Chapter 2

Working with Employee Reminders

This chapter explains how to view, schedule, and manage group and individual employee reminders. In this
chapter, the following topics should help you set up and maintain your district’s employee reminders:

e  Understanding the Reminders Search Screen

e  Scheduling Reminders for Groups of Employees
e Viewing an Employee’s Reminders

e Searching and Sorting an Employee’s Reminders
e  Scheduling a Reminder for an Employee

e Editing Employee Reminders

e Generating and Printing Reminder Reports

e Deleting Reminders

e Automatic Features of T.O.M. Employee Reminders

Understanding the Reminders Search Screen

When you open the Employee Management system, the first thing you will see the default view of the
Reminders tab (Figure 2-1). This tab displays today’s date, the number of records found, and all employees
who have reminders for tasks that are past due or due within the warning period. This ensures that all
important reminders are communicated to you as soon as possible.

The Reminders search screen consists of these subtabs:

e Due Now Subtab
e  Other Options Subtab
e Sorting Subtab

Due Now Subtab

The Due Now subtab on the Reminders search screen is the first screen you see when you launch the
Employee Management system.

The Employee Management system tracks reminders and lets you know when you launch the system which
ones are due within the warning period to ensure that all important reminders are communicated to you as
soon as possible. The warning period is the number of days before a particular task’s due date that you
wish to be alerted of an impending reminder.

Notice that there are several Category and Reminder types in the graphic below. For example, you can see
that the Training Category has several Reminder types associated with it: CPR, Refresher, and First Aid.
When you add category and reminder types to the Employee Management system, you can specify their
warning period. For example, you might specify that you want to be notified 15 days prior to the due date
of a CPR training course.
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NOTE: You can learn more about adding Category and Reminder types in Chapter 5 of the Getting

Started section.

85! Search Employees

BEX

File Security Maintain Window Help

’ﬁ T.0.M. Employee Management

Tuesday, August 24, 2001—

Today’s date

15 Record(s) Found <—

Figure 2-1. Due Now subtab of the Reminder search screen

Other Options Subtab

€ Employees L] Reminders lfﬁ\;-;r Training ] i Absenoes] @ Accidents] Number of
records found
+ Due within Warning Period
Tabs you can
- use to search
Due Now | Other Options | Sorting )‘ and sort
Emp # | MName Reminder Categary Due Dt Rgd Hrs | Achieved | |*) employee
13 ULMUSUIR, VIRGINIA LICENSE LICENSECE.. 9/17/2001 reminder
167 LIl DIANNA LICENSE LICENSECE... /2003 records
1 ULLIN, MANDY ANNUAL EVALUATION ;
2 UDUMSEN, RICHARD PROBATION EVALUATION
260 SHIRRY, DOUGLAS PHYSICAL LICENSECE...
604 SUMUNIISE, JOSEFINA CPR TRAINING
264 SMITH, ALVIN REFRESHER TRAINING 10 Emol
147 JEYCI. JAMES LICENSE LICENSECE... mployee
646 PURSENS, JACKIE REFRESHER TRAINING 10 reminders that
100 SIVINS, CAROL FIRSTAID TRAINING are due within
652 JUNIPER, JOAN ANNUAL EVALUATION :
113 HUDDECK, ZONIE LICENSE LICENSECE... = the warning
< 51 period
Find MNow | Reset Group Training ‘ Group Reminder Print Exit

When you click the Other Options tab on the Reminders screen (Figure 2-2), you can select additional
search options. For example, you can search for reminders with a particular status (such as just Overdue) or
a specific category or type. You can also combine these options with general employee search options so
that you can view the employee reminder records using a status, category, and type.

NOTE: You can also change the way you view reminder records by combining an employee search with

this screen. See Combining Reminder Search Options with Employee Search Options for more
information about this feature.
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Status
options

85 Search Employees [;]@
File Security Maintsin  Window Help
_— - Tuesday, August 24, 2004
BT T.0.M. Employee Management
& Employees Reminders | & Tra\ning] T Absencesl &3 Accidents] 15 Record(s) Found
| | " Overdue ¢ AllPending  All Reminder Category | j Reminder
" Duewithin |0 Eli (days) Reminder Type: | j OptiOI’lS
Due Mow  Other Options | Sorting
Emp # ‘ Name | Reminder Category | Due Dt | Rgd Hrs ‘Achieved Compl|#
13 ULMUSUIR. VIRGINIA LICENSE LICENSECERT  9/17/2001
167 LIl DIANNA LICENSE LICENSECERT  4/13/2003
il ULLIN, MANDY ANNUAL EVALUATION 9/26/2003
2 UDUMSEN, RICHARD PROBATION  EVALUATION 9/30/2003
260 SHIRRY, DOUGLAS PHYSICAL LICENSECERT f
604 SUMUNIISE, JOSEFINA CPR TRAINING
264 SMITH, ALVIM REFRESHER  TRAINING 10/7/2003 10
147 JEYCI, JAMES LICENSE LICENSECERT  10/8/2003
646 PURSENS, JACKIE REFRESHER  TRAINING 10/8/2003 10
100 SIVINS, CAROL FIRSTAID TRAINING 10/10/2003
652 JUNIPER, JOAN ANNUAL EVALUATION 2/3/2004
113 HUDDECK, ZONIE LICENSE LICENSECERT  5/25/2004 v
4 ¥
Find Now Reset Group Training Group Reminder Print Exit

Figure 2-2. Other Options subtab

You can select the following options to search reminder records:

Overdue. Allows you to view employee reminder records that are past their due date.

All Pending. Allow s you to view all employee reminder records that have not been marked as
complete.

All. Allows you to view all employee reminder records in the database, including those that have
been marked completed.

Due within X (days). Allows you to view the records that are due within the number of days you
specify by typing in the value or by clicking the up and down areas to change the displayed value.

Reminder Category. Allows you to select the reminder category you want to view. Default
options include Training and Evaluation.

Reminder Type. Allows you to select the reminder type you want to view. Default options
include Annual and BTW (Behind the Wheel Training).

NOTE: You can add categories and tasks to the Employee Management system by selecting
File>Reminders. This is discussed in Chapter 5 of the Getting Started section.

What if I pick the wrong viewing options or the results aren’t what I expected?

If you select the wrong category or type before you click the Find Now button, you can

® T.0.M Tip select the blank option, which is the first row, in the appropriate pull-down menu to

reset those fields.

If the results are not what you expected after you click the Find Now button, you can
start over by clicking the Reset button to clear your selections and the employee
reminder records. Then, click Find Now to repopulate the screen.
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To search for reminders:

1. Click the Other Options subtab on the Reminders screen (Figure 2-3). The Employee Management
system displays the Other Options screen.

85! Search Employees E]@
File Security Maintain  Window Help
. Monday, September 13, 2004
AT T.0.M. Employee Management
€1 Employees Reminders ]iff Training ] i Absenoes] &3 Acoidents] 124 Record(s) Found
" Overdue  AllPending ( All Reminder Category: | |
- " Duewithin |0 5: (days) Reminder Type: I LJ
Click here to
dlsplay Lue Moy, (ther Options | Sorting
search 3
options Emp # | Name Reminder | Category Due Dt | Rgd Hrs IAchieved |
) 13 ULMUSUIR, VIRGINIA LICENSE LICENSECE.. §/17/2001 =
306 WILLIUMS, CARTOMNA BTW TRAINING 1/15/2002 &0 0
354 HITTSEN. FRANK BETW TRAINING 2{27j2002 60 0
134 HEUSTEN, DELORES BTW TRAINING 9/18/2002 60 0
248 RELLIS, TOMI BTW TRAINING 92372002 60 0
106 SENZULIS, OLIVIA BTW TRAINING 10/16/2002 60 0
254 SULUZUR, BEATRICE BTW TRAINING 10/17/2002 60 0
338 SMITH, DONALD BTW TRAINING 10/17/2002 60 0
43 LEPIZ, ROGELIA BTW TRAINING 21 60 0
226 ECHEU., SILVESTIN BETW TRAINING 60 0
3m WILDIR, CARLA BETW TRAINING 60 0
167 LIl DIANMNA LICENSE LICENSECE... ~
£ >
Find Now | Reset Group Training Group Reminder Print Exit

Figure 2-3. Other Options subtab

2. Select the options you want to use to search the reminders.

Do I have to complete the entire screen?

No. You do not need to complete all the fields on the Reminders tab to search reminder
® T.0.M Tip records. In fact, if you want to view all employees who have reminders, you can leave
all the fields blank and then click the Find Now button.

I completed the screen, but nothing happened. What’s wrong?

If this happens, click Reset. This clears any other criteria you might have selected on
other screens. Then, select your absence criteria again, and click Find Now.

3. Click the Find Now button. The Employee Management system uses your selections to search
reminders and displays the results.

4. Look at the screen to see how many records are displayed (Figure 2-4).
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5. Search Employees g@
Fille Security Maintain  Window Help
= - Monday, September 13, 2004
BT T.0.M. Employee Management Look here fo
@ Employees [ Reminders |« Trammg] b Absences] ) Accwdentﬂ 107 Record(s) Found «¢ see how many
records are
N N N displayed.
% Overdue AllPending Al Reminder Category: | TRAINING =|
" Due within m (days) Rerminder Type: ‘ LJ
Due Now  Other Options | Sorting |
Emp # ‘ Name Reminder | Category Due Dt | Rqd Hrs J Achieved | |# Results of
306 WILLIUMS, CARTONA BTW TRAINING 15/ 60 0 hi
394 HITTSEN, FRANK BTW TRAINING 80 0 searching
134 HEUSTEN, DELORES BTW TRAINING &0 0 for training
246 RELLIS. TONI BTW TRAINING 60 0 ind
106 SENZULIS, OLIVIA BTW TRAINING 80 0 reminders
254 SULUZUR, BEATRICE BTW TRAINING 60 0 that are
338 SMITH. DONALD BTW TRAINING 60 0 d
431 LEPIZ. ROGELIA BTW TRAINING 80 0 overdue.
226 ECHEU, SILVESTIN BTW TRAINING 60 0
30 WILDIR, CARLA BTW TRAINING 80 0
37 ITHIRIDSIL JAMES BTW TRAINING 4/28/2003 60 0
40 LRYUNT, VERLISA BTW TRAINING 7/16/2003 60 0 v
3 >
Find Now Reset Group Training ‘ Group Reminder Print Exit

Figure 2-4. Results of searching reminder recordss

Sorting Subtab

To make the employee reminders more useful to view, print, or generate reports from, you can sort them by
various fields. You can select up to three of these options as your sort criteria. Also, after you select a sort
option, you can select ascending or descending as the sort order.

At what point can I sort employee reminder records?

You can sort employee reminder records at any point. When you sort employee
® T.0.M Tip reminder records, you are sorting displayed records, even if you are only viewing only a
few records from your database.

What if I pick the wrong sorting options or the results aren’t what I expected?

If the results are not what you expected after you click the Find Now button, you can
start over by clicking the Reset button to clear your selections and the employee
reminder records. Then, click Find Now to repopulate the screen.

However, if you have searched the records and click Reset and then Find Now, the
records displayed are the same as those that displayed when you last started the system.

To sort employee reminder records:

1. Click Sorting on the Reminders screen (Figure 2-5). The Employee Management system displays the
sorting options.
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5 Search Employees E]

File Security Maintain Window Help

'ﬁ T.0.M. Employee Management

Monday, September 13, 2004

€1 Employees [ Reminders | & Training] b Absencesi a) Accidentsi 107 Record(s) Found
Sort by... |[Due Date ~| Order: |Ascending |
then by... [Category ‘= lAscending |
and then _ |Type =l Ascending x| -
Click here to
Due Now] Cther Options  Sorting # dlsplay SOI’ting
Emp # ] Name Reminder ] Category ] Due Dt ] Rqd Hrs ]Achleved] s OptIOHS.
306 WILLIUMS, CARTOMNA BTW TRAINING 1/15/2002 60 0 | ii
394 HITTSEN, FRANK BTW TRAINING 2/27/2002 60 0
134 HEUSTEN, DELORES BTW TRAINING 9/18/2002 60 0
246 RELLIS, TONI BTW TRAINING 9/23/2002 60 0
106 SENZULIS, OLIVIA BTW TRAINING 10/16/2002 60 0
254 SULUZUR, BEATRICE BTW TRAINING 10/17/2002 60 0
338 SMITH, DONALD BTW TRAINING 10/17/2002 60 0
431 LEPIZ, ROGELIA BTW TRAINING 212003 60 0
226 ECHEU, SILVESTIN BTW TRAINING 2/5{2003 60 0
301 WILDIR, CARLA BTW TRAINING 2/17/2003 60 0
87 ITHIRIDSI JAMES BTW TRAINING 4/25/2003 60 0
40 LRYUNT, VERLISA BTW TRAINING 7/16/2003 60 0 |v|
<] | B

Find Now Reset Group Training Group Reminder Print Exit

Figure 2-5. Sorting subtab

2. Select sorting criteria and order options by clicking the pull-down menus and selecting options in the
pull-down lists. You can sort the data up to three times (Figure 2-6).
IIE Search Employees E]@
File Security Maintain  Window Help
= Monday, September 13, 2004
®T T.0.M. Employee Management
You can select @& Employees [ Reminders | € Training | 37 Absencesi 3 Accideﬂtsi 107 Record(s) Found
various fields
as your sort Sort by... |Due Date _v_] Order. |Ascending  v|
criteria and P thenby.. ??:feg"”f Ascending 7|
Ascending and and then Due Date Ascending &
. Complete Date
Descending as Due Now | Other Opfions  Sorting
the sort order. Emp# | Name Reminder | Category | DueDt | RgdHrs | Achieved | [
306 WILLIUMS, CARTONA BTW TRAINING  1/15/2002 50 RE]
394 HITTSEN, FRANK BTW TRAINING  2/27/2002 80 0
134 HEUSTEN, DELORES BTW TRANING  9/13/2002 80 0
245 RELLIS, TONI BTW TRAINING  9/23/2002 50 0
106 SENZULIS. OLIVIA BTW TRAINING  10/16/2002 60 0
254 SULUZUR. BEATRICE BTW TRANING  10/17/2002 60 0
338 SMITH, DONALD BTW TRANING  10/17/2002 60 0
431 LEPIZ, ROGELIA BTW TRAINING  2/1/2003 80 0
296 ECHEU, SILVESTIN BTW TRAINING  2/5/2003 80 0
301 WILDIR, CARLA BTW TRAINING  2/17/2003 60 0
87 ITHIRIDSI, JAMES BTW TRAINING  4/28/2003 60 0
40 LRYUNT, VERLISA BTW TRAINING  7/16/2003 60 0 v
£3| L J (i
Find Now Reset Group Training Group Reminder Print Exit
Figure 2-6. Selecting employee reminder sorting options
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3. Click the Find Now button to retrieve the selected employee reminder records and sort them in the
desired order. The Employee Manager system updates the displayed records in the specified sort order.
Figure 2-7 shows the results of sorting reminders by category and then by type:

85! Search Employees g@
Fle Security Maintain Window Help
- Monday, September 13, 2004
®T T.0.M. Employee Management
& Employees Reminders ]&’-? Trammg] T Absences] & Accidemsi 107 Recordis) Found
Sort by___]Categor_\( *| Order. ]Ascending |
then by___]T_vpe - JAscending -
andthen .. |Type = |Ascending  ~|
Due Now | Other Options  Sorting
Emp # | MName Reminder | Category Due Dt | Rqgd Hrs ] Achieved | &/
293 WUDDILL, HAROLD BTW TRAINING 7/25 60 0
292 VILLURRIUL, SANDRA BTW TRAINING / 60 0
290 WUNZUNDT, LINDA BTW TRAINING 0/24/2003 60 0
284 TRIVINE, PAUL BTW TRAINING 10/23/2003 60 0
282 THEMPSEN. LINDA BTW TRAINING 12/19/2003 60 0
28 THEMPSEN, ANTIONETTE BTW TRAINING 10/2/2003 60 0
304 WILLIUMS, CARLYLE BTW TRAINING 2/9/2004 60 0
354 CENKLI. NELDA CLASSROOM TRAINING 8/5/2004
604 SUMUNIISE. JOSEFINA CPR TRAINING 10/3/2003
100 SIVINS, CAROL FIRSTAID TRAINING 10/10/2003 1
646 PURSENS, JACKIE REFRESHER TRAINING 10/8/2003 10 =
264 SMITH. ALVIN REFRESHER TRAINING 10/7/2003 10 |»|
< | [2]
Find Now Reset ‘ Group Training ‘ Group Reminder Print ‘ Exit I

Figure 2-7. Results of sorting reminders

Combining Reminder Search Options with Employee Search Options

In addition to searching reminders by clicking on the Other Options subtab, you can also search for
employees who have reminders associated with them. For example, you could search for all employees
with an employee type of Driver who have a training reminder associated with them.

To combine reminder search options with employee search options:

1. Click the Employees tab. The Employee Management system displays the Employees screen.

2. Click the Reset button to clear the screen. The Employee Management system clears the screen.

3. Select the criteria you want to use to search for employees. Figure 2-8 shows selecting the Employee
Type of Driver for the search criteria.
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4.

5.

- Search Employees

B0f=] % |

File Security Maintain  Window Help

W T.0.M. Employee Management

Tuesday, August 31, 2004

€ Employees |E§ F{em\nders| & Training | Fi Absencesl & Acmdents'

Employee ID I SSN:
Last Name: I First: I
Address: | I~ Search Eniire

Gender
© Male (" Female

Employee Type. D

Eﬂ'mlclty

A DRIVING Al
General IUser Deﬂnedl Emph:rymarvtl Dates Snrtmgl AND) NON-DRIVING AIDE
Employee # | LastName First Name Employee Type | Phone Address AP PN EY
ployee #| | | Employes Type | | N |suBape
C CAR DRIVER
COoA COACH
D DRIVER
Click Reset to
clear the — ShowonMap | New | Edit | Delere
screen.
| Find I‘vlﬂw‘rA Reset | Group Training | Group Reminder | Print Exit

Figure 2-8. Selecting Driver as the Employee Type

Select the Reminders tab.

Select the criteria you want to use to search for reminders. Figure 2-9 shows selecting the Reminder

Type of Training for the search criteria.

5] Search Employees

B0][=) %

File  Security Maintain VWindow Help

’ﬁ T.0.M. Employee Management

Tuesday, August 31, 2004

" Overdue ¢ AllPending (" All Reminder Category: | TRAINING

||

" Due within ID 3: dar i
(days) R I EVALUATION Annual Performance Reviews and

LICENSECERT Drivers License and Certification |

Due Now  Other Options | Sorting TRAINING Tﬁﬁ%

Emp # | N Remind | TRAINING_INSTRUCTOR Instructor Training

mp ame eminder TRAINING_NEWDRIVER New Driver Training

TRAINING_REMEWAL Refresher or Renewal Training
[il 1l [i]
Group Training Group Reminder Print Exit

Figure 2-9. Selecting Training as the Reminder Type
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6. Click the Find Now button. The Employee Management system uses the selected criteria to search
employee records displayed on the Employees tab.

Figure 2-10 shows the results of searching for employees who are classified as drivers AND who
have a training reminder associated with them:

5. Search Employees E]@
File Security Maintain Window Help
= - Monday, September 13, 2004
BT T.0.M. Employee Management
& Employees Reminders Iifgf? Trammg] b Absencesl & Accwdents{ 110 Record(s) Found
" Overdue " All Pending " All Reminder Category: | TRAINING -
" Duewithin |0 33 (days) Reminder Type: J LJ
Due Now  Other Options | Sorting

Emp # ‘ Name Reminder | Category Due Dt | Rqd Hrs J Achieved | |#/
306 WILLIUMS, CARTONA BTW TRAINING 1/15/2002 60 0 El
394 HITTSEN, FRANK BTW TRAINING 2/27/2002 60 0

134 HEUSTEN, DELORES BTW TRAINING 9/18/2002 60 0

246 RELLIS. TONI BTW TRAINING 002 60 0

106 SENZULIS, OLIVIA BTW TRAINING /16/2002 60 0

254 SULUZUR, BEATRICE BTW TRAINING 10/17/2002 60 0

338 SMITH. DONALD BTW TRAINING 10/17/2002 60 0

43 LEPIZ, ROGELIA BTW TRAINING 2/1/2003 60 0

226 ECHEU, SILVESTIN BTW TRAINING 2/5/2003 60 0

3 WILDIR, CARLA BTW TRAINING 2/17/2003 60 0

87 ITHRIDSI. JAMES BTW TRAINING 4/28/2003 60 0

40 LRYUNT, VERLISA BTW TRAINING 7/16/2003 60 0 v
£ = I B
Find Now Reset I Group Training Group Reminder Print Exit

Figure 2-10. Results of combining reminder search options with employee search options

Scheduling Reminders for Groups of Employees

Although you can set up reminders for individual employees as described later in this chapter, it is far more
efficient to set up reminders for an entire group of employees. This not only saves time, but it reduces input
errors that might occur from entering so many separate reminders.

Even though you are setting up a group reminder, you can customize the due date for each employee. For
example, one of the set up options allows you to select the employee’s birthday as the due date. Suppose
you manage the data for 400 employees. If you select Next birthday as your reminder date option, you are
creating one reminder that is customized for all employees because it is associated with their birthday.

This section consists of the following:

e Adding a Group Reminder for All Employees
e Adding a Group Reminder for a Selected Group of Employees

e  Understanding the Group Reminder Screen

Adding a Group Reminder for All Employees

1. Click the Employees tab. The Employee Management system displays the Employees screen.
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2. Click the Reset button to clear the screen. The Employee Management system clears the screen
(Figure 2-11).

85! Search Employees

BE)]X

File Security Maintain Window Help

’ﬁ T.0.M. Employee Management

Tuesday, August 24, 2004

Click Reset to
clear the
screen.

Click Find
Now to search
for and retrieve
records.

Click Group
Training to add
a group
reminder to the
system.

€ Employees ] Reminders

i Training] i Absencesl 8 Accidentsl

Employee ID SSN: Gender
- i
Last Mame | First: Male Female
Address: | [~ Search Entire Ethnicity: hd
Employee Type: -
General | User Defined ] Employmert ] Dates | Sorting ]
Employee#| Last Name | FirstMName | Employee Type | Phone |
Y\
N
Show on Map ew | Edit | Delete |
2\
Find Now ‘ Reset | Group Training ‘ Group Reminder Print Exit

3. Click the Find Now button to retrieve all the employee records in the database.

Figure 2-11. Clearing the Employee screen

4. Click the Group Reminder button. The Employee Management system displays the Schedule
Reminder/Task screen.

5. Select options from the drop-down lists or type information into the fields. See the detailed discussion
of the various fields in the Group Reminder screen later in this chapter for more information.

NOTE: You must select a Category, Type, and Due Date (such as Next Birthday). These are required
fields. If you click the Schedule Now button before you complete these fields, the Employee
Management system displays a warning.

6. Click the Add All button to add all employees to the group request.

Figure 2-12 shows adding a training reminder on the next birthday of all employees.

2-10
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Schedule Reminder/Task

s ‘\‘
gﬁ@
-

Schedule Reminder/Task for a Group

Required Hours: |10

Category: |TRAINING ~| Training

Type: |CLASSROOM ~| CLASSROOM TRAINING Category,
Type, and Due
Due Date:
(% MextBirthday ~ NextAnniversary of Specific Day S| @ e Ew Date are

Certification Date required fields.

Reset List
Schedule e B
MNow X

Comment:
Available Employees: Selected Employees: 573 selected Example
showing that
Emp# | Employee Type | Add == | Emp# | Employee Type | all employees

307 WILLIUMS, DELMETRIA DRIVEF

_<<Remove | |35 WEELIY, DORIS DRIVEF have been

309 YLUNIZ, ISMAEL DRIVEF added to the
310 ZUCHURIUS, LISA DRIVE

Remove All 211 ZLIRL ISE RAADIA I’WDI\JIZEV group

ad & reminder.

Figure 2-12. Adding all available employees to a group reminder

7. Click the Schedule Now button to add the reminder to the database. The Employee Management
system displays a progress bar at the bottom of the screen to indicate it is adding the reminder to the
database. When it is finished, you will see a dialog indicated that this process is complete.

Adding a Group Reminder for a Selected Group of Employees

In addition to customizing the due dates for group reminders, you can create group reminders for selected
groups of employees that you want to include in the reminder. The Group Reminder screen fills in the
Available Employees list with those employees found in your employee search. From this list, you can
either select all of the found employees or further refine the list of employees to build the reminder for by
individually adding them to the Selected Employees list. For example, you can search employee records to
display all the drivers in your database. You could then add all the drivers to the group reminder, or you
could select only certain drivers for inclusion in the group reminder.

NOTE: You must add at least one employee to the reminder. If you do not, the Employee Management
system displays a message if you click the Schedule Now button.

® T.O.M Tip

What if I added the wrong employees to a reminder?

If you have not added the task to the database, you can click Reset List or click the
Remove All button to remove all employee names from the Selected Employees box.
To remove only some employees from the Selected Employees box, select their names,
and click the Remove button.

To create a group reminder for a group employees:

1. Click the Employees tab. The Employee Management system displays the Employees screen.
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2. Click the Reset button to clear the screen. The Employee Management system clears the screen.

3. Select the fields you want to use to select employee records. Figure 2-13 shows selecting Driver from

the Employee Type drop-down list on the Employees search screen.

-IE Search Employees E]@\

File Security Maintain  Window Help

’ﬁ T.0.M. Employee Management

Tuesday, August 24, 2004

7 Absences | ) Accidents |

€ Employees l@ Reminders] #; Training

Employee ID: SSN: Gender
i i
LastName:| First Male Female
Address:| [ Search Entire Ethnicity: =
Employee Type:|D -

Figure 2-13. Example of selecting Employee search options

4. Click the Group Reminder button. The Employee Management system displays the Schedule

Reminder/Task screen.

5. Select options from the drop-down lists or type information into the fields.

NOTE: You must select a Category, Type, and Due Date (such as Next Birthday). These are required
fields. If you click the Schedule Now button before you complete these fields, the Employee

Management system displays a warning.
6. To add employees to the group reminder:

e Select an employee’s name, and then click the Add button.

e Select an employee’s name, hold down your Shift key, and click another employee’s name to

select a range of names. Then, click Add.
OR

e Select an employee’s name, hold down your Ctrl key, and select another employee’s name.
Continue this process until you have selected all the employees you want to include in the

reminder. Click Add (Figure 2-14).

|U Def d] - nt] = J = J A DRIVING AIDE ~
B e L AND)  NON-DRIVING AIDE =
Employee#| Last Name | First Name | Employee Type | Phane | Addres: AR AIDE RETIRED
AlS) SUE AIDE
& CAR DRIVER
Coa COACH
) DRIVER [% [w]
ShowonMap |  New | Edit | Delete |
Find Now | Reset ‘ Group Training ‘ Group Reminder Print Exit
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Schedule Reminder/Task

e ,\‘
e
-4

Schedule Reminder/Task for a Group

Category: |TRAINING_NEWDR.. ~| New Driver Training

Type: | Bl
Due Date:
" NextBirthday ¢~ MNextAnniversary of & Specific Day |9/13/2004 +|  License Exp.
Certification Date
Required Hours:
Comment:
Example
Available Employees: Selected Employees: 4 selected showing
Emp# | Employee Type |~/  Add=> | Emp# | Employee Type | selected
308 WEELIY, DORIS DRIVEF B 307 WILLIUMS, DELMETRIA DRIVER employces
mn ZUMUSE, MARIA DRIVEF w 312 ZUMURRIPU, MARIA DRIVER have been
103 SLERIU, TONI DRIVEF 309 YLUNIZ, ISMAEL DRIVER
105 SENZULIS, JOSE DRIVEF,_, —R9Al 11333 Z1DEN. MARTHA DRIVER added to the
1ng SEMZIILIS ALNIA nonec™)  Remove All group
<] & reminder.

Reset List
Schedule et 5
g xit

Figure 2-14. Adding selected available employees to a group reminder

7. Click the Schedule Now button to add the reminder to the database. The Employee Management
system displays a progress bar at the bottom of the screen to indicate it is adding the reminder to the
database. When it is finished, you will see a dialog indicated that this process is complete.

Understanding the Group Reminder Screen

The Employee Management software allows you to setup both Reminder Categories and Reminder Types.
These two reminder classifications are interrelated to each other. Reminder Category is the broad reminder
classification, and Reminder Type is a subset of the reminder category. For example, you could have a
Reminder Category of Training and three Reminder Types, or reminder subsets, attached to that category
(Behind the Wheel, Classroom, and Other).

Consequently, the Employee Management software doesn’t allow you to specify a Reminder Type until
you have selected a Reminder Category. After you have selected the Reminder Category, the Employee
Management system dynamically builds a list of Reminder Types that are assigned to the selected
Reminder Category and lets you pick from those types. Using the example above, if you pick Training as
the Reminder Category, the Employee Management system displays Behind the Wheel, Classroom, and
Other as the Reminder Types.

e Category. Allows you to specify the reminder category. When you select an option from the pull-
down menu, the Employee Management system populates the Type pull-down menu with the
reminder types associated with the selected category.

e Type. Displays the reminder types that are available for the selected Category.

NOTE: You can add categories and tasks to the Employee Management system by selecting
File>Reminders. This is discussed in Chapter 5 of the Getting Started section.
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e Due Date. The reminder’s due date may be one of the following four types:
1. Next birthday. Specifies that the due date is based on each employee’s birthday.

2. Next anniversary of certification date. Specifies that the due date based on the upcoming
anniversary of the certification date of each employee.

3. Specific date. Allows you to select a specific day from a calendar for the due date, or you can
type the due date.

NOTE: If you only type the month and year, the Employee Management system uses the first of the
month as the default value.

4. License expiration. Specifies that the due date will occur when each employee’s current
license expires.

e Required hours. Allows you to type in the number of hours that are required for the task (for
example, a training class).

What are required hours?

Required hours is the amount of time that a task requires before it is considered to be

® T.0.M Tip complete. Most reminders that have required hours are usually training requirement
reminders. You will learn in Chapter 5 of the Getting Started section how to
automatically apply hours to open reminders when you are entering training information
into the Employee Management system.

e Comment. Allows you to type any comments you want to save with the reminder.

e Available Employees. Displays all employees whose records were displayed on the Employees
screen.

o Selected Employees. Displays the employees you selected for inclusion in the group reminder.
You can use the Add, Remove, Add All and Remove All buttons to add employees to the Selected
Employees List.

Viewing an Employee’s Reminders

1. Click the Employees tab. The Employee Management system displays the Employees screen.

2. Click the Reset button to clear the screen. The Employee Management system clears the screen
(Figure 2-15).
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85! Search Employees E]@

File Security Maintain  Window Help

’ﬁ T.0.M. Employee Management

€ Employees l Reminders] & Training ] i Absenoes] @ Acoidents]

Tuesday, August 24, 2004

Employee ID: S5N: Gender
i i
Last Name: | First: AR [FEnslE
Address:| I~ Search Entire Ethnicity: i
i Employee Type: -
Click Reset to
clear the Gereral | User Defined ] Employment ] Dates ] Sorting ]
screen. Employee#| LastName | First Mame | Employee Type | Phone | Address |
Click Find
Now to search
for and retrieve
records.
Click Group ) N
Training to add
a group
reminder to the Show on Map ew | Edit | Delete |
system. L}
Find Now ‘ Reset | Group Training Group Reminder Print Exit

Figure 2-15. Clearing the Employee screen

3. Select the fields you want to use to select employee records. For example, you can type the first few
letters of the employee’s last name if you want to search for employee records using this field
(Figure 2-16).
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85! Search Employees

M=%

File Security Maintain  Window Help

’ﬁ T.0.M. Employee Management

‘Wednesday, August 25, 2004

€ Employees l@ Reminders] & Training ] i Absenoes] & Acoidents]

Example

ShOWiIlg a Employee ID: SSN:
parﬁal laSt Last Name: |Se First:
name being

used to search

Address:| I Search Entire Ethnicity: ’—LI
employee Employee Type: =

Gender

" Male  Female

records. General |User Deﬁned] Empluyment] Dates ] Sorting]
Employee#| Last Name | First Name | Employee Type | Phone | Address |
ShowonMap | New | Edit | Delete |

Find Now | Reset ‘ Group Training ‘ Group Reminder

Print Exit

Figure 2-16. Example of using a partial last name as the search criteria

4. Click the Find Now button to retrieve all the employee records that match your selected criteria.

5. Either:

e Select the employee whose reminders you want to view, and click the Edit button (Figure 2-16).

OR
e Double-click the employee’s record.
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2 = I5E3

‘Wednesday, August 25, 2004

’ﬁ T.0.M. Employee Management

€ Employees l Remmders] Lo Training] Fivsd Absences] &3 Accidentsl 13 Record(s) Found

Employee ID: S55N: Gender

" Male © Female

LastNama:|Se First: |

Address:| I Search Entire Etnicity: -
Employee Type: -

General | User Defined ] Employment ] Dates | Sorting ]

Employee#| Last Name | First Name | Employee Type | Phone | Address [

104 SEDDURD MARGARET DRIVER TRAL. €760240002 2703 SISTERIADR
441 SEEDI ERICA NON-DRIVIN... 6763033120 RT.2BEX#232
&4 SENZULIS DIANE NON-DRIVIN... 6763200342 4123 SDISSMAN Select the
367 SENZULIS GILBERT MECHAMIC 6762443026 21013 PAARSA DN,
105 SENZULIS JOSE DRIVER 6764420620 employee

106 SENZULIS OLIVIA DRIVER record, and
632 SENZULIS RENE DRIVER h lick Edi
107 SENZULIZ  JANIE DRIVER 6763246403 then clic 1t.
108 SERDEN JODIE DRIVER 6760221246 You can also
597 SERITU MARIO DRIVER ol

SRR SFRRILS CASSANMRA  NRVER 7300 A SRAKND SANYEN DR double-click
< I | [} the employee

ShowonMap | New | Esit name.
Find Now | Reset ‘ Group Training ‘ Group Reminder Print Exit

Figure 2-17. Selecting employee records and viewing their reminders /tasks

The Employee Management system displays the employee’s record.

85 Employee Maintenance - E]@

3

=¥ Employee

K \) SENZULIS, JOSE ID#105
Clle the eral lEmponmem & License Remmders] Notes] Accidents 1 Absences | Training | User Defined

Reminders tab

to view i [T oo |
. Ernployee [D: - ~ ~
reminders - Male ¢ Female

associated with Neme. [JOSE | [SENZULIS Ethnicity: -
this employee.
DOB: ~| Birth Place: Email: |

Addit Phone

Phone: 6764420620 Desc: |
Address
Residence:

5374715

Show on Map

Mailing: Copy
Residence

Paste Photo
Routes Exit

Figure 2-18. Selecting the Reminder tab in the Employee screen
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6. Click the Reminders tab. The Employee Management system displays any reminders associated with
the selected employee.

Employee SENZULIS. JOSE ID#105

General ] Employment & License Reminders l Notes ] Accidents | Absences ] Training ] User Defined ]

Show Sort / Order

" QOverdue " All Pending Sort by #1 |Categc|r_\.' j |Ascending j

" Due within Warning Period Al Sort by #2 |Type j |Ascending j

" Due within |0 Eli (days) Sort by #3 |DL|e Date j |Descending j
Only Type: | j Cﬁtegory:| j

Category | Type | Due Date Rqd Hours | Achieved | Complete Date | Comments

EVALUATION ANMUAL 25 0

TRAINING CLASSROCOM 90132004 0 0

£ >

Add Edit | Delete

Routes Exit

Figure 2-19. Viewing an employee's reminders
7. Either:

e Select search or sort options as described in the next section.

OR
e  Click the OK or Exit button to close the screen.

Searching and Sorting an Employee’s Reminders

When you are viewing an employee’s reminders, you can select the following options to customize your
view of an employee’s reminders:

e Overdue. Allows you to view employee reminder records that are past their due date.

e  Due Within Warning Period. Allows you to view only those tasks that are due within the
warning period.

e  Due within X (days). Allows you to view the records that are due within the number of days you
specify by typing in the value or by clicking the up and down areas to change the displayed value.

e All Pending. Allow s you to view all employee reminder records that have not been marked as
complete.

e All Allows you to view all employee reminder records in the database, including those that have
been marked completed.
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e  Only Type. Allows you to select the reminder type you want to view.

e Category. Allows you to select the reminder category you want to view.

NOTE: You can add categories and tasks to the Employee Management system by selecting
File>Reminders. This is discussed in Chapter 5 of the Getting Started section.

You can also sort employee tasks and reminders by Category, Type, Due Date, or Complete Date. You can
select up to three of these options as your sort criteria. Also, after you select a sort option, you can select
ascending or descending as the sort order.

What if I want to search for but not sort the records?

You do not have to search for and sort the records. You can search for or sort them.
® T.0.M Tip

To search and sort an employee’s reminder records:
1. Repeat the steps listed in the previous section for viewing an employee’s reminders.
2. To search an employee’s reminder records:

e Select a status option.
e Select a reminder category.

e Select a reminder type.

OR
e Select any combination of these options.

3. To sort an employee’s reminder records, select sorting criteria and order options by clicking the pull-
down menus and selecting options in the pull-down lists. You can sort the data up to three times.

4. Click the OK or Exit button to close the screen.

Scheduling a Reminder for an Employee

You can schedule a task for an individual employee rather than a group of employees. When you create a
new reminder for an employee, you can also specify the number of hours required for the reminder and add
up to three attachments as well as comments to the reminder. However, if you need to create a reminder for
a large number of employees, it is easier and more efficient to schedule a group reminder.

This section includes the following:

e Adding a Reminder for an Individual Employee
e  Understanding the Employee Reminders Screen
e Editing Employee Reminders

e  Marking Reminders Complete

e Adding Attachments to Reminders

e Viewing and Clearing Attachments
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Adding a Reminder for an Individual Employee

1. Select an employee record on the Employees tab by double-clicking on it or by selecting it and then
clicking Edit. The Employee Management system displays the employee’s record.

2. Click the Reminders tab.

3. Click the Add button. The Employee Management system displays the Reminders screen (see

Figure 2-20).

Employee

SENZULIS. JOSE 1D#105

General ] Employment & License Reminders l Notes ] Accidents | Absences ] Training | User Defined ]

Show Sort / Order

" Overdue " All Pending Sort by #1 |Categc|r_\.' j |Ascending j

" Due within Warning Period + All Sort by #2 |Type j |Ascending j

" Due within |0 EI: (days) Sort by #3 |DL|e Date j |Descending j
Only Type: | j Cﬁtegory:| j

Category | Type | Due Date Rqgd Hours | Achieved | Complete Date | Comments

EVALUATION ANMUAL 25 0

TRAINING CLASSROCOM 901372004 0 0

Click Add to

create a new —
ernploye e \
Add Eit | Delete

reminder.
Roues

Figure 2-20. Adding a new employee reminder

Exit

4. Select or type information into the fields. For a detailed description of each field, see the next section.

Figure 2-21 shows adding a reminder for an individual employee:
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Reminders - Medical, Evals, Etc.

. Employee Reminders
y _-_‘.. SENZULIS. JOSE ID#105

You must
select a Category: |TRAINING *| Training
Category and
Type: |INSERVICE v| IN-SERVICE TRAINING
Type; these are
required fields. B P Hours
Due Date:  |12/31/2004 et ’287
Complete Date: ~| [ Completed Arffanath ,7
Attachments:

Browse Clear
Erowse Clear

Click OK to Browse Clear
save the
reminder. Comments:
Jose is tentatively scheduled for the October class atthe main office

Click Exit to
close the
screen without
saving the
reminder.

0K Exit

Figure 2-21. Adding a reminder to an employee's record

5. Click the OK button to save the reminder. The Employee Management system closes the screen and
updates the Reminders screen to display the reminder you just added.

Understanding the Employee Reminders Screen

The Employee Management software allows you to setup both Reminder Categories and Reminder Types.
These two reminder classifications are interrelated to each other. Reminder Category is the broad reminder
classification, and Reminder Type is a subset of the reminder category. For example, you could have a
Reminder Category of Training and three Reminder Types, or reminder subsets, attached to that category
(Behind the Wheel, Classroom, and Other).

Consequently, the Employee Management software doesn’t allow you to specify a Reminder Type until
you have selected a Reminder Category. After you have selected the Reminder Category, the Employee
Management system dynamically builds a list of Reminder Types that are assigned to the selected
Reminder Category and lets you pick from those types. Using the example above, if you pick Training as
the Reminder Category, the Employee Management system displays Behind the Wheel, Classroom, and
Other as the Reminder Types.

When you schedule a reminder for an employee, you can set the following options:

e Category. Allows you to select the reminder category you want to view.
e Type. Allows you to select the reminder type you want to view.

e Due Date. Allows you to select a specific day from a calendar for the due date. You can also type
the due date, but if you only type the month and year, the Employee Management system uses the
first of the month as the default value.
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Complete Date. Allows you to select a specific day from a calendar for the date the task was
completed. You can also type the complete date, but if you only type the month and year, the
Employee Management system uses the first of the month as the default value.

Completed. When selected, indicates the task has been completed. See the Marking Reminders
Complete section for more information about this feature.

NOTE: Complete Date and the Completed checkbox are both required if you complete either of these
fields.

Hours. Allows you to type in the number of hours required by the task (Required) as well as the
number of hours that have been completed (Achieved).

Attachments. Allows you to attach a document to the reminder. For information about using this
feature, see the detailed discussion on adding attachments in the next section. See the Adding
Attachments to Reminders and Viewing and Clearing Attachments sections later in this chapter
for more information about this feature.

Comments. Allows you to type any comments you want to save with the task.

Marking Reminders Complete

1. Either:
e Select the reminder you want to edit, and click the Edit button.
OR
e  Double-click the employee’s reminder.
The Employee Management system displays the Reminders screen.
2. To mark the task as completed:
e  C(Click the Complete Date pull-down menu. The Employee Management system displays a calendar
so you can select a date.
OR
e Type the complete date into the box. If you only type the month and year, the Employee
Management system uses the first of the month as the default value.
3. Click in the Complete box to mark the reminder as completed.
4. Type the number of hours achieved.
5. Click OK to save the changes.
Figure 2-22 shows an example of a reminder that has been marked complete:
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Reminders - Medical, Evals, Etc.

<l Employee Reminders

i SENZULIS. JOSE ID#105
Category Training
Type: |CLASSROOM v| CLASSROOM TRAINING

Hours

- 13- o hd
Due Date: |9/13/2004 Required: |15
Complete Date: | 9/9/2004 ~| ¥ Completed Achieved: 15

Attachments:
Browse Clear
Browse Clear
Browse Clear

Comments:

oK Exit

Figure 2-22. Sample of marking a reminder complete

Adding Attachments to Reminders
What are attachments?

Many times it is helpful to include with a reminder an attached document that gives the user more
information about this reminder (for example, a class agenda, state requirements, or a photograph). The
T.0.M. Employee Management software has the capability.

Attachments are nothing more than links or pointers to another document on the computer that is
considered relevant to the employee reminders (for example, a medical report on a medical reminder). By
allowing you to “attach” these documents to a reminder, the T.O.M. Employee Management software
makes it easy for you to quickly open one of these associated documents while viewing the Employee
Reminder.

Warning notes about attachments:
Because attachments are nothing more than links to document files you must be aware of two points:

1. Make sure that the actual document file is in a location that all Employee Management users that will
work with reminders can access the file. If you add an attachment to a document that is on your
personal computer and another user tries to open that link but doesn’t have access to that file, that user
will receive an error message.

2. Ifyou attach a document file to a reminder that requires a special program to open (such as an Adobe
Photoshop) that a user does not have, that user will receive an error if he tries to open that attached file
from his computer.
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To add an attachment to the reminder:
1. Either:

e Select the reminder you want to edit, and click the Edit button.

OR
e Double-click the employee’s reminder.

The Employee Management system displays the Reminders screen.

2. Click the Browse button (Figure 2-23).

Reminders - Medical, Evals, Etc.

<4 Employee Reminders

— SENZULIS. JOSE ID#105

Category: Training

Type: |CLASSROOM | CLASSROOM TRAINING

Click Browse

Hours H
Due Date: |9/13/2004 - = to navigate to
Required: |15 the file you

Complete Date: |9/9/2004 ~| ¥ Completed AChey el h:— / want to attach

to the

Browse Clear reminder.
Browse Clear
Browse Clear

Attachments

Comments

OK Exit

Figure 2-23. Adding an attachment to a reminder

3. Navigate to where the document is stored, select it, and click Open.
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Open
Look in |_; Diocuments _j & IfF Ed-
- _‘3 BusAccident
EG) T ervingtest
My Recent
Documents
—
Desktop Select the
: attachment,
7 and click
My Documents Open_
-|
Wy Computer
) _
Iy Netwark File name: Idnwngtest L]
Places
Files of type: ] L] Cancel

Figure 2-24. Selecting an attachment

The Employee Management system adds the attachment to the reminder. You can add up to three
attachments to the reminder (Figure 2-25).

An attachment
has been added
to the
reminder.

Employee Reminders

SENZULIS, JOSE ID#105

Category: ] A : _J Training

Type: |BTW | BEHIND THE WHEEL TRAINING

Hours

a o I -
Due Date: |8/19/2006 1 Required: |60
Complete Date: '] I” Completed Achisvad:I0

Browse Clear
Browse Clear

Comments:

OK Exit

Figure 2-25. Adding an attachment to an employee's record

4. Click the OK button to save the reminder. The Employee Management system adds the attachment to

the reminder.

T.0.M. Employee Management Manual

2-25



Chapter 2: Working with Employee Reminder Records

Viewing and Clearing Attachments

To view attachments, follow these steps:

1. Either:

e Select the reminder you want to edit, and click the Edit button.

OR

e  Double-click the employee’s reminder.

The Employee Management system displays the Reminders screen.

2. Click on the attachment you want to view (Figure 2-26).

Reminders - Medical, Evals, Etc.

¥ Employee Reminders

SENZULIS, JOSE ID#105

Click on the cat l—_l _
H F g ramirn
attachment to r =
View 1t. Type: |BTW ~|  BEHIND THE WHEEL TRAINING
e Hours
Remember, L L E ] 5/19/2006 :]v Required: ]CD—
you need to o .
plete Date: | [ Completed : ]
have the Achieved: |0
appropriate
Software to Browse Clear

open files. For
example, this is
a PDF file, so
you need
Adobe Reader Commens
installed on
your computer
to view this
file.

Browse Clear
Browse Clear

oK Exit

Figure 2-26. Viewing an attachment

The attachment in Figure 2-26 is a PDF file which is viewable in Adobe Reader. Notice how the PDF
file is viewed in that software (Figure 2-27) and not within the Employee Management system.
Because attachments are viewed outside the Employee Management system, you need to have the
software required by the file type. If you do not have the appropriate program to open the attachment,
you will not be able to view it.

Also notice that the file has been added from the c: drive. Only those who have access to the c: drive
will be able to access the file.
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After completing a minirmum 0 20 hours of behind the-wheel traiming, an applicant shall demanstrate the
ubilify tn operste o school bus and iransport passengers siely by passing an eperutions test. The behind-
the-wheel instructor shall sccompany the applicant and rate the applicant’s performance.

INSTRUCTION:

This test shall ighways. Simulnted stops (passe
and railrad grade crosings) shall be in areas where traffic will not be dismupted.

TP S02-040% Rev. 400

-

1otz ¢ M EExiiin O = # < »

7] Benorcoa e, [T o seoc eviovess | o enpiree Harts.._| o senncers-vea.. [QOM @ Gldh s o07v

Figure 2-27. Viewing a PDF attachment in Adobe Reader
To clear attachments:
1. Either:

e Select the reminder you want to edit, and click the Edit button.

OR
e  Double-click the employee’s reminder.

The Employee Management system displays the Reminders screen.

2. Click the Clear button to remove the attachment from the reminder.
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3.

Reminders - Medical, Evals, Etc.

¥2) Employee Reminders

SENZULIS. JOSE ID#105

Category: |TRAINING '] Training
Type: |INSERVICE v] IN-SERVICE TRAINING

Due Date: IW‘ o Required: ]28—
Complete Date: v| T~ Completed Ach\eved:]—
Attachments: : .
[Caeckoicerifieation2004.doc Sl rcelrlxil)(v(;l;f K
Browse |  Clear attachment
et from the
reminder.
Comments:

Jose is tentatively scheduled for the October class atthe main office

oK

Exit

Figure 2-28. Clearing an attachment

Click the OK button to save your changes and close the screen.

Editing Employee Reminders

After you add a reminder to the Employee Management system, you can easily edit it. For example, one
common editing task you need to do is to mark the reminder as completed. When you mark a reminder as

completed, it will no longer appear by default in the Reminders screen when you open the Employee
Management system.

The procedure below describes specifically how to mark an employee reminder as complete. However, if
you want to edit the reminder for other reasons, the same basic steps for accessing the record and updating
it are the same as those described below.
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To edit a reminder:

1. Either:

e Select the reminder you want to edit, and click the Edit button.

OR

e Double-click the employee’s reminder.

The Employee Management system displays the Reminders screen.

2. Make your changes to the reminder.

3. Click OK to save your changes.

Generating and Printing Reminder Reports

You can generate and print several types of reminder reports for an employee or a group of employees by
clicking the Print button. When you click the Print button, the Employee Management system displays a
dialog that allows you to select the type of reminder report you want to generate and to type in its title.

8Ll Search Employees

M=%

File  Security

Maintain

Window Help

’ﬁ T.0.M. Employee Management

‘Wednesday, September 01, 2004

+ Due within Warning Period

@ Employees L4 Reminders lﬁf,x Training ] b0 Absenoes] © Accidents]

16 Records(s) Found

Due Now | Other Options | Sorting

Click the Print
button to
generate and
print a group
reminder
report.

Emp # |Name Reminder Category Cue Dt Rqd Hrs | Achieved | [
13 ULMUSUIR, VIRGINIA LICENSE LICENSECE.. &/17/2001
167 LIl DIANNA LICENSE LICENSECE... f13f,
1 ULLIN, MANDY ANMNUAL EVALUATION

2 UDUMSEN, RICHARD PROBATION EVALUATION

260 SHIRRY, DOUGLAS PHYSICAL LICENSECE...

604 SUMUNIISE, JOSEFINA CPR TRAINING

264 SMITH, ALVIN REFRESHER TRAINING

147 JEYCI, JAMES LICENSE LICENSECE...

646 PURSENS, JACKIE REFRESHER TRAINING

100 SIVINS, CARCOL FIRSTAID TRAINING

652 JUNIPER, JOAN ANMNUAL EVALUATION

113 HUDDECK, ZONIE LICENSE LICENSECE...

<]

Find Now | Reset ‘ Group Training Group Reminder

NOTE: For more information about generating and printing reminder reports, see Chapter 13 of the
Users section.

T.0.M. Employee Management Manual

2-29




Chapter 2: Working with Employee Reminder Records

Deleting Reminders

You can easily delete an employee’s reminder from the Employee Management system.

1. Select an employee record on the Employees tab by double-clicking on it or by selecting it and then
clicking Edit. The Employee Management system displays the employee’s record.

2. Click the Reminders tab.

3. Select the Reminder you want to delete.

4. Click Delete. The Employee Management system displays a dialog asking if you want to delete the

reminder.

5L Employee Maintenance -

(=%

Employee

CELL. DAVID ID#64

General ] Employment & License Reminders l Notes ] Accidents ] Absences ] Training ] User Defined ]

Show Sort/ Order

" Overdue " All Pending Sort by #1 |Catego|‘_\.' j |Ascending j

(" Duewithin Waming Period = All Sortby #2 |Type | |Ascending  ~|

" Duewithin |0 Eli (days) Sort by #3 |DL|e Date j |Descending j
Only Type: | j Category: | j

Category | Type | Cue Date | Rqd Hours | Achieved | Complete Date | Comments

LICENSECERT CERTIFICATION 9/30/2004 60

TRAINING ETW 2/26/2005 60 0

< I | (2]

Add Eit | Deleie

Select the
reminder you
want to delete,
and click the
Delete button.

Roues

Exit

Figure 2-29. Deleting reminders

5. Click the OK button. The Employee Management system deletes the reminder from the employee’s

record.

Automatic Features of T.O.M. Employee Reminders

There are two ways you can set up the Employee Management system to automatically handle employee

reminders:

e  Using Training Hours to Automatically Closing Reminders

e Setting up a Reoccuring Reminder
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Using Training Hours to Automatically Closing Reminders

When you are entering training information to an employee’s record, you have the option of having the
Employee Management system automatically apply those hours to the employee’s open training reminder.
This not only saves you time—it also means that you do not have to access a different area of the
application to reenter the same data.

NOTE: For more information about using this feature, see Chapter 4 of the User’s Guide section.

The screen you will see when you are entering training information looks like:

Employee Training

.- L. SCHREIDIR, JIM ID#538
Training

Date: |9_."23_."2DD4 j Time: |20 (Number of Training Hrs)
Location: | City: |Manchester
County: |
Type: | j " Original ™ Renewal { Make-Up { Additional
Comments
Units:,i

In-Service cds: |

For Reference Purposes Only

Vehicle # I Proficient Codes | - Click here to
— 9 .
T/C cds: | e | Description | automatically
BTWeds:| apply training
' hours to open
Brake cds: | reminders.
Equip cds: |

Apply Hrs Open F{eminder7 Exit

Figure 2-30. Automatically applying training hours to reminders

Setting up a Reoccuring Reminder

When you set up a reminder type, you can specify that the Employee Management system automatically re-
schedules the reminder based on its completion, when it is due, or whichever of these events occurs first.

NOTE: You can set up a reoccurring reminder when you set up a Reminder type. This is discussed in
detail in Chapter 5 of the Getting Started section.

The screen you will see when setting up reoccurring reminders looks like:
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Reminder

Reminder

Category: |

Type: |

Description:

Warning Period: Days before due date when a notification should be generated.

Required Hours: [~ Active
Optlons you v Automatically Schedule Next Reminder
can set for
reoccurrin,
reminders gsee When this reminder is: What type of reminder should be scheduled:
Chapter 5 in  Complete * Same Reminder Type
the Getting - " Different Type | -
Started section ue
et Due Date by:
f Set Due Date by
or more Either Complete or Due, ) .
: ; o i Adding this many days: |365
information whatever happens first g y days: |ib=
about this Tothis reminder's: |Due v | date
feature.
Figure 2-31. Automatically scheduling reminders
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