training & Development. Clients who do not have Training &
Development can skip to Consigned Property.

Benefits: Allow view-only access to qualifications to users based on User Class.

You can now restrict insert, edit, and delete access to qualifications on the Avanti Self-Service Portal for
the following:

e Employees

e Manager and regular users accessing other employees

e Manager and regular users accessing their own employee

User Class is set for a User in System Administration >> System Access Controls >> Avanti Users.

In addition to these permissions, qualification will continue to restrict the ability to view, insert, edit, and
delete qualifications is based on the responsibilities set on the Web Menu and Subfunction Access
Controls. Additionally, this access to courses can also be restricted based on the Course Type.

By default, all users will have access to qualifications based on user class.

Qualifications will appear similar to the following when the user doesn’t have access to insert, modify, or
delete qualifications:

‘ AVA N 1 l Qualifications Manager Self Service

Messages Personal ~ Job Postings Employee Training ~ Schedules~ Time Cards ~ Time Data ~ Attendance Calendar - Time Entry

# Qualifications
| 4 | 000000001 - Friesen, Darryl L T 2 Export as Excel

Q Search
Type % Code 7 | Description % Details o Status £  Renewed Date /> Expiry Date
Certificate  ORT Company Orientation Id: 656561 28’5”1"‘3‘3‘1 on01-Aug- | 44 aLg2001
Certificate | FA1 First Ald Level 1 16: 899 ggé“zp‘e'ed onUEARE 31 Mar2018 31-Mar-2022
Cerfficate  FA2 First Aid Laval 2 Sgg"?"‘e‘m on26-Feb- 3 Mar201 31-Mar-2020
Course WHIMIS | WHIMIS ggg"‘e‘e‘j on 3tk e o017 15-Jul-2022

Major: Environmental Services Minor(s): Mechanical
Education BACH Bachelor Degree Grade Standing: Course e - Completed
Engineering
Completed
Licanse PL1 Pilots Licence Completedon 24-ul- 1 5 Jui2003
2003
Membership | CSEG Cdn Soclm_y Expl Membership _Id 678444 Dues: 500 NIA
Geaophysicists Employer Paid: Yes
Skills FRENCH | Speaks French Level: 2 N/A
Skills PROJECT | Project Management Skils  Level: 10 Sgg‘;"‘e'ed on 14-Sep- | 14 8ep-2007
Displaying 9 Qualifications
© 2001-2019 Avanti Software Inc. All Rights Reserved. Terms and Conditions
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Set the User Class Access to Qualifications
The following settings can be updated on the Company Settings tab in Administration >> Administration
Settings on the Avanti Self-Service Portal.

e To prevent employees from being able to insert, edit, and delete qualifications, select True for
QualificationSettings.EmployeeReadOnly.

e To prevent managers and regular users from being able to insert, edit, and delete qualifications
for other employees, select True for QualificationSettings.ManagerReadOnly

e To prevent managers and regular users from being able to insert, edit, and delete qualifications
for their employees, select True for QualificationSettings.ManagerReadOnlyForSelf.

Once the settings are updated, select ‘Reload Settings’ in Administration >> Administration Settings on
the Avanti Self-Service Portal.
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CONSIGNED PROPERTY

Only applicable to clients with Human Resources. Clients who do not have Human Resources can skip to
Time Entry Approval — Right-Click Functionality.

Benefits: Users can now access consigned property from the Avanti Self-Service Portal.

Consigned Property provides the ability for managers and employees to view, add, edit, and return
consigned property from the Avanti Self-Service Portal. This can be configured to only display the
information relevant to your organization is required.

To use the new user interface, the menu item on the Web Menu will need to be added. For more
information, please refer to the Add New Web Service Menu ltems.

For more information on setting up Consigned Property, please refer to Web Services Reference Manual.

> AVA N 'l | Consigned Property | Manager Self Service ' ' Smith, Megan ~
Messages  Personal~  JobPostings  Employee Training~  Schedules~  Time Cards~  TimeData~  Attendance Calendar~  TimeEntry  Time Entry Approval~  Company Documents
(2 Consigned Property
|« | 000000001 - Friesen, Damyl v >y PP 2 Export as Excel
Property Type 4 Propertyld 5 lssued 2 Status A
# Edit @ Retum AMEX - Company American Express 373300000000000 - Darryl Friesen AMEX 01-Jan-2004 ASSIGN - Assigned to employee
7 Edit m BPASS - Building Pass 123456 - Building Entry 04-Jan-2010 ASSIGN - Assigned to employee
ZEdt CELL - Cell Phone 818-9001 - Company Cell Phone 1 01-Jan-2004 ASSIGN - Assigned to employee
# Edit LAPTOP - Laptop Computer 8765989 - Toshiba 01-Sep-2012 ASSIGN - Assigned to employee
isplaying 4 Consigned Properties
© 2001-2018 Avanti Software Inc. All nghls Reserved Te and Condit
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TIME ENTRY APPROVAL - RIGHT-CLICK FUNCTIONALITY

A right-click menu has been added to the following Time Entry Approval pages on the Avanti Self-Service
Portal:

e Time Data Approval

e Attendance Calendar Approval

For clients with Time & Attendance, the following Time Entry Approval pages have also been updated:
e Availability Approval
e Schedule Approval
e Time Card Approval

If you are already using the Time Entry Approval, you can update to using the right-click approval pages
by updating the menu. For more information on updating the menu, please refer to the
Section.

Prior to updating Availability Approval, please confirm that the ‘If entries exist’
option is set correctly. For more information, please refer to Availability Approval -
If Entries Exist.’

All these approval pages can have the following configured:
e Display one or multiple entries per day
e Add additional sort columns
e Use same date range and employee filters on all pages
e Retain selected employee and date after completing functions

For more information on setting up the Approval Pages, please refer to the Web Time Reference

Manual.

USE SAME DATE RANGE AND EMPLOYEE FILTERS ON ALL APPROVAL PAGES

Time Entry Approval pages can be configured so that the last date range and employee filter that the
user selected on any of the approval pages will be used the next time they access any approval page.

By default, the date range and employee filters that the user used last to access the specific Approval
page will be used the next time that approval page is accessed.

To update to use the last date range and employee filter selected on any of the approval pages when the
users access an approval page, select true for ApprovalSettings.CommonUserPreferences.
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RETAIN SELECTED EMPLOYEE AND DATE ON ALL APPROVAL PAGES

Determine whether the employee and date selection will be retained after a function is completed or
Refresh is selected on any of the approval pages with right-click menu functionality.

Retaining these selections may impact performance.

By default, the first employee and date will be displayed after a function is completed or Refresh is
selected.

To retain the employee and date selection after functions are completed, select true for setting
ApprovalSettings.MaintainGridPosition on the Company Settings tab in Administration >> Administration

Settings on the Avanti Self-Service Portal.

Once the setting is updated, select ‘Reload Settings’ in Administration >> Administration Settings on the
Avanti Self-Service Portal.
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AVAILABILITY APPROVAL - ‘IF ENTRIES EXIST’

Determines what will occur when approving an availability entry generates a schedule or time card entry
and there are existing entries on the day.

By default, existing entries on the same day as the approved availability entry will be cancelled and the
new entries will be added.

Setup

To change the behavior when availability entries approved:
Enter Append, Skip, Replace, or CancelAppend for setting
AvailabilityApprovalSettings.ScheduleEntriesFoundOption on the Company Settings tab in
Administration >> Administration Settings on the Avanti Self-Service Portal.

Once the setting is updated, select ‘Reload Settings’ in Administration >> Administration Settings on the
Avanti Self-Service Portal.

Available options for the setting:
Append: If selected, the new entries will be added to all selected days. This will not change the

existing entries.

Skip: If selected, the new entries will be added to days that do not have existing entries. If an
entry exists for a day, no entries will be added to the day.

Replace: If selected, existing entries will be removed, and the new entries will be added. Existing
entries will only be removed on days that new entries are being created on.

CancelAppend: If selected, all existing entries will be cancelled and the new entries will be
added. Existing entries will only be cancelled on days that new entries are being created on.
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SCHEDULE APPROVAL - EMPLOYEE PRIMARY POSITION

This provides the ability to display the primary position of the employees beneath the employee name
on Schedule Approval.

By default, the primary position will not display on Schedule Approval.

To display the position, select true for ScheduleApprovalSettings.ShowPositionWithEmployeeName on
the Company Settings tab in Administration >> Administration Settings on the Avanti Self-Service Portal.
Once the setting is updated, select ‘Reload Settings’ in Administration >> Administration Settings on the
Avanti Self-Service Portal.

‘ AVA N 1 l Schedule Approval Manager Self Service Fﬂ Smith, Megan ~

Messages  Personalw  JobPostings ~ Employee Trainingv ~ Schedulesw  Time Cardsw  TimeDataw  Aftendance Calendarv ~ TimeEntry  Time Eniry Approval+

® Schedule Approval @

< 14-0ct-2019 8 220c-2019 = > Times v | DRefresh || ¥ Options 1T Sort Show Availability

Approvals~ | Edit ~ | Assignment~ | Roll Schedules H || ‘ iZ Resulls
Employee Total | Mon, 14-0ct-2019 | Tue, 15-0ct-2019  Wed, 16-Oct-2019 | Thu, 17-Oct-2019 | Fri, 18-0ct-2019 | Sat, 19-Oct-2019 | Sun, 20-Oct-2019 | Mon, 21-Oct-2019
000000002 - Smith, Megan 43.00 11:00 - 19:00 11:00 - 19:00 7:00 - 15:00 7.00- 1500 7.00-15:00

Customer Service
000000003 - York, Susan 69.00 6:00/8:00 6:00/8:00 6:00/8:00 6:00/8:00 6:00-8:00 23:00- 6:00 23:00/6:00

Customer Service

000000010 - Lamas, Tracy 54.00 6:00 / 8:00 6:00/8:00 6:00 / 8:00 6:00/8:00 6:00- 500 23:00 - 6:00

Human Resources

000000011 - Mellache, Paula
Forklift Operator

000000012 - Gilmour, Nancy
Forklift Operator

000000018 - Hamis, Geargia 54.00 6:00/8:00 6:00/8:00 6:00/8:00 6:00/8:00 6:00-8:00 23:00 - 6:00
N/APOSITION
000000021 - Hansen, Josee 54.00 6:00 / 8:00 6:00/8:00 6:00 / 8:00 6:00/8:00 6:00- 500 23:00 - 6:00

Team Leader

000000022 - Markham, Jim 54.00 6:00/8:00 6:00/800 6:00/8:00 6:00/8:00 6:00-8.00 23:00-6:00

Customer Service

000000023 - Samson, James 54.00 6:00/8:00 6:00/8:00 6:00/8:00 6:00/8:00 6:00-8.00 23:00-6:00
Forklift Operator

000000028 - Devon, Francis 54.00 6:00/8:00 6:00/8:00 6:00/ 8:00 6:00/8:00 6:00-8:00 23:00 - 6:00

Customer Service

© 2001-2019 Avanti Software Inc_ All Rights Reserved. Terms and Conditions
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PRINT REPORT FROM SCHEDULES AND TIME CARDS

Benefits: Reports can now be viewed and saved without leaving the Approval Page.

Schedule and Time Card Approval now have the ability to print the following Time and Attendance
Reports.

Approval Report

Daily Schedule Report

Employee Schedule Calendar
Employee Schedule Listing
Exception Report

Exception Summary

On-Site Report

Requirements Calendar (By Date)

Requirements Calendar (By Position)
Requirements Listing (By Date)
Requirements Listing (By Position)
Schedule Calendar

Schedule Listing

Schedule Variance

Time Card Listing

By default, printing reports will not be enabled on the Schedule Approval or Time Card Approval.

When Print is selected, print options and selections can be specified prior to printing.

Print Reports
Report | Approval Report v Format ~PDF Rl 12 Print Report
& Report Options WlPage Layout 1 Cover Page
&8 Date Selection
30-Jun-2017 g 27u2017 =
11 Employee Selection
Employee Number @ Include Active (] Include Inactive
Al ®Range (From/To)
11 Employee Filters
on  ®Of
None v None v None \ None

Enable reports

To enable reports, the following settings must be updated with the reports that can be printed:
e Specify the reports for Schedule Approval in setting ScheduleApprovalSettings.Reports.
e Specify the reports for Time Card Approval in setting TimeCardApprovalSettings.Reports.

These can be updated on the Company Settings tab in Administration >> Administration Settings on the
Avanti Self-Service Portal. Once the settings are updated, select ‘Reload Settings.’

The reports must first be setup in Maintain Web Reports. For more information, please refer to

. For more information on setting up Time & Attendance Reports, please refer to
Web Services Reference Manual.
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TIME CARDS - DISPLAY PUNCHES

Benefits: Punches can now be viewed and updated without leaving Time Card Approval.

Punches can be added on the right-click menu or the edit menu of Time Card Approval. By default,
punches will not be available on Time Card Approval.

The menu permissions from the Maintain Punches web menu will be used to determine access to the
page. If Maintain Punches has not been added to the web menu, the permission from Time Card
Approval will be used to determine access.

To enable Punches select true for TimeCardApprovalSettings.AllowModifyPunches on the Company
Settings tab in Administration >> Administration Settings on the Avanti Self-Service Portal. Once the
setting is updated, select ‘Reload Settings’ in Administration >> Administration Settings on the Avanti
Self-Service Portal.

Edit Punches

4 000000005 - Wycliffe, Norah v » \ < 28-Jan-2018 B 28-Jan-2018 ] > ) Show Processed + Add Punch

Show 10 v Q

Punch Date and Time %  Event Type %  Position Code %  Processed By % Processed Date and Time 4 Datald % Clockld

@ Edit 26-Jan-2018 0545 am Clock In 566

Displaying 110 1 of 1 items
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COMPANY DOCUMENTS — LETTER OF EMPLOYMENT

Benefits: Generate documents on request which contain current employee information.

Avanti now has the ability to generate letters of employment and other documents that use the
employee’s current data upon request.

These documents will use a template company document and populate it with employee information.
Once the document is requested, it will be created and saved as an employee document.

A letter of employment can appear similar to the following:

ABC INC
123 — 4 Ave SE
Calgary / AB / T2T 2T2

Human Resources 1.800.444.1234

09-Oct-2019

To whom it may concern:

The purpose of this letter is to confirm employment and associated salary information for Megan Smith.
Megan Smith has been employed by the ABC Inc on a FT Working basis since 01-Aug-2003. Their current
annual base salary as Customer Service is 546,800.00. In addition to base salary, Megan Smith participates
in a performance-based incentive plan which can potentially generate additional income of up to 4% of

salary in any given year.

As a permanent employee of ABC Inc, Megan Smith is covered by a comprehensive benefits package. A

summary of wage loss benefits and group life insurance coverage is provided below.

Setup
Letter of employment uses a fillable PDF, report designer report, and the summary of company
documents to create a document with employee information. Sample documents are available on the
Form directory on the Avanti Share.

e Letter of Employment - Sample.pdf

o Letter of Employment - Report.ardx

e Letter of Employment - Doc Summary.txt

Step 1: Create the PDF

Create a PDF that the Letter of Employment will populate. This can be done by modifying the 'Letter of
Employment - Sample.pdf' provided. The PDF must have a fillable text box for the contents of the report
to be printed in.

Step 2: Add the Company Document

Prior to adding the company document, Company Documents will need to be updated to enable the
creation of Template Documents. For more information, please refer to the
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Once the Company Document menu item has been updated, insert the pdf created in Step 1.

The Summary of the Company Document is the text that will populate the document and can be copied
from ‘EmploymentLetter.txt’ provided in the Form directory on the Avanti Share. Ensure ‘Is Template’ is

selected.

Description [ETESTIETNIERE |
Type |Eenera| e |
Summary {LetterDate} A

To whom it may concem:

The purpose of this letter is to confim employment and associated salary information for
{Employee).

{Employee} has been employed by the Avanti Software on a {PermTemp} {FullPart} basis
since {PostionStatDate}. Their cument annual base salary as {Position} is S{EaseSaIaw} n
i b

—AAtimem b bhmmm mmlmme JCmmmlmimm L mmdbimim mdmm im = e s b md i mmimbivam e

Is Template
File |Letter of Employment pof ||| Open Document |
Revision I:I
Created By [AVANTIUSER
Created Date [02:0ct-2019 10:35:31
Last Modified By [AVANTIUSER

Last Mogified Date |02-0ct-2019 10:35:33

[ipdate | Save A= Revision | |Cancel |

Please note the ID of the newly inserted document, as this will be required to complete ‘Import the
Report.’

File Edit View Options Help

PRED BRLOX T 7} SN
Id Type Description Summary File Name Rev. Last Modified By Last Modified Date
1 General Employes Handbook Employes Handbock.pdf O AVANTIUSER 12-Aug-2015%
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Step 3: Import and Update the Report

Report ‘Letter of Employment - Report.ardx’ must be imported. To import the report, please select
File >> Import in Report Designer >> Report Definitions. Navigate to the Form directory on the Avanti
Share and select ‘Letter of Employment - Report.ardx’, then select open then Open.

« . » ThisPC » Local Disk (C:) » Avanti v @& SearchAvanti »
Organize = Mew folder B~ [N e
Name .
» 3k Quick access
Admin
_ i & e CoreeComecter
. Client
" . - . » [ This PC
File | Edit View Optiocns Help ==l ClockService
- Print & - » |_j MNetwork Form
- X 7w 1 Hep
A Export.. eport Title Programs
22 Import .. E
| sbour Costs by G/L Account Web
(= ExportAll uture Forecasting Report
] - ReportTemplate16.ardx
55 Import Al abourlCDsts by Location
udgeting Report < >
€ i mployee Phone List File neme: | | |Aventi Reporter Definition File | ~ |
FOOOUTE Employes Phone List (small)
I Open I | Cancel
HRO0D02 Employes Head Count by Loca

Once the report is imported, the report ID needs to be ‘Template##’ with the ID number of the Company
Document identified in ‘Attach the Company Document’ replacing the ##. If the ID is one character, do

not add leading zeros.

In the example above, the Company Document ID is 5; therefore, the ID of the report must be

Templateb5.

Dsfnion Nare

Repaort Title |E|11p|n'_.frnent Letter Repart

[ ok | cancel

This report will be used with the summary of the company document with the report to create the

contents of the Letter of Employment. The report can be updated to include any additional information
that should be included in the letter. The summary of the company document will need to be updated to

include any additional report sources.
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Step 4: Access the letter of employment on the Avanti Self-Service Portal
The document can be accessed from Company Documents on the Avanti Self-Service Portal. If the user
does not have an employee attached, the View button will not be displayed.

YAVAN1I

Time Cards ~ Time Data~ Attendan I Time Entry Time Entry Aj

Wi Company Documents

Document Type | All ~ Q Find
Type Description
& View General Employee Handbook

o View General EmploymentLetter

© 2001-2019 Avanti Software Inc_ All Rights Reserved. Terms and Conditions

When View is selected, a message similar to the following is displayed. The description of the company
document will be used in this message.

o ‘Would you like to request Employment Letter?

If yes is selected, a letter of employment will generate and save as an employee document. The
description and file name of the employee document will be the same as the company document
template. The contents of the employee document will have the employee’s information.

ABC INC
AT IRIP 123 -4 Ave SE
I-f [ IR
ABC INC Calgary / AB / T2T 2T2
Human Resources 1.800.444.1234
09-Oct-2019

To whom it may concern:
The purpose of this letter is to confirm employment and associated salary information for Megan Smith.

Megan Smith has been employed by the ABC Inc on a FT Working basis since 01-Aug-2003. Their current
annual base salary as Customer Service is 546,800.00. In addition to base salary, Megan Smith participates
in a performance-based incentive plan which can potentially generate additional income of up to 4% of
salary in any given year.

As a permanent employee of ABC Inc, Megan Smith is covered by a comprehensive benefits package. A
summary of wage loss benefits and group life insurance coverage is provided below.
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APPLICANT MANAGEMENT

Only applicable to clients with Applicant Management. Clients who do not have Applicant Management
can skip to Payroll Reports.

APPLICANTS IN MANAGE REQUISITIONS - ADDITIONAL INFORMATION

The following applicant information is now available in the Applicants Section of Manage Requisitions:
e Email Address
e PhoneTypel-4
e Phone Number1-4
e Employee Name
e Employee Number

“AVAN1I

Messages  Personal~  JobPostings  Employes Traiing = Schedules = «Cards~  TimeData~  Attendance Calendar-  TimeEnry  Time Enry Approval=  Company Documents  Applicant Management  Dashboards -

& Manage Requisitons | A& M,

Job Requisition | ACCOUNTAN - Accountant . Aoplcarts @ o @ o
show| 10+ | BEpotaskxcal | | 1Son a
ApplicantNo  Applicant Last Date Last Event Status Email Addross Phone Typa1  Phone Number 1 Ej‘l':':f?"" Employee Name
View | 00000DN2  James, Pemics R 14May-2018  Applcarabired  InProgsss  Plames@Emalca Home 035551214 Q0000017 James. Paticla

Apgly for

View | 0DOODODI4  Ruland, dame 02.4pr2018 ! Started ez @shan Home 2357456
e | 000000 and, James. o e Hat Starte ames@shan ca
) . Applicant i I
Vew | 000000102 tiesen, Darry 7.Apr2018 In Progress Ho 04.695-800
View 00080010 Fiiesan, Danyi P 27-apr20 poeen, I Progres: me 5046988000
View | 000800113 Lane. Lisal 10owapry Ao Liane@gmall com Work 403424 2045
; ¢ : © Posilon . g g
View  ODOODOTIE  Smith Megan timar201g  APeleant 4036897654
” Cantacted

© 2001-2018 Avanti Softwara Inc. All Rights Resarved.

By default, these columns will not be available on Application Management. To add the additional
columns, select Visible for the column on Sort. This can be added to the Applicants section of Manage
Requisitions.
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VIEW APPLICANT INFO — EMPLOYEE INFORMATION DISPLAYED

Employee Number and Name will now be displayed when View Application Info.

When View is selected on the Applicant Section of Manage Requisitions, an employee field will be
displayed in the Details if there is an employee attached to the applicant.

Applicant Information O

James Patricia
Applicant: 000000002
Requisition: ACCOUNTAN - Accountant

Details | Other Information | Comments | Qualifications | Events | Documents

Personal Info
Address: 456 Doyle Ave Postal Code: T2T2T2

City: Kelowna Province: AB

Country: CAN

Employee: 000000017 - James, Patricia

Phone Numbers
Home: 403-555-1234

Emails

Work: Pjames@Email.ca

Preferences

Desired Job Class: 01 - Sales / Marketing Desired Position: 000010 - Sales
Desired Location: 1001 - Kelowna Desired Pay Rate: 80,000.000
Availability: WEEKZ - 2 Week Notice Required Date Available: 23-Jan-2015
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VIEW APPLICANT INFO — OTHER INFORMATION & COMMENTS

Additional sections, Other Information, and Comments have been added to the Applicant Information
displayed when View is selected on the Applicants tab in Maintain Requisitions.

When Other Information is selected, the applicant information will display for the Figures, Dates, Text
Fields, and Check Fields defined on the Misc. Fields tab in Applicant Management >> Installation &
Maintenance >> Parameters. This information is entered on the Dates, Text Values, and Deduction
Values tab of the Applicant Profile.

When Comments is selected, the comments entered on the Personal tab of the Applicant Profile will be
displayed.

Applicant Information 1 _ [ x

James Patricia
Applicant- 000000002
Requisition: ACCOUNTAN - Accountant

Details | Other Information | Comments | Qualifications | Events | Documents
Figures
Current Salary: 80000.00 Salary Requested: 85000.00

Moving Bonus: 0.00

Dates
Ref Checked: 14-Aug-2019

Text Fields
Other Language: Chinese Current Location: Lathbridge

Check Fields

Will Travel

Will Relocated
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DOCUMENTS ON EVENTS

Benefits: Documents are now available from the Applicant Events.

Documents can now be accessed when adding or editing an event in Manage Requisitions and Manage
Applicants. From Events, documents can be uploaded, edited, viewed, and deleted.

A document can only be added to Events with an Event Type that has ‘Use
Documents selected on the Options tab in Applicant Management >> Installation
and Maintenance >> Event Types.

Previously, applicant documents could only be added on the Avanti Self-Service Portal by adding them to
the Documents section on Manage Applicants.

Event

Documents Event Details

= Add Document

Recommendation_for_MSmith.pdf & rd ﬂ
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MANAGE APPLICANTS - DELETE DOCUMENTS
Applicant documents can now be deleted from the Documents section of Manage Applicants.

For an Avanti User to be able to delete an applicant document, the user must have delete permissions to
the Applicant Management Web Menu and the Document Type.

v Av AN 1 l Applicant Management | Manager Self Service

Messages  Personal-  JobPostings  Employee Training~  Schedules~  Time Cards~  TimeDala-  Atiendance Calendar~  TimeEny  Time Eniry Approval-  Company Documents  Applicant Management

& Manage Requisitions | 4& Manage Applicants

-«

° @

Entries for Requisition

[Isearch Applicants

Friesen
000000102

Lane, Lisa

1 000000113 Al v
Ha_rry 4 Add D it Q | Searcl
Grimes

000000017
[ Active | Event & File Name £ Summary { Description { DocumentType # LastModified By £ LastModified Date £

o . = APPLY - ACCOUNTAN - Applicant Cover i
View G Edit 13-Aug-2019 1559 LLane_CoverLetter_Avanti.docx Cover Letter Lo AVANTIUSER 16-May-2018

Mary

Howard
000000100 View @ Edit ?;Zt;rzﬁ?:%UgTAN - LLane_Resume_Avanti docx Resume Resume Applicant Resume ~ AVANTIUSER 16-May-2018

Displaying 2 Documents

Patricia
James
000000002

Patricia
James
000000010

Once Delete is selected, a confirmation message will display.

Confirm Delete Document

Are you sure you want to delete this Docurnent?

e ] e

The document will be permanently deleted after Yes is selected.
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PAYROLL REPORTS

Benefits: View, save, and print payroll reports from the Avanti Self-Service Portal.

The following Payroll Reports can be printed:
e Consolidated Time
e Payroll Register
e Processed Time Listing
e Processed Time From History

g AVA N 1 I Manager Self Service m Smith, Megan ~

Messages  Personalv  JobPostngs  Employee Training~  Schedules~  TimeCardsv  TmeDalaw  Affendance Calendar~  TimeEnlry  Time Entry Approval=  Company Documents

Report Format
Consolidated Time v PDF B & bownioad Report
& Report Options W Page Layout  #% Cover Page
£ Pay Ending Date
Pay Ending Date
09-Oct-2019 =
& options
Select All
@ Include Employees @ Include Employee Details Print Position @ Include Earnings Summary
Page Break On New Employee Print Task ID Print Position Name @ Include Deductions Summary
Print Employee Eaming Tolals @ Include Balch Summary
& Pay Groups 11 sorting
Code 4 Name 5 Group By
Pay Group, Location, Employee M
002 Ful Time Ei-Weekly i v
003 Casual Bi-Weekly Order By
Employee Number v
004 Full Time -Quebec
Detail Order By
010 Semi-Monthly
Date M
011 Contract - Semi-Monthiy
020 Executive

To access payroll reports on the web, the menu item on the Web Menu will need to be added. For more
information, please refer to the Add New Web Service Menu Items.

Prior to printing a report, it must be added to Maintain Web Reports. Maintain Web Reports provides
the ability to set the Role Type and access based on User Group for each Report.

For more information on setting up Payroll Reports, please refer to Web Services Reference Manual.
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TIME AND ATTENDANCE REPORTS

Only applicable to clients with Time and Attendance. Clients who do not have Time & Attendance can
skip to Personal Info Changes.

Benefits: View, save, and print Time & Attendance Reports from the Avanti Self-Service Portal.

The following Time and Attendance Reports can be printed:
e Approval Report

Daily Schedule Report

Employee Schedule Calendar

Employee Schedule Listing

Exception Report

Exception Summary

On-Site Report

Requirements Calendar (By Date)

Requirements Calendar (By Position)
Requirements Listing (By Date)
Requirements Listing (By Position)
Schedule Calendar

Schedule Listing

Schedule Variance

Time Card Listing

Messages  Personal~  JobPostings  Employee Training~  Schedules~  Time Cards~  TimeData~  Afendance Calendar~  Time Entry  Time Entry Approval -

Report Format
Approval Report - PDF A8l 3 Download Report

& Report Options | Bl Page Layout 121 Cover Page

8 Date Selection

From To

m

23-Sep-2019 S 07-Oct-2019

A& Employee Selection

Include Include Order By

® All employees ¥ Active Employee Number
Range of employees Inactive

From Employee To Employee

A8 Employee Filters

On @ Off

None v None v None v None

©2001-2019 Avanti Software Inc. All Rights Reserved. Terms and Conditions

To access time and attendance reports on the web, the menu item on the Web Menu will need to be
added. For more information, please refer to the Add New Web Service Menu ltems.

Prior to printing a report, it must be added to Maintain Web Reports. Maintain Web Reports provides
the ability to set the Role Type and access based on User Group for each Report.

For more information on setting up Time & Attendance Reports, please refer to Web Services Reference
Manual.
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PERSONAL INFO CHANGES

Benefits: Personal Info Changes can now be updated to only display the information relevant to your
organization.

Personal Info Changes now has a new interface on the Avanti Self-Service Portal. In addition to having a
more modern appearance, the new interface provides the ability to select the columns displayed and
rename the column headings.

For more information on setting up Personal Info Changes, please refer to the Web Services Reference

Manual.

YAVANI1I

Messages  Personal~

Job Postings

Employee Training+

Schedules ~

Time Cards~

Time Data ~

Attendance Calendar ~

Time Entry

Time Entry Approval~

Company Documents.

Personal Info Changes

Manager Self Service

Appiicant Management

Dashboards~  Reporting~

Show 10

User 1D

AVANTIUSER

AVANTIUSER

AVANTIUSER

AVANTIUSER

AVANTIUSER

8 Personal Info Changes

4 000000002 - Smith, Megan

11 Sont

Resp Level

A

Log Date

08-Jan-2019
158

08-Jan-2019

08-Jan-2019
1457

Log Source

tc

Y

Program Option

Te MiClockData

Te MiClockData

Te MiClockData

Te MiClockData

Te MiClockData

File Name

TeClockData

TeClockData

TeClockData

TeClockData

Show All Employees = Export as Excel

Employee Number  Extension

000000002

000000002

000000002

000000002

20181111,

35602, 2018-
111

35500, 2018-

Field Name

IsApproved

ApprovedLovel

IsApproved

IsinBatch

Description

Changed

Changed

Changed

Changed From

No

Changed To

Yes

Q

Extension Name

EamingDa

EamingDat

EamingDat

EamingDat

te. ClockDatald, Clockin

te ClockDatald Clockin

te ClockDatald Clockin

te ClockDatald Clockin

te ClockDatald Clockin

Log Reference

19677

25781
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ROLE ASSIGNMENTS
Role Administration provides the ability to view, assign, delegate, modify, or delete roles.

Regular Users will have access to every user they have user group access to in the current company.
Manager Users can view, delegate, and delete the delegation of their own roles. Manager Users cannot
view or modify roles assigned to others.

Roles determine which employees the user has access to in Time and Attendance and on the Avanti Self-
Service Portal. Employee access is determined based on the positions assigned to an employee. Role
Assignments only affect Manager Self-Service and Regular Users, as only these users can view other
employees.

For more information on setting up Role Assighments, please refer to Web Services Reference Manual.

‘ AVA N 1 l Role Assignments Manager Self Service m Smith, Megan ~

Messages  Personal~  JobPostings  Employee Training~  Schedules~  Time Cards~  TimeData~  Attendance Calendar~  TimeEntry  Time Entry Approval~  Company Documents

Activity & Users Role Options Positions Additional Roles Review

Activity

Select an activity and the users
you would like to affect.

Assign Roles v

® Active and Inactive users Active users Inactive users

All User Groups v

Users @ Al None

Assign Options ¥

©2001-2018 Avanti Software Inc. All Rights Reserved. Terms and Conditions
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ONBOARDING

Only applicable to clients with Workflows. Clients who do not have Workflows can skip to

ONBOARDING LOGIN MESSAGES

Benefits: Display additional information on the Onboarding login.

Additional messages can be added to the Onboarding Login. A message can be displayed beneath the
Login button. An additional message can be added in a popup which can contain external links.

By default, messages will not be displayed on the Onboarding Login.

For example, the OptionalOnboardinglLoginMessagel can appear similar to the following on the
Onboarding Login once setup.

Onboarding Login

2 User
R

AVANTI

© 2001-2018 Avanti Software Inc. All Rights Reserved. Terms and Conditions

If there is text entered for OptionalOnboardinglLoginMessage2, OptionalOnboardingLoginMessagel will
become a hyperlink. When the hyperlink is selected, the popup will appear similar to the following.

Use your Career Connector Usemame and Password to login.

If you have already registered in onboarding, select here
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Add a message to the Onboarding Login
To add a message that will be displayed on Onboarding Login beneath the login credentials, enter the
message to the value section of the following settings:

e To add a message to the English Onboarding Login, update OptionalOnboardinglLoginMessagel.
e To add a message to the French Onboarding Login, update
OptionalOnboardinglLoginMessage1Fr.

This message can be formatted using HTML and can be updated on the System Settings tab in
Administration >> Administration Settings on the Avanti Self-Service Portal. Once the settings are
updated, select ‘Reload Settings.’

Add a message displayed in a popup
To add a message that will be displayed as a popup when the Onboarding message is selected, enter the
message to the value section of the following settings:
e To add a message to the English Onboarding popup, update OptionalOnboardinglLoginMessage?2.
e To add a message to the French Onboarding popup, update
OptionalOnboardinglLoginMessage2Fr.

This message can be formatted using HTML and can contain external links. These settings can be

updated on the System Settings tab in Administration >> Administration Settings on the Avanti Self-
Service Portal. Once the settings are updated, select ‘Reload Settings.’
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ONBOARDING PASSWORD RESET

Benefits: New employees completing Onboarding can now reset their password from Onboarding Login.

Employees completing Onboarding can now reset their passwords. To reset their password, users will
enter their username and email to verify their identity. Once the user’s identity is verified, an email will
be sent with a verification code that can be used to reset the password.

A password can only be reset from Onboarding Login before the registration step is
completed. Once the registration step is completed, users can log in and reset
passwords from the Avanti Self-Service Portal, if enabled.

Password Reset on Onboarding will appear similar to the following:

Onboarding Login

’ ==

E
AVANTI =

© 2001-2018 Avanti Software Inc. All Rights Reserved.

When ‘Forgot your Password’ is selected, employees will be prompted to enter their Username and
Email.

Verify Your Identity: Onboarding User

Username
AvantiUser
Email

AvantilUser@Domain.ca

AVANTI —

©2001-2018 Avanti Software Inc. All Rights Reserved. Terms and Conditions

By default, Onboarding Password Reset will not be enabled. To enable this feature, select True for
AllowOnboardingUserPasswordReset on the System Settings tab in Administration >> Administration

Settings on the Avanti Self-Service Portal. Reload Web Setting must be selected once the setting is
updated.
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EMPLOYEE INFORMATION

Benefits: Employee Info provides the ability to view specific information about the employees without
having to navigate to another page.

Employee Info provides the ability for users to view personal information, employment data, schedule
information, and qualifications.

When true is selected for EmployeelnfoSettings.ButtonVisible, a button similar to the following will be
displayed on selected pages throughout the Avanti Self-Service Portal.

-

4 | 000000001 - Friesen, Darryl P v b b 3

Additionally, Employee Info can be accessed by right-clicking on an employees’ name on the Approval
Pages and by selecting *=™=="" where available.

When Employee Info is selected, a screen similar to the following will be displayed. Up to 4 tabs can be
displayed:

e Personal Info

e Employment Data

e Schedule

e (Qualifications

For more information on setting up Employee Info, please refer to Web Services Reference Manual.

Employee Information T -0 x

Friesen, Darryl P
Employee: 000000001

Personal Info | Employment Data | Schedule | Qualifications

Address: 1313 13th Postal Code: V6E 3Y6
City: Vancouver Province: BC
Country: CAN

Phone Numbers

Home: 604-699-8000 Cell: 604-765-7643

Primary: darryl@venice.com
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DROPDOWN FORMATTING

Benefits: Display only the information relevant to your organization in select dropdowns.

The following dropdowns can now be formatted to display the Code ID, the Code Description, or both on
certain pages on the Avanti Self-Service Portal.

e Availability e Other Code e Property Status
e Earning Codes e PayCode e Property Type
e Job Classification e Position Codes e Shiftld

e Location Codes e Property ID e Union

Additionally, the order the options in the dropdown will be displayed in can be updated. By default,
these dropdowns will continue to display the ‘Code Id — Description’ in alphabetical/ascending order
based on the Code ID.

Setup

To change the dropdown, update the setting value on the Company Settings tab in Administration >>
Administration Settings on the Avanti Self-Service Portal. Once the settings are updated, select ‘Reload
Settings.’

Availability Lookup.Availability
Earning Codes Lookup.EarnDeductCode
Job Classification Lookup.JobClass
Location Codes Lookup.Location
Other Code Lookup.OtherCode
Pay Code Lookup.PayCode
Position Codes Lookup.Position
Property ID Lookup.PropertylD
Property Status Lookup.PropertyStatus
Property Type Lookup.PropertyType
Shift Id Lookup.Shiftld

Union Lookup.Union

To display just the Code ID alphabetical order, enter the following for the value of the setting:
Code, Code, False

To display just the Description in alphabetical order, enter the following for the value of the setting:
Name, Name, False

To display just the ‘Code ID — Description’ in alphabetical order based on the Code Id, enter the following

for the value of the setting:
Desc, Code, False
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