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P.A.Y.HR.

by Networking Systems Solutions

We at Networking Systems Solutions have recognized your need for
the containment of payroll creation and human resource maintenance
capabilities within one software package. Hence, the advent of
P.A.Y.H.R. (Pay All Your Human Resources). The P.A.Y.H.R.
application is designed to efficiently and effectively manage your
company related information and process payroll information with
relative ease.
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Foreword 1

Foreword

P.A.Y.H.R. has the capabilities of performing all operations relevant to payroll calculation, including processing
of incomes and deductions. All calculations of the P.A.Y.H.R. system are performed in accordance with the
rules of payments within Antigua and Barbuda. P.A.Y.H.R. is, however, a modular system and as such location
specific rules can be substituted to suit the preferences of the users.
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1 Using Help

1.1  Access Help

The Help file may be accessed from the main menu at the top of the P.A.Y.H.R. application. Click on
Help - P.A.Y.H.R. Help or About P.A.Y.H.R. This opens the Help Topics window. For your convenience
the help file has been integrated into the application and, at any view of the application, pressing the F1
key will open the help manual to the topic specific to that view.

See also:
Navigate Help

1.2  Navigate Help

You may navigate through the P.A.Y.H.R. Help directly from the Help Topics window or from the main

P.A.Y.H.R. Help window. Click B3 S
rr

|or on the main Help Manual window to go back to

to go forward to the next topic. Click on links in green to view related topics.

previous topics or
Contents

To reopen the Help Topics window from the main Help Window click on
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1.3
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Help Topics

In the Help Topics window you are able view the contents of the help manual by clicking on the
Contents (1) tab or you may search for a specific word or key words by clicking on the Find tab (2).
Click Print (5) to print the topics in the Help Topics window.

In the Contents window select a topic from the Contents list. To view Help Manual information select a
topic having a Ltl icon and click on the Display (3) button to open the P.A.Y.H.R. Help window, or select

a topic having a @ icon and click on Open (4) to open the sub-topics of this topic. You may alternately
double click on these items.

In the Find window type in the word(s) you want to find, select a matching word or phrase and a related
topic and click Display to display the information under this topic. Click Options (6) to specify your
search options.
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2.1

2.2

About P.AY.H.R.

Introduction

P.A.Y.H.R. (Pay All Your Human Resources) is a sofware package designed to encompass the
processing of Human Resources as well as the payroll information of an establishment. It maintains
basic information on employees and information concerning salaries and wages and processess
incomes and deductions in productions of payroll. Though P.A.Y.H.R. is universally portable, the
design of this software is so far specific to organizations within Antigua and Barbuda, hence, payroll
calculations are performed in conformance with the rules of these various organizations. Being a
modular system, however, location-specific rules can be substituted to satisfy your preferences.

P.A.Y.H.R. is functional in three versions:
e Standalone

o Enterprise

e Service

In the Standalone version this software includes a server. However, this server will only accept
connections from a client on the same machine. The client, in turn, will only connect to a server on a
machine having an identical IP address. The database to be used in the standalone version is a client
database.

The Enterprise version, though similar to the standalone, will however, allow clients to connect from
different machines. The database to be used in the Enterprise version is a desktop database where the
client has the option of using his/her own database server or can be supplied with a server.

The Service version is similar to the enterprise version but the client software is web based. The
Service version uses a Firebird or MySQL database.

Objectives of P.A.Y.H.R.

From the broader spectrum the P.A.Y.H.R. software package aims to offer you the functionalities of:
Maintenance of basic information on employees

Maintenance of information on salaries and wages

Calculation of deductions for medical benefits

Calculation of deductions for social security

Calculation of deductions for education levy

Subtractions of additional deductions

Addition of affixed incomes

Calculation of payroll

Addendum:
e Payroll is calculated in accordance with the rules of the various organizations within Antigua and
Barbuda

More explicitly with regards to Human Resource information P.A.Y.H.R. will be able to collect data
regarding:

o Educational qualifications

Training qualifications

Salary information

Overtime payment information

Work profile history information

© 2005 ... Networking Systems Solutions
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2.3

2.4

e Leaves and leave requests
¢ Holiday Information

Important! Collection of proper and valid Human Resource information is vital as it will contribute to
the calculation of the payroll information.

P.A.Y.H.R. Architecture

The P.A.Y.H.R. software is built according to a client-server model. It supports a server which is
responsible for the logical operations of the application. There additionally, exists a client which
connects to the server and allows for information to be sent to and retrieved from the server. It is with
the client of the application that users of the system will interact. The basic architecture of the system is
summed in the following diagram:

Information Entry and Information Storage and
Actions . Feguests
User = Clent 5 i »| Server
Information Fetriewval Infarmation Retriewval
and Actions

Basic Software Architecture

Limiting Connections to the Server

An integral part of the software is limiting access to the server. This limited access is in two specific
ways:

1. Limiting a specific number of clients to a server

2. Limiitng access to the server only from a specific IP address.
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3.1

P.A.Y.H.R. Menu

Main Menu ltems

The P.A.Y.H.R. menu is located to the left of the application window. The menu contains links to the
main views and functionalities of the system. The P.A.Y.H.R. menu items include:

1. H.R. category under which are listed:

. Employee
e Time Keeping

Payroll category under which are listed:
Payroll Management

Income Categories

Deduction Categories

e o o N

w

Maintenance category under which are listed:

Company
Departments
User Security

. Report Management under which is listed:
e Reports

5. The P.A.Y.H.R. Menu also maintains an Open Windows box which keeps track of all the managers

presently open.
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4 Employee Management

4.1 Employee Overview

The system maintains basic human resource as well as payment information on each of its employees.
New employee information may be added or existing employee information may be edited. Employee
information may be accessed by clicking on the Employee Management link appearing under HR in the
menu to the left or selecting H.R. - Employee Management from the main menu above. Clicking on
Employee Management will open the Employee Manager in the right section of the window. The
employee manager is displayed in two views: the left view which lists the employees and the right view
which displays detailed employee information. From the employee manager you are able to:

Add a New Employee
Delete an Existing Employee
Find an Employee

Sort Employees
View and Edit Employee Information

© 2005 ... Networking Systems Solutions
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4.2

Close Add a MNew Find an
Employee| [Employee | | Employes

Manager
I & com e e [Delete an Employee
. —Em Slsnees Save Employes | y| Employee Manager
I - 'q T
10 Musnbes : Details _l N Delsia| B e Close Employee Detaulsj
10000025 Muhasd Chardes —
100000514 Dwaght Mastish PeszonalInfe  Salwy  Wodk Profle ' Ovestine Infcemation
100000513 Thetese Archbaki
100000510 Eerde Browme “Eeplopes ID “Frit Mo "Laat M Maddle Iratisls
100000504, Hebson Sirecny 12145 Sehin Simn H
12345 Sebvn Sinon
100000505 Hesd Edwads “Date Of Birth: “Gender Martal Stabus
& 81973 v | [Mae v | [Single v
“Social Securiy “Medical Bardfis *Education Levy
12345 12345 12345
| moesst: Addreri2
Hone None
City. County, Tekphons: EMad
Hiore Sl 123457 sehan{Bnone. com
Stahug: Canbe seen by
Activs v | | Data Enty o | = = Field i mandatory,

First Sub-¥iew

Peosibons Held . Leave Recced . Qualifications . Salsy Hilery < Wk Profie History . Pagecd Info

Hew Assiprenert . Edt Assigrenent 3 Delete Assignment 4§ Update View

Start Date End Date Depatenent Position Cusvert
2N /2006 2N/005 202 - Accourts Accountant ez

Second Sub-View
Left View| | 12345 simon, Selvin Right View

Ermplogee Mairienance

Employvees Manager Diagrarm

Add a New Employee

Thisfunctionality allows you to add a new employee and hig/her related employee information
to the P.A.Y.H.R. database. To add a new employee open the employee manager and click on
the New button above or right click within the left view of the employee manager and select
New Employee.

Selecting the Add New Employee function opens the Add Employee easy wizard which will
guide you through the fundamental stages of adding a new employee to the system. Click the
Next button to proceed to the next stage. The stages of the wizard include:

1. Theentering of employee's personal information

2. Theentering of payment/salary information

© 2005 ... Networking Systems Solutions
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3. Theentering work profile information.

Addendum:

e Selection of Makes Overtime takes you to the fourth stage else click Finish to exit the
wizard and add the new employee information.

4. Entering of overtime information

Addendum:
o All fieldswith * indicate mandatory information. The wizard will not proceed to the next
phase unless these fields are filled out with valid information.

At any stage of the wizard you may choose to cancel the addition of a new employee by
clicking on Cancel. Y ou have the option to navigate through the wizard to review or edit
information by clicking the Back button or by clicking on a desired stage on the right menu of
the wizard.

Click Finish to add the information to the P.A.Y.H.R. database and exit the Add Employee
wizard. A message should appear on the screen to indicate if the employee information has
been added successfully or if an error has occurred.

See also:
Employee Manager Diagram

4.3 View and Edit Employee Information

To view and edit employee information open the employee manager and find the employee(s)
and double click on that employee. If thisinformation is already open you may click on that
employee's tab at the bottom of the employee manager or double-click on the employee to
revert to the previously opened view. Thisinformation will be displayed in two sub-views
within the right view of the employee manager.

See also:
View and Edit First Sub-View
View and Edit Second Sub-View

4.3.1 View and Edit First Sub-View
4.3.1.1 View and Edit First Sub-View

In the first sub-view employee's Personal Information may be viewed and edited and Salary,
Work Profile and Overtime information may be viewed only. These may be accessed by
clicking on their individual tabs at the top of the sub-view.

Changes made to and employee's personal information may be saved by clicking the Save
button above the sub-view.

Addendum:
« All mandatory fields (fields marked with *) must be filled with valid information before
employee information can be saved.

© 2005 ... Networking Systems Solutions
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4.3.2

4321

4.3.2.2

See also:
Employee Manager Diagram

View and Edit Second Sub-View

The second sub-view in the right side of the employee manager displays information pertaining to the
employee's Positions Held, Leave Record, Qualifications, Salary History and Work Profile History.
These may be accessed by clicking on the tabs at the top of the sub-view.

See also:
Employee Manager Diagram

Positions Held

This functionality allows you to view and to edit the positions held by the employees in the system.

To add a new position assignment click on the New Assignment tab at the top of the sub-view or right-
click within the sub-view and select New Assignment. This opens an Add Assignment window where
you must enter the requested information.

Addenda:

¢ All mandatory fields (fields marked with *) must be filled out with valid information before assignment
can be saved.

e Ensure that the End Date field of the new assignments does not contain a date occurring
subsequent to the date entered in the Start Date field.

¢ No two assignments can be current simultaneously. If an assignment is made to be current then the
Current fields of all others will be automatically set to No.

¢ No two assignment periods may be made to overlap.

e A current position assignment may not possess an End Date. The End Date of a position may be set
by editing the assignment after the position is no longer current.

Click Save to save the new information or Cancel to cancel the new assignment.

To edit a position assignment you may select the desired assignment and click the Edit Assignment tab
above to open the Edit Assignment window. You may alternately right click on the assignment and
select Edit Assignment. Click Save to save the edited information or Cancel to leave the information
unchanged.

To delete an assignment select the desired assignment and click the Delete Assignment tab above or
right click on the assignment and select Delete Assignment.

Click on the Update View tab to view updated information. This, however, should be done automatically

by the employee manager.

See also:
Employee Manager Diagram

Leave Record

This functionality allows you to view and to edit periods of leave previously taken or to be taken by the
employees on the system.

© 2005 ... Networking Systems Solutions
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To add a new leave period click on the New Leave button at the top of the sub-view or right-click within
the sub-view and select New Leave. This opens an Add Leave window where you must enter the
requested information.

Addenda:

e Ensure that the End Date field of the new leave does not contain a date occurring subsequent to the
date entered in the Start Date field.

¢ No two leave periods may be made to overlap.

Click Save to save the new information or Cancel to cancel the new leave.

To edit a leave you may select the desired leave and click the Edit Leave tab above to open the Edit
Leave window. You may, alternately, right click on the Leave and select Edit Leave. Click Save to save

the edited information or Cancel to leave the information unchanged.

To delete a leave select the desired leave and click the Delete Leave tab above or right click on the
leave period and select Delete Leave.

Click on the Update View tab to view updated information. This, however, should be done automatically

by the employee manager.

See also:
Employee Manager Diagram

4.3.2.3 Qualifications

This functionality allows you to view and to edit the qualifications of the employees on the system with
regards to education and training. The qualifications view is further divided into two subviews, the first
displaying Certificates and Diplomas/Degrees attained and the second displaying the courses
associated with a selected Certificate/Diploma/Degree.

To add a new qualification click on the New Qualification button at the top of the sub-view or right-click
within the sub-view and select New Qualification. This opens a three step Add Qualification wizard
which will guide you through the fundamental stages of adding a new qualification. Click Next to
proceed to the next stage of the wizard.

Addenda:

o All mandatory fields (fields marked with *) must be filled out wilth valid information before assignment
can be saved.

e Ensure that the Date Issued field does not contain a date subsequent to the present date.

At any stage of the wizard you may choose to cancel the addition of a new qualification by
clicking on Cancel. Y ou have the option to navigate through the wizard to review or edit
information by clicking the Back button or by clicking on a stage on the right menu of the
wizard.

Click Finish to save the new qualification and exit the wizard or Cancel to cancel the new qualification.

Courses associated with a qualification may be added, edited or deleted in step 3 of the Add/Edit
Qualification wizard or directly from the Employee Manager. To add courses click on the Add Course
tab in the wizard or in the employee manager, in the Courses view right click on a course associated
with the specific Certificate/Diploma/Degree and select New Course. To edit a course select the
desired course and click the Edit Course tab or right click on the course and select Edit Course. To
delete a course select the desired course and click on Delete Course or right click on the course and
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4324

4.3.2.5

select Delete Course.

To edit a qualification you may select the desired qualification and click the Edit Qualification tab above
to open the Edit Qualification wizard. You may alternately right click on the qualification and select Edit
Qualification. Click Finish to save the edited information and exit the wizard or Cancel to leave the
information unchanged.

To delete a qualification select the desired qualification and click the Delete Qualification tab above or
right click on the qualification period and select Delete Qualification.

To view and edit Certificates, Diplomas/Degrees and Courses in the Employee Manager click on their
respective tabs in the menu to the right of the sub-view.

Click on the Update View tab to view updated information. This, however, should be done automatically

by the employee manager.

See also:
Employee Manager Diagram

Salary History

This functionality allows you to view and to edit salary history information associated with the
employees on the system.

To add a new salary, click on the New Salary tab at the top of the sub-view or right-click within the sub-
view and select New Salary. This opens a New Salary/Wage window where you must enter the
requested information.

Addenda:

e No two salaries can be current simultaneously. If a salary is made to be current then the Current
fields of all others will be automatically set to No.

e A current salary may not start before a salary which has previously been made current.

e A current salary may not possess and End Date. The End Date of a salary may be set by editing the
salary after the salary is no longer current.

Click Save to save the new information or Cancel to cancel the new salary.
To edit a salary you may select the desired salary and click the Edit Salary tab above to open the Edit
Salary window. You may alternately right click on the salary and select Edit Salary. Click Save to save

the edited information or Cancel to leave the information unchanged.

To delete a salary select the desired salary and click the Delete Salary tab above or right click on the
salary and select Delete Salary.

Click on the Update View tab to view updated information. This, however, should be done automatically

by the employee manager.

See also:
Employee Manager Diagram

Work Profile History

This functionality allows you to view and to edit the work profile history of the employees on the system.
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To add a new work profile click on the New Work Profile tab at the top of the sub-view or right-click
within the sub-view and select New Work Profile. This opens a New Work Profile window where you
must enter the requested information. You may also select a predefined work profile template by
selecting a category from the Load From Template field of the New Work Profile window.

Addenda:

¢ All mandatory fields (fields marked with *) must be filled out with valid information before work profile
can be saved.

e Selection of Makes Overtime opens a new tab Overtime Info in the New Work Profile window.

e A current work profile may not start before a work profile which has previously been made current.

e No two work profiles can be current simultaneously. If a work profile is made to be current then the
Current fields of all others will be automatically set to No.

e A current work profile may not possess an End Date. The End Date of a work profile may be set by
editing the work profile after the work profile is no longer current.

Click Save to save the new information or Cancel to cancel the new work profile.
To edit a work profile you may select the desired work profile and click the Edit Work Profile tab above
to open the Edit Work Profile window. You may alternately right click on the work profile and select Edit

Work Profile. Click Save to save the edited information or Cancel to leave the information unchanged.

To delete a work profile select the desired work profile and click the Delete Work Profile tab above or
right click on the work profile and select Delete Work Profile.

Click on the Update View tab to view updated information. This, however, should be done automatically

by the employee manager.

See also:
Employee Manager Diagram

4.3.2.6 Payroll Info

This functionality allows you to view and to edit an employee's payroll information. This entails
information concerning the employee's timesheet, regular and additional incomes and regular and
additional deductions. Detailed information on these may be accessed by clicking on their respective
tabs to the right of the sub-view.

For the views under each tab click on Update View / Update List or right click within the sub-view and
select Update View / Update List to view updated information.

See also:

Employee Manager Diagram
Time Sheet

Income

Additional Incomes
Deductions

Additional Deductions

4.3.2.6.1 Time Sheet

See:
Time Sheet
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4.3.2.6.2 Income

See:
Income

4.3.2.6.3 Additional Incomes

Under Additional Incomes you are able to add additional income to the employee's pay, edit an
additional income for that employee and delete an existing additional income for the employee. The
additional income indicated is the non-standard income previously specified and described in the
Income section.

To add an additional income click on Add at the top of the sub-view or right click within the view and
select Add.This opens the Additional Income window where you must enter the required income
information. You must specify if this income is recurring (to be appended to employee's pay in each
payroll generation) or periodic (occuring only for a limited period). Select the Active property if this
income is to be applied in the next payroll generation for that employee. Click Save to add the new
income to the employee's pay or Cancel to leave that employees income unchanged.

To edit an existing additional income select that income and click on Edit at the top of the sub-view or
right click with the sub-view and select Edit. This will open the Edit Additional Income window. Click
Save to save changes made to the additional income or Cancel to leave the income unchanged.

4.3.2.6.4 Deductions

See:
Deductions

4.3.2.6.5 Additional Deductions

Under Additional Deductions you are able to add an additional deductions to be taken from the
employee's pay, edit a deduction and delete a deduction.

To add an additional deduction click on Add at the top of the sub-view or right click within the view and
select Add.This opens the Additional Deduction window where you must enter the required deduction
information. You must specify if this deduction is recurring (to be appended to employee's pay in each
payroll generation) or periodic (occuring only for a limited period). Select the Active property if this
deduction is to be applied in the next payroll generation for that employee. Click Save to add the new
deduction to the employee's pay or Cancel to leave that employees deductions unchanged.

To edit an existing additional deduction select that deduction and click on Edit at the top of the sub-
view or right click with the sub-view and select Edit. This will open the Additional Deduction window.
Click Save to save changes made to the additional deduction or Cancel to leave the deduction
unchanged.

See also:
Additional Incomes Diagram
Employee Manager Diagram
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5.1

5.1.1

Timekeeping

Time-Keeping

The time-keeping functionality of P.A.Y.H.R. allows you to more efficiently keep track of the number of
hours each hourly paid employee works each day and allows you to edit a daily timecard for each. This
timecard includes the employees' times of work-day starts, work-day ends, break starts and end and
calculates the total number of hours worked for that day based on the collected times.

The daily timecard is present in two forms:

¢ A timecard with only the work day start, work day end, lunch start and lunch end.

¢ Atimecard which possesses, in addition to times mentioned in the previous timesheet, start and end
times for two breaks: one between the work-day start and the lunch start, and the other occuring
between the lunch end and the work-day end.

The user has the option of which form of the timecard will be used.

The Timekeeping section may be viewed from a daily view which shows all timecards for all hourly paid
employees for a chosen day, or from a detailed view which shows all timecards related to each hourly
paid employee.

Timekeeping offers further analysis of the work times spent by hourly paid employees by including a
job-costing / time allocation section, whereby the total work hours spend by an employee may be
dissected according to the time spend on specific tasks.

You may access the Timekeeping component of PAYHR by clicking on the Time Keeping link
appearing under HR in the menu to the left or alternately selecting H.R. - Time Keeping from the menu
at the top of the window.

Daily View

To access the daily view of hourly paid employees open the timekeeping manager and select the tab
"Daily View".

Selecting the Use Breaks checkbox displays a timesheet which, in addition to the work-day and lunch
times, includes two breaks, one occuring between the work day start and the lunch start, the other
occuring between lunch end and work day end. Deselecting this checkbox will display a timesheet
which contains only work-day and lunch-times, and excludes the previously mentioned breaks.

Choosing a specific date will display timecards for all hourly-paid employees only for the indicated day.

To edit a time for a specific employee click on the time cell to make that time editable and use arrows
to manipulate the time within the fields.

Click on the Save button at the top to save edited information.
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Detail Views

Save Edited Times][ChDDse Timesheet Date] [ In&;ﬁ;mﬁii?gigﬁge ]
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5.1.2 Detailed View

To access the detailed view of hourly paid employees open the timekeeping manager and select the
tab "Detailed View".

Click on the Find Employees button at the top to search for hourly paid employees according to
specified search criteria.

The rightmost section of the detailed view shows a list of the search results. Clicking on an employee
will open, in the left, a view of all the timecards related to that employee.

Selecting the Show Breaks checkbox displays a timesheet which, in addition to the work-day and lunch
times, includes two breaks, one occuring between the work day start and the lunch start, the other
occuring between lunch end and work day end. Deselecting this checkbox will display a timesheet
which contains only work-day and lunch-times, and excludes the previously mentioned breaks.

Click on Add/Edit Item to add a new timecard for the selecting employee or to edit an existing timecard
for that employee. This opens the Edit Time Keeping Info window where you must select the date of
the timecard, the field for which you be entering the time, and set the time. To set the clock
component of this window, left-click to change the hours and right-click to change the minutes. Click
Ok to save the edited time or Cancel to cancel the change.

Select a timecard and click on Delete to delete this timecard.

Click on Find Item to search for that employee's timecards for a specific period.
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6.1

Payroll Management

Payroll Creation Architecture

A payroll is the calculated net income to be paid to employees after deductions have been taken.The
payroll function allows you to construct employee payrolls based on data extracted from the previously
collected HR information, more specifically, salary, work profile and time and leave management
information.

When calculating a payroll the type of payroll has to be specified. For exmaple a weekly payroll is
considered different from a biweekly payroll. P.A.Y.H.R. will automatically gather all employees payed
according to the specified payment type, as well as other relevant pieces of information and create, for
that period, an employee timesheet having time-related fields:

e Regular - Regular hours worked by the employee

Overtimel - Overtime hours worked by the employee at first rate

Overtime2 - Overtime hours worked by the employee at second rate

Overtime3 - Overtime hours worked by the employee at third rate

Overtime4 - Overtime hours worked by the employee at fourth rate

No. Cert - Number of certified sick days the employee took during the payroll period

No. Uncert - Number of uncertified sick days the employee took during the payroll period

No. Vacation - Number of vacation days the employee took during the payroll period

No. Maternity - Number of maternity days the employee took during the payroll period

¢ No. Other - number of other days that the employee took during the payroll period

These are days for which the employee is paid. The timesheet will take the form of that in the following
Timesheet Diagram:

Employee Regular Orvertime 1 Oivertime 2 Overtime 3 Owertime 4 Mo. Cest Mo. Uncert Mo. Vacation Mo Maternity Mo, Other

Timesheet Diagram

Addendum:
e The number of days on the timesheet cannot be edited. Only regular hours and overtime hours may
be adjusted.

The timesheet will provide information for the production of a time card. The time card will contain
calculations of incomes based on the times in the time sheet. The timesheet and time card as well as
information regarding categories of income recieved (regular/overtime/travelling/etc) and the
deductions(Medical Benefits/Social Security/Education Levy/etc), if any, from these incomes will
contribute to the payroll creation. The net income of all active employees (employees working for that
period) payed according to that payment type is then calculated. For an hourly paid individual numbers
of days are converted to hours before calculations are done. This payroll is then stored in the database
for future reference. A payroll has the following structure:
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Fayroll

- Date created
- Salany S Hourly
- Period it extends

- rear
- Finalized (ves/no)

- Payfrequency fweekly f monthly / etc

Fayroll Structure Diagram

Addendum:

e PayHR does not allow two payrolls of similar type and for the same period to exist in the system at

the same time.

The dataflow for payroll creation is demonstrated in the following Payroll Creation Diagram.

HR.
- dork Information
8 ar}ll:'?u?ile o Database
Salary and
Wtk Profile Payrall
Time Sheet Fayroll
Work Times an
Leave Infg Tinash e Card & .
\work Times and imesheet hcomes Deductions
Leave Info Time ¥
Information
Tirne Card '”'3'3"”‘.3 Deductions
Categories

Payroll Creation Diagram

6.2 Payroll Management Overview

Click on Payroll Management under Payroll in the menu to the left or select Payroll - Payroll
Management from the main menu above. This will open the Payroll Manager in the right. The payroll
manager is displayed in two views: the left view which lists the payrolls and the right view which

displays detailed payroll information.

From the Payroll Manager you are able to:

Create a New Payroll
Delete an Existing Payroll

Find a Payroll

Sort Payrolls
View and Edit Payroll Information
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6.3
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To create a new payroll open the payroll manager and click on the Create tab above the Payroll

Manager or right click within the left view and select Create Payroll.

Generator window. Enter the relevant information.

Addendum:

This will open the Payroll

e The start date field of the Payroll Generator cannot contain a date occuring subsequent to the

present date.

Select the Finalized property if the payroll is finalized and cannot be altered after generation. Click
Generate to create the payroll. Clicking Generate automatically saves the new payroll to the P.A.Y.H.R.
database. Initially the time-related entries on the timesheet of this payroll are all set to 0. You must

edit the timesheet accordingly then click on Generate Incomes and Deductions at the top of the
manager to generate all incomes and deductions for that payroll. Only regular hours and overtime

hours, however, may be edited from the time sheet. All other fields
edited from the leave view for that employee.

requiring a number of days must be
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6.4 View and Edit Payroll Information

To view a payroll open the payroll manager and find the payroll you would like to view. Double-click on
the desired payroll to open its detailed information in the payroll manager.

For a newly created payroll you must edit the timesheet accordingly and click on Generate
Incomes/Deductions at the top of the payroll manager. This calculates all the incomes due and
deductions taken from each employee on the timesheet for the specified period. Incomes and
deductions must be generated after any modifications that have been made to the timesheet to ensure
that updated and accurate information is being viewed.

The Regenerate Payroll button at the top of the payroll manager recreates the payroll, overwriting all
modifications and resetting the payroll to its initial state.

The first sub-view shows payroll info. The second sub-view displays the timesheet, incomes and
deductions for that payroll. To display these, click on their respective tabs.

See Also:

Payroll Info
Time Sheet
Incomes

Deductions

6.4.1 Payroll Info

Basic payroll information is viewable in the first sub-view in the right of the payroll manager. All fields
appearing under Payroll Info are uneditable except the Finalized property of an unfinalized payroll.
Select Finalized to finalize the payroll.

Addendum:
¢ A finalized payroll may not be edited.

See also:
Payroll Management Diagram

6.4.2 Time Sheet

The time sheet displays the various times which employees have worked or may be paid an income.
To edit the timesheet select an employee and click on Edit Timesheet. This opens an Edit Timesheet
window where times for the selected employee may be edited. Only regular and overtime hours may
be edited from the Edit Timesheet window. Click Save to save changes made to the timesheet or
Cancel to leave the time sheet unchanged.

Addendum:

e Only regular hours and overtime hours may be adjusted. The fields on the timesheet requiring a
number days cannot be edited. These fields can only be changed from the leave view for that
employee.
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6.4.3

6.4.4

e The timesheet for a finalized payroll cannot be edited.

See also:
Payroll Management Diagram

Income

Under Incomes you are able to see the incomes associated with a payroll.

Click on List or right click within the view and select List to view a list of the income accumulated by
employees on that payroll.

The Filter By property allows you to refine your view of incomes payable. Incomes may be filtered by
payroll number, employee ID, category or category type. Click on Filter By and select the desired
property from the drop down menu. If this property occurs in more than one general instance (eg. if
there are entries for 5 employees on the payroll and Filter By Employee ID is selected) all general
instances of this property are listed to the left side of the second subview. Click on any of these
general instances to filter incomes accordingly.

You can delete any income entry by selecting that entry and clicking on Delete at the top of that sub-
view, or right-clicking on the entry and selecting Delete.

Addendum:
e Only an income from an unfinalized payroll can be deleted. The delete button is disabled for incomes
on a finalized payroll.

The bottom of the sub-view displays the net sum of all incomes.

See also:
Payroll Management Diagram

Deductions

Under Deductions you are able to see the deductions associated with a payroll.

Click on List or right click within the view and select List to view a list of all deductions subtracted from
the employees on that payroll.

The Filter By property allows you to refine your view of deductions. Deductions may be filtered by
employee ID or by category. Click on Filter By and select the desired property from the drop down
menu. If this property occurs in more than one general instance (if there are 5 entries for 5 employees
on the payroll and Filter By Employee ID is selected) all general instance of this property are listed to
the left side of the second subview. Click on any of these general instances to filter the income
accordingly.

You can delete any deduction entry by selecting that entry and clicking on Delete at the top of that sub-
view, or right-clicking on the entry and selecting Delete.

Addendum:
¢ Only deductions from an unfinalized payroll can be deleted. The delete button is disabled for finalized
deductions.

The bottom of the sub-view displays the summed total of all the employee's deductions.
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See also:
Payroll Management Diagram
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7 Income and Deductions

7.1  Processing Income and Deductions

Income, with respect to payroll calculations, is defined as the monies accumulated by an
employee. Each income category is subject to government taxes and deductions. In Antigua
and Barbuda these exist as:

e Medical Benefits deductions

e Social Security deductions

e Education Levy deductions

e |ncome tax

Each company has categories of potential income payable to employees. These include system
income categories (income categories which always exist in the system and cannot be taken
out) and user income categories (income categories specific to particular employees). These
income categories are stored in the system in association with all the deductions which should
be taken from them. System incomes include:

e Regular income

e Overtimeincome

e Certified sick pay

e Uncertified sick pay

e Vacation pay

e Maternity pay

User income categories refer to traveling income, housing allowances, etc. These are
dependent on company codes of payment.

A timesheet is constructed based on the payable system incomes. From the timesheet the
system income payabl e to each employee is calculated in the income table. Thisincome table
will aso include al other income due employees.

Application of Deductionsto Income:

For each possible deduction the system combs the list of potential incomes to determine all
the income types to which this deduction is applicable. It then goes through the table of
incomes and makes the corresponding deduction from each item of thisincome type and
creates a corresponding deductions table.

The table of incomes will take the form:

Payroll No. Timesheet No. EmployeelD Category Amount Category Type

90 84 JohnDoe Reg $2000.00 Reg
90 84 JohnDoe oT $100.00 OoT1
90 84 JaneDoe oT $60.00 oT2
90 - JaneDoe Travel $50.00 Travel
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Addendum:

e Traveling allowance is not attached to atime sheet sinceit is not a system income.

The table of deductions will take the form:

Payroll No.
90
90
90
90

Employee I D

JohnDoe
JohnDoe
JaneDoe
JaneDoe

MED
SOC
EDU
TAX

Category Amount

$73.50
$63.00
$32.80
$60.00
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8.1

Income Management

Incomes Overview

As a result of this software's design being specific to the rules of organizations within Antigua and

Barbuda, the system includes fixed, standard income categories which cannot be removed from the

system, nor can they be edited. P.A.Y.H.R., however, also allows you to specify your own additional

income types payable to employees. The standard income types in the P.A.Y.H.R. system include
Regular pay, Overtime pay, Sick pay, Maternity pay and Vacation pay.

The various income categories may be managed from the Income Manager. Here you are able
to specify what income may be recieved by employees as well as the respective deductions

which can be taken from each income category. Click on the Income Categories link from the

menu to the left or select Payroll - Income Categories from the main menu above. Thiswill

open the Income Manager in the right section of the window. The income manager is displayed
in two views: the left view which lists income and the right view which displays detailed income

information. From the income manager you are able to:

Create a New Income Category
Delete an Existing Income Category
Sort Income

View and Edit Income Information

Edit Selected
Mon-standard

Delete Selected
Mon-standard

0 Clse New Income Categoy 4™ Editincome 3 DeleteIncome 4 Update Lis ’r,
Categoiy Standard Apphed Deductions |
s FEG Yas Description Standand d
Standard Incomes ez EDU Tes 4
i Yes DMD Neo y""
{cannot be edited. CLOAN Ne E
cannot be deleted) ::3 i
] e~
Non-Standard 2
Incomes List of deductions |
{can be edited. applicable to selected s
canbe deleted) income ‘I"
- .-—r
Lizt of all attainable incomes r—.
o
' !
= ——
o
jr_ et —

Income Categories Wiew
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8.2 Create a New Income Category

To create a new income category open the income manager and click on New Income Category above
the income manager or right click within the right view of the income manager and select Create. This
will open the New Income Category window where you must enter the requested income information
and select all deductions which are to be taken from this income. Click Save to save the new income
category to the P.A.Y.H.R. database or click on Cancel to cancel the new income category.

See also:
Income Categories Diagram

8.3 View and Edit Income Information

To view and edit income information open the income manager. A list of all income categories in the
system is displayed in the left view. Click on any of these income categories to view all deductions
taken from this income in Applied Deductions in right view of the income manager. To edit an income
select that income category and click on Edit Income. This opens the Edit Income Category window
where you may make changes to the income information and applied deductions. Click Save to save
changes or Cancel to leave the income category unchanged.

Click on Update List to view updated information. The income manager should however do this
automatically.

See also:
Income Categories Diagram
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9 Deduction Management

9.1 Deductions Overview

As a result of this software's design being specific to the rules of organizations within Antigua and
Barbuda, the system includes fixed, standard deductions which cannot be removed from the
categories of deductions taken, nor can they be edited. P.A.Y.H.R., however, also allows you to specify
your own additional amount types deductible from employees' pay. The standard deductions in the
P.A.Y.H.R. system include: Social Security, Medical Benefits, Education Levy and Income Tax these
may be identified as standard deductions by a Yes the Standard field in some views where these
deductions are displayed.

Deductions can be managed from the Deductions Manager. To access the deductions manager click
on the Deductions Categories link from the menu to the left or select Payroll - Deductions
Categories from the main menu above. From the deductions manager you are able to:

Create a New Deduction
Delete an Existing Deduction
Find Deduction

Sort Deductions

View and Edit Deductions Information
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9.2

9.3

Edit Selected || Delete Selected
Mon-Standard
Deduction

Close Deduction Addd & Mew
Categories Yiew || Deduction Catego Mon-Standard

Deduction
£* Close Mew Deduchion Category 4 Edit Deduction 3% Diedate Deducl}g

Categary Standard Description

S0C ez Social Secuni -
s MED Yas Medical Bene-lll:h Standard Deductions

B EDU Yes Ecuction Levs {cannot be edited.
e cannot be deleted)

Workier Deductions Mon-5Standard Deductions
Compary Loan ] l:l:ﬂn be edited,
can be deleted)

List of all applicable y
deductions r

Deduction Cateqgories Wiew

Create a New Deduction

To create a new Deduction open the deductions manager and click on Create above the Deductions
Manager. This will open the New Deduction Category window where you must enter the deduction
information requested. Click Save to save the new deduction category to the P.A.Y.H.R. database or
click on Cancel to cancel the new deduction category. All new deductions created will be saved as non-
standard deductions (i.e. these deductions will contain a No in the Standard field in some views where
they are displayed).

See also:
Deduction Categories Diagram

View and Edit Deductions Information

To view and edit deduction information open the deduction manager. This displays a list of all
deductions in the P.A.Y.H.R. system. All non-standard deductions may be edited by the user, provided
the user possesses that authority. Select the non-standard deduction you want to edit and click on the
Edit Deduction button above. This opens the Edit Deduction Category window where you may make
the desired changes to the deduction information.

Addenda:
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¢ Medical Benefits, Social Security, Education Levy and Taxes are standard deductions and may not
be edited or deleted.

e The Edit Deduction and Delete Deduction buttons are disabled for the standard deductions listed
above.

See also:
Deduction Categories Diagram
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10 Company Management

10.1 Company Overview

P.A.Y.H.R. may be configured for a single company at any one time.Company information may be
accessed by clicking on the Company link appearing under Maintenance in the menu to the left or by
selecting Maintenance - Company from the main menu above. Clicking on the Company link will open
the Company Manager in the right section of the window. The Company Manager is displayed in two
views: the left view which displays the company and the right view which displays detailed company
related information. From the company manager you are able to:

e Add a New Company

Addendum:
e The add a new company function is only available if there are no companies presently in the
P.A.Y.H.R. database.

e Delete a Company
e View and Edit Company Infomation
e Create and Edit Work Profile Templates
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10.2 Add a New Company

Thisfunctionality alows you to add a company to the P.A.Y.H.R. database. To add a new

company, open the company manager and click on the New button above. Y ou may,
aternately, right click within the left view of the Company Manager and select New Company.

Selecting the New function opens the Add Company wizard where you are required to enter
the requested company information.

Addendum:
e All fieldswith * indicate mandatory information. The wizard will not save the company
unless these fields are filled out with valid information.

Y ou may choose to cancel the addition of a new company by clicking on Cancel.
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Click Finish to add the information to the P.A.Y .H.R. database and exit the Add New
Company wizard. A message will appear on the screen to indicate if the company has been
added successfully or if an error has occurred.

10.3 View and Edit Company Information

To view and edit company information open the company manager and double click on the company in
the left view. This opens, in the right view, all company information.

The first view contains detailed company info and company settings. This information is editable. Click
on Save at the top of the company manager to save any modifications made within this view.

The second subview of the company manager holds the Work Profile Template view.

10.4 Work Profile Templates

Company management allows you to create and reuse work profile templates for a company. A work
profile template contains predefined values of expected working times, allowed leave days and rates,
overtime rates etc. for a particular category of employees. To create a work profile template

open the company manager and in the template settings section of the right view enter the work profile
information for the template.

Addenda:
e Ensure that the Edit Existing field is left blank when creating a new template.
e Ensure that all mandatory fields (fields marked with *) are filled in with valid information.

Click the Save Template button to save the new template. This template will be saved by the name
indicated in the Save as New field.

To edit an existing template select a template from the Edit Existing field and make the desired
changes.

Addenda:
e Ensure that the Save as New field is left blank when editing an existing template.
e Ensure that all mandatory fields (fields marked with *) are filled in with valid informaiton.

Click the Save Template button to save the changes made to the template.
Clicking the Reset button will reset all fields to their default values.

Clicking the Delete button will delete the existing work profile template which is currently being
displayed.
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11

111

Department Management

Department Overview

The system maintains basic information of departments and the employees in these departments. New
departmental information may be added or existing departmental information may be
edited.Departmental information may be accessed by clicking on the Departments link appearing under
Maintenance in the menu to the left or by selecting Maintenance - Departments from the main menu
above. Clicking on the Departments link will open the Department Manager in the right section of the
window. The department manager is displayed in two sub-views: the left sub-view which lists the
departments and the right sub-view which displays detailed departmental information. From the
department manager you are able to:

Add a New Department

Delete an Existing Department

Find a Department

Sort Departments

View and Edit Departmental Infomation
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tManagement YWiew
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11.2

11.3

Add a New Department

Thisfunctionality alows you to add a new department to the P.A.Y.H.R. database. To add a
new department open the department manager and click on the New button above. Y ou may
aternately right click within the left hand sub-view of the department manager and select New
Department.

Selecting the Add New Department function opens the Add New Department window where
you are required to enter the requested department information.

Addendum:
o All fieldswith * indicate mandatory information. The wizard will not proceed to the next
phase unless these fields are filled out with valid information.

Y ou may choose to cancel the addition of anew department by clicking on Cancel.
Click Finish to add the information to the P.A.Y.H.R. database and exit the Add New

Department window. A message will appear on the screen to indicate if the department has
been added successfully or if an error has occurred.

See also:
Department Management Diagram

View and Edit Departmental Information

The information associated with a particular department may be viewed by double-clicking on
that department in the left view of the Department Manager. Thisinformation will be
displayed two sub-views in the right hand view of the Department Manager. Detailed
departmental information will be displayed and may be changed from this view.

Click Save to save any changes made in the first sub-view.

The second sub-view displays the Employee Manager containing only the employees in the specified
department. Click Close to close the employee Manager and New to add a new employee to this
department. Clicking New will open the Add New Employee four step wizard.

Double clicking on an employee in the left view of the Employee Manager will display that employee's
detailed information in the right view of the Employee Manager. This information may be edited.

See also:

Department Management Diagram
Employee Manager Diagram

View and Edit Employee Information
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12

12.1

12.2

Report Management

Reporting Structure

P.A.Y.H.R. offers you reporting capabilities whereby by you are able to view structured information
based on the company's data contained in the P.A.Y.H.R. database. P.A.Y.H.R. maintains a vast
collection of reporting styles with varying data fields appended. New report designs may not be added
nor can existing report designs be changed or deleted. You are able to select your desired report type
and the report will be generated accordingly with the information gathered from the database.

All reports are contained within defined categories in the database. Each report further possesses a
name, description and access level. New categories may be added to the default categories in the
system, and reports may be relocated from any category to another. Categories may also be deleted.
However, there exists a universal category defined as Unassigned which contains all reports which do
not belong to any of the other defined categories. When a category is deleted all reports from this
deleted category are automatically transfered to the Unassigned category since no reports may be
removed from the system.

Report properties may also be edited. The editable properties of reports include: nhame, description,
category and access level.

Reporting Manager

P.A.Y.H.R. allows you to generate structured reports based on the information in the database. Click
on the Reports link under Report Management in the menu to the left or selecting Report Management
- Reports on the main menu above. This opens the Reporting Manager. The reporting manager is
divided into a left view and a right view, with the the left view being further sub-divided in to a Report
Categories subview, Reports sub-view and a Description view. The Report Categories sub-view lists all
categories of reports as well as the general All Reports category from which a list of all reports within
the system can be displayed. The Reports sub-view lists all reports found under a selected category.
The Description sub-view provides a short description of the selected report. The right view of the
reporting displays the detailed report.

From the reporting manager you are able to:

e Add a report category by clicking on the New Report Category button above or right clicking within
the Report Categories sub-view and select New Report Category. This opens the Add Report
Category window where you must fill in the requested report information.

o Edit a report category by selecting a category from the Report Categories sub-view and clicking on
Edit Report Category above or right clicking on a report category and selecting Edit Report Category.
This opens the Report Informaiton window where you are able to make modifications to the report
category.

o Delete a report category by selecting a category from the Report Categories sub-view and clicking
on Delete Report Category above or right clicking on the report and selecting Delete Report
Category.

o Edit a report by selecting a report from the Reports sub-view and clicking on Edit Report above or
right clicking on the report and seleting Edit Report. This opens the Report Info window where you
are able to make modifications to the report properties.

¢ Relocate reports among the available reporting categories by selecting the report and editing its
properties as indicated in the previous point or by clicking and dragging a report from the Reports
sub-view onto a report category in the Report Categories sub-view.
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o Update reporting view by clicking on Update Report Categories above or right clicking within the
Report Categories sub-view and selecting Update Report Categories.

Save a generated report by exporting the report displayed in the reporting manager to one of the

formats offered. P.A.Y.H.R. will convert the displayed report to the selected format. To achieve this
click on the Export button at the top of the reporting manager and select one of the formats shown,
in which you would like to save your report. This opens an Export To *** window where you can
specify your export settings. After confirming your settings a Save As dialog box opens allowing you
to specify the location to which you want to save your report. P.A.Y.H.R. converts the report to the

selected format.
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See also:
Reporting Structure

Bepart Management Yiew
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13  Security

13.1 Security System Overview and Architecture

The P.A.Y.H.R. application employs a security system whereby certain restrictions are given and
permissions allowed to users or groups of users. This security system serves to enhance the system's
accessibility factor. To access the settings of the security system click on the User Security link located
under Maintenance in the menu to the left or select Maintenance - User Security from the main menu
above. This will open the User Manager in the right section of the window.

P.A.Y.H.R. maintains a list of all users who may access the system. These users are given a login
name and password which must be provided in order that the application be opened. Associated with
this list of users are all views and actions which each user is permitted to see and perform respectively.
This is demonstrated in the User Permissions Diagram below.

|Iser

Lzer Mame

Fasgword

l FPersonal Wiew
Lzer

“iews Yiew tems | Permissions

(resiMo)

User Permissions Diagrarm

When a user logs in to the system, that user's permissions are sent from the server to the client. This
enables the user to see those view items with permission 'Yes' and disables or hides those with
permission 'No'.

User permissions may be altered only by users with administration priviledges. Administration is given
all access rights to the system.

The Users view of the User Manager displays all the users on the system, their user roles and their
statuses, that is, whether they are logged on or not (right click within the Users view of the user
manager and select Refresh List to see an updated view of users' statuses). The Views view shows all
the views on the system and the View Options view shows all the view items associated with particular
views and the user's permissions concerning these items

From the User Manager you are able to:

Add a New User

Set User Permissions
Log Off a User

Edit User

Delete a User
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13.2 Data Security

The security system design entails the use of role levels and access levels. Both types of levels are
defined from 1-5, with level 1 having the lowest role/accessability and level 5 the highest
role/accessability. Roles are assigned to all users upon their entry into the system, while access levels
are assigned to all information present in the system, including top level entities such as companies,
departments, employees, reports, deductions, income and user information. When a level is assigned
to these entities the user assigning these levels must indicate the lowest user role which is able to
access this data. It will be assumed that all other users having roles above or equal to this role will be
able to view this data. This selection can be made from a "Can be seen by:" drop down list. This drop
down list has a default role of Owner.

The data levels which users are able to see and the actions which they are able to perform are
dependent on their personal role levels. Users at any given role level are able only to see information
which is at an access level lower than or equal to that user's own role level. Any information having a
level above that user's access level will be hidden from the users, and any corresponding actions will
be disabled. Following from this, when a user upens a view and makes a request for data, that request
is processed by the security system which will check the role of the user and return only data viewable
by that role. For example, searches will only return results which lie within the access range of the user
performing the search. A user's access levels concerning information can be customized by an
administrator according to his/her preferences. Role 5 users will have all access priviledges to the
system.

All roles levels associated with the system must be given names (eg. manager, director etc).
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P.A.Y.H.R. comes complete with default role names which are editable by a user of a suitably high
access level. Default role names are as follows:

e Owner - Role level 5
e Director - Role level 4
e Manager - Role level 3
e Line Staff - Role level 2
e DataEntry - Role level 1

13.3 Add Users

Users may be added to the system only by users having administrative priviledges. To add a new user
to the system open the User Manager and click on the New User tab. This opens a User Management
window where you are required to fill in information relevant to the new user account. The new user
may be added to a specific group of users. New groups may also be added or deleted from this
window. When a user is added to the systems all views and actions for him are initially restricted by
default. An administrator must then Set Permissions and restrictions for that user.

13.4 Set User Permissions

Setting user permissions allows you to define which views and actions may or may not be seen or
edited by the users on the system. To set permissions for a particular user open the User Manager
and click on the user's name from the Users list. Select a view from the Views list. This should open
the items associated with that view in the View Options section. Check the items which are enabled for
that user and uncheck those which are restricted.To enable or disable permissions for a user right-click
within that user's 'Views' view click on Enable All Permissions or Disable All Permissions respectively.
To check or uncheck all items under a particular view right click within the View Options view and
select Check all / Uncheck all.

13.5 Log User Off

A user having administrative priviledges has the option to log off users which are presently logged in to
the system. To log off a user open the User Manager, and right click on a user whose Logged In status
is set to Yes and select the Log user off option or select a user who is logged in and click on the Log
user off button above the user manager.

13.6 Edit User

To edit the security settings for an existing user open the User Manager, click on the user's name from
the Users section then click on Edit User above the User Manager. This opens the User Management
window from which changes may be made to the user's settings.
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14 Common Manager Functions

14.1 Find...

Most managers offers a Find function.This function is made accessible above each manager and has
captions Find Employee, Find Company, Find Department etc... To find specific information open the
relevant manager from the main menu to the left. Click on the Find *** button above the manager, if
this button exists, to open a search window where you are able to search for information according to
specified search criteria. Select the Exact Match property if the information in all fields entered should
appear in the results. Click Search to display results or Cancel to cancel the search. Results are
displayed in the left view of the manager.

To view all results under a specific manager leave all fields in the the search window bank and click
Search.

14.2 Delete...

This function allows you to delete employees, payrolls, income, deductions, companies, departments,
users and other such data from the P.A.Y.H.R. database. To delete these entities you must open their
relevant managers from the main menu to the left. Find the entity you would like to delete and double
click on it to open its detailed information in the right view of the manager or simply select it (this is
applicable only in the case of non-standard deductions since the deduction manager appears with only
one view). Click on Delete at the top of the manager.

Addendum:
e Standard deduction categories cannot be deleted from the P.A.Y.H.R. system.
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15 Working With Views

15.1 Resizing Views

A sub-view in any given main view may be resized by clicking and dragging a horizonta or
vertical splitter of this sub-view if such a splitter exists.
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15.2 Columns and Grid Lines Within Views

P.A.Y.H.R. allows you organized viewing of data by offering the Show/Hide Grid option and
customizing the selection of columns viewed in lists.

Grid lines may be added to any view which displays data in list form. To display or hide grid lines right
click within the desired view and select the Show/Hide Grid option if it is available.

You may also show or hide specific columns displayed in a list view. This is done by right clicking within
the view and selecting Columns. This opens the Column Editor showing all columns headings of the
view. Check a column heading to display that column or uncheck a column heading to hide the column.
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15.3

154

Sort Lists in Views

Views or sub-views displaying listed information may be sorted in ascending or descending order of
sort key. To sort a list, click once on the column heading of the desired sort key. Lists may be sorted
according to each field appearing in its tabular representation.

Closing and Reopening Views

A view or sub-view may be closed or reopened by clicking once on the lower horizontal or
right vertical splitter of thisview if such apartition exists. Y ou may revert to a previously
opened view or manager by clicking on its tab at the botton of the manager or clicking on its
link (if it exists) in the main menu to the left. In the various managers, detailed information
can be completely exited by clicking the Close button at the top of the right view of each
manager or by clicking on the exit sign to the bottom-right corner of the view. To entirely exit
any given manager view you may click the Close button located above the manager or right
click on that manager's tab below and select Close Window. Y ou can also click the exit button
at the bottom of the right view.

Viewing of managers may also be administered from the Open Windows box in the main
menu to the left. Open Windows keeps track of all managers presently open. Double click on
any manager from this box to revert to that manager's view.

See also:
Resizing Views Diagram
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16  Shortcuts

16.1 Keyboard Shortcuts

Key(s) Action

F1 Opens the P.A.Y.H.R. help manual to the page relevant to the presently
open view
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