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What is Infinity Personnel?
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At the heart of the Infinity Professional system is the personnel module. This module provides a
wide range of facilities enabling management to record and monitor each employee's personal

information from their date of employment until leaving the organisation.
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Eile| View Tables Sortand Filter )

Calculation...

‘U Personnel...

Dashboard GPS Tracking »
Attendance »
' Job Costing »
Repers Cost Centre »
arrm
E[ Access Control 3
Dazhboard...
Exporis

- Beporting L4
Attendance Display Panel EXF]DITS...
Sage Payroll »

& Absence Management...

Preferences...

Planner...

Attendance Display Panel...

Log Off - admin
Exit Alt+F4

E

Although the personnel module is extremely comprehensive, only one of the screens contains information
which is essential if management wish to include the staff member in the attendance, access and job
costing modules. This means that companies wishing to 'quick-start' an Infinity solution do not have to
utilise the others features immediately — they simply ‘grow-into’ the system as required.

Personnel [E=T )
| EmployeeID: 15 First name: |Bradley Last name: [Holt @
) General General (Essential
- Essential To select aphoto use right
L Personal Emplopee 1D: 15 mouse click on the bos.
i Contaot Details Badge: 14932363
Giroupings
. dob Specification Paproll
- Bank Detalls GPS IMEL: 011412001 237843
... Pension Dletails
Urien Detalts Known as: Holt, Bradley
User Difined Fields
‘... Documents Secuiiy pin: L
. Notepad =
B E...p.:::i Self Service Biometnic data <9 Finger Remove  Finger Print Registration Wizard ()
[+ ¥ehicle ix ) Other Remove
[#- Health Date started with ’—Al
B Appraisal commar OA08/2001 =] 3pears, Omonthish 20 daylsl [
Working Til R ati P
g e e negulations Badge activation:  [Mon 01 dug 2011~ 0830 1o | =~
Cuent job: Field Technician
Persan status: [emPLOvEE =@
Absence entitlement
oy [TIMEWARE 20 DAYS -l
Period schedule: | 08,30 - 17.30 Manday to Friday (40 Hours) | @ Wesk ratation: [1 -
Teminal poicy: | SECURITY PIN AND BID =&
Emal policy: [EMAILS [ABSENCES) =&
Remuneration palicy: ‘EHADLEY HOLT j [**]
Cost centrs (default]: | =&
Flesitime closing balance seton: | /7 | Amount:
Add ‘ Edit Delste FEind... Befresh ‘ Previsw... | Cloze
4| 4 [Recad 3ol 16 » | M
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A quick summary of the features....
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General

Essential — Contains important information vital for certain parts of the system.
Personal - Details relating to the employee.

Contact Details — Contact information for the employee.

Groupings — Settings to separate employees into departments/locations etc.
Job Specification — Display the job role for the employee.

Bank Details — Banking details useful for payroll purposes.

Pension Details — Pension scheme information.

Union Details — Details for the employees Union.

User Defined Fields — A section for unigue company requirements.
Documents — Attach documents you might require into Infinity.

Notepad — Any notes against the employee you may need to put in.

(Example screen: Personal)

-
Personnel ‘ = 2
Employee ID: 15 First mame: Last name: |Holt (=]
El- General [General [Personal
{1 Essential i
- Titl: [ =@
- Contact Details Middle name:
- Groupings ;
- Job Specification Date of bith;  |14/06/1934 ~ 20 pears, 2 monthz], 7 dayls) " Remove Retirement Age' fom Agenda
Bark Dietzils
Pension Detals Gender: Male <
ion Details .
 Liser Dsfied Fields Marital status: |W\th partrier j =
~ Documents Ethric arigive | White -
© Motepad g | J -
mployee Self Service Fieligion: |P|olsstant j -
I Nationality: |E|it\sh j (]
- Health Ni. Code: [
Appraisal .
Working Time Regulations Passnort na - |
iy 3
[ Miscellaneous @ Personnel [= [
Employee [D: 15 First name: |Brad|ey Last name: |HUIl o
- General General [Contact Details
L. Essential
i Address: i
i Personal ress: 13 Fieldhouse Road, Rochdale -
- Contact Details
.. Groupings
Job Specification i
- Bank Detsils Posteode: [0L12 04D (4]
.. Pension Details
- Uniion Details et e s
. User Diefined Fields - Pager  |01705 858 222
- Dosuments [
L Notepad X X X
| | £1 Emplogee Self Service StS number: || [International format required for SMS services)
< Bzount . -
e B E-mail address:  |suppont@timeware.co.uk &)
| [Edting record Mext of kin contact
\

orking Time Regulations name, telephone no.
-Miscellanecus and relationship: ‘
\ =@

Update LCancel

‘ “E diting record ‘

(Example screen: Contact details)
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Employee Self Service

Account — User detalls for the ESS (Employee Self Service).
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Personnel EI_IQ
Emplayee ID: 15 First name: |[|&] )| Last name: IHoIt @

- General Employee Self Service [Account
Es=sential

User name:  |bradley halt Mo te
. I = Y Password must be entered to make this a
Contact Details Pazsword: Itlmeware \ walid account.

Groupings -
Job Sppeimcatlon ESS palicy: INo Restrictions ;I @
Eank. Dietails
Pension Details
Union Detils
Uger Defined Fizlds
Documents
Motepad

—- Employee Self Service
[l ... Agcount
¥ehicle
Hea
App
Wor
Mis

Fersonal

Registered to Demo Licence 2015 (Not for Resale)

-
RNt EaRES

Em oloyee Self Service

User Name:

bradiey holt

Remember my user name:
(We dan't racommend using this on a shared computer )

‘

Registered to Dema Licence 2015 (Not for Resale) Welcome Joe Bloggs ! [ Log Out | P
- L
7 ~
e Management Attendance
ntitlement (01 Aug 2014 to 31 Jul 2015) @ Pay Period (Mon, 02 Feb 15 to Sun, 08 Feb 15) @
H ﬁ H H AL
ot
®m Holiday taken : :
® Holiday booked
® Holiday remaining
W Basic
] ot
« Submit a booking
« View your timesheet
« View your rota
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Vehicle

General — \Vehicle detalls for the employee.
Mileage Details — Company mileage detalls for offsite workers.
Endorsements — Any vehicle endorsements against the employee.
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Personnel | = S|

Employee 10: 15784 First name: |2 Last name: |Holt =]
T Generat
.. Essential 8 P
- Personal “Wehicle ownership: |Company wehicle j (™
Contsct Details Wehicle registration no. - [N12 Ty
. Groupings and vehicle make and
.. Jab Specification model | Chevrolet 5 park
-~ Bank Detailz Driving licence no:  |HOLT920206BJT9NE

Pension Details
Endarsements last

. Union Detils checked: 10/06/2014 >

- zer Defined Fields

Endorsements
52:‘;:”‘5 review date: 19/02/2015 | I™ Remave fiom Agenda
[=]- Employee Self Service
P e Apoount
- ¥ehicle
.. General Personnel = E
<o Mlleage Diety
. Endorsemen . . )
2] Health Ernployes 1D: 15154 First namne: |Bradley Last name: |Haolt <
.. Gieneral . . N
... Disability et | | - General ehicle [Mileage D etails
Mlediction [ ssential
. Medical Fieu ersonal Persannel 'Vehicle Mileage® - (Naw) @
ppraisal antact Details
. General Groupings Destination D etails isit Details
Histary Job Specification - B f — —
orking Time ank, Dietails Company: ‘tlmeware EF50N for Custorner site wisit to resolve on-going issue. -

. o wisit:
- General Pension Details Addiess: |3 Figldhouse Foad, Aochdals, Lancashis »
. Olpt Clut Lett
(2] Miscellaneou;
. Training & G 4
- Education
Disciplinary Postcode: |OL12 04D il
. 1
,qn:c[i‘:::ts Contact name:  [Liz Broadhurst Drate and time: | Thu 05 Feb 2015 _~ | |05:00

Telephone no.: |EI1 ¥OE £59 268

ileage: 200
ndorsement Details Metile no.: | Expenses El
Health Fax no.: |

ieneral
iability Details E-mail address: |I\2.broadhurst@limeware co.uk

Medication Details liz.broadhurstitimeware.co.uk

Update L
| |Editing rec)

| —

Expense details:

Lunch allowance]

Medical Review
Appraisal ‘Web addiess: |
General

Histary

Working Time Regulations
eneral

Opt Dut LettertOther Details
cellaneous

raining & Gualifications
Education

D escription [+

File name:

Update LCancel File zize:
| |Editing record Date added: b

Cancel Ok
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Health

General — Health relating detalls like blood type and doctors contact details.

Disability Details — Any disability information that may need to be assigned to the employee.
Medical Details — Medication details that may need to be known about.

Medical Review — A section for reviewing the health of staff.
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Personnel | = &J

Employee ID: 15184 First name: |Erad|ey Last name: |Hn\t (=
= General Health [General]
o E I
» :;:;::I Doctors name: [DrJames Howsan
Contact Dietails Address: Littleboraugh Health Centre -
.. Groupings Featherstall Road
.. Joh Specification Littleborough OL15 8HF
- Bank Details -
- Pension Details
Union Dietails Telephone no.: |U'I 706 393 000

- Uzer Defined Fields

.. Documents Blood group: |0 Rh-ve -

oo Motepad B LT 2 =,
- Emplogee Self Service Disabilty rating: #
Bcenunt
| ¥ehicle
- General
. Mileage Details
.. Endorsement Details
[} Health
.. General
.. Disability Details
. Medieation Details

[T

o Medical Rewies

(- Appraisal Personnel = 2y
i - General
\h; Employee ID: 15184 First name: |Brad|ey Last name: |Ho|t =]
[ General Health [Medical Review

- Essential

. Training & Gual Perzonal Personnel 'Medical Review” - (New) |.733
Educatian . Contact Details

. Disciplinary Grougings oetaits |

::“;;:::::5 ) JBZ:EE:E::[IU" Reference: |Eack Problems j @ Medical details:

) 5 _ Diate and ti On-going medical checkup after back injury that occured onsite on -
i et o i Mon261an 2015 ] [09:00 the 5th May 2014

- User Diefined Fields Locatior: |timeware Offices
Documents

Update i
- Matepad Address: 3 Fieldhouse Road, Rochdale, Lancashire -

| "m Self Service

L ————

- Aceount

- Additional details:

. General
Mileage Details

Postoode: OL12 04D

- Endorsement Details #1 Contact: |Mike Coope
EJ-Health Telephone no. | 01706 658 222
- General
Dizability Details #2 Contact: |

. Medication Dietails Telephons o |
Medic sl Review o

= Appraisal Fax no.: |

General
. History E-mail address: |mike coope@Etimeware. co.uk
[El Working Time Regulations mike. coope@imeware.co.uk

. General
Oipt Out Letter/Other Details Web address: |

scellaneous www.company.co.uk Datta ond t‘me o wed 01 Jul 2015 | |03:00
Training & Qualifications FER Te e
- Edueation [~ Remove from Agenda
Diisciplinary
s Docurent ————— —
© hccidents -
Description -
File name:
Update LCancel File size:

| Date added:

”E diting recard
LCancel Ok
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Appraisal

General — Annual appraisal details for employees.
History — Past appraisals with all the details for the employee.
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Personnel ‘Appraizal’ - (New]) ﬁ

Reference: |Suppolt Appraisal j - Camments:
Mext appraizal due 06/02/2015

Date andt
of sonreat - [Thu OB Feb 2014~ [03:00

Description: Annual Appraizal with Bradley Holt -
PE[SU”S_ Mike Coope # Liz Broadhwrst -
OYErZERIng:

Additional details:
Appraizal camied out onzite

oocument |
Dezcription: Appraizal -

File narme: Bradley Halt Appraizal. docx

File size: 0 MB

Date added:  Fii 06/02/2015
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Miscellaneous

Training & Qualifications — Create qualifications and attach documents to the employee.
Education — Educational qualifications relevant to the employee.

Disciplinary — Any disciplinary information against the employee.

Interview — Interview information for the employee.

Accident - Any accidents that have occurred with the employee.
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Personnel = PS
Employee ID: 15154 Eirst name: [Bradley Last name: IHalt oy
-
I Personnel 'Disciplinary’ - (New) &J
- L ——————————— R ————
[=]- General
ssential etails |
ersonal - . .
ontact Details Fieference: ‘Excessive lateness j (=] Description of incident:
foupings Diate and time Bth irstance of lateness. Verbal warring issued -
1ob Specification of incident:  /Mon 02 Feb 2015 | [10:00
ank Details Location: [timeware Offices
ension Detailz
Union Details Persons Bradley Halt -
zer Diefined Fields involved:
Persons. Mike Coope & Liz Broadhurst i
overseeing:
edication Details Action taken:  [verhal W aming issued due to excessive lateness -
edical Fieuiew
Appraisal
Expiry date: Wed 27 May 2015 ~| [T Remove from Agenda
piCthar Dlat.

Personnel = PS

Employee ID: 15154 _ First name: [Bradiey Last name: JHlt o

Personnel 'Accident’ - (Mew) &J

= General
petaits |
Contact Details Reference: |Seri0us accident j & Description of accident:
Update | | Groupings Diate and time BEradley fell doven the stairs carying a bos. -
| |Editing = Job Speaification of aceident. | Tue12Aug 2014 = | [15:30
Ba"k_Deta"s . Location: |timeware Offices
| Pension Details
Union Details Pe'sons Bradley Holt -
User Defined Fields involved:
Persons_ Mike Coope & Liz Broadhurst -
overseeing:
Diizability Dietailz
Medication Details -
Medical Fevi : . -
ealoatneview Action taken:  |Ambulance called and taken to hospital. -
- Appraisal

D escription: -
File name:

File size:
Date added:

Update LCancel
| | E diting record % Ok - |
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Personnel Notifications
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Notifications and the ‘To-Do' list...

Many of the sub-screens within the personnel module allow information to be flagged on the To-Do list.
This facility is usually date-driven.

Personnel Training and Qualifications’ - (Mew)

Reference: |First.-’-‘«id j & Qualification Sat07 Feb 2015 | 0900
expiry date
Course title and |First &id Training st Hirme: [ Remove from Agenda
description: = = ———
vttt g et 4 i Cost of courge:  |100 Additonal cogts: |5
. Descriptionof  [Paid Lunch P
Qualica additonal costs:
1
ot [Mon 072014 _~| [0%00 :
Commpaty: |timeware Dates of DTz i
Address: 3 Fieldhouse Road, Rochdale, Lancashire . dttendance:
N E quipment néa i
Postcode: OL12 04D rEEE Bt
#1 Contact: |Liz Broadhurst -
Telephone no.: | 01706 B59 268 Qualifications | First Ajd Cestificate
and experience
#2 Contact: | gained:

Telephone no.: |

flo=lock | ! File View Tables Sortand Filter

Wizards Advanced Ha

E-mail address: |liz.broadhursti@timewsare, co.uk

) Cuick Links |

liz.broadhursh
‘Weh address: | &

WY 5
» Online Information
Document | i
To-do List

Description: — First Aid Document » Newly Added
File name: Mew Microsoft Wwaord Document. docx D D % Attendance Adjustments

File: size: 0. mME _ . } .
Date added:  Fri DRAIZ/2015 D D j[S?] Outstanding unsutharis abse-nces tha.t require attention

Dashboards /'I Outstanding snomalies that require attention

LCancel )
» Retirement
|
o v
' 4 Training and Qualifications

J \Hurt, | suren (150281 First Aid Training' expires on ‘07 February 2015 03.00"in (1 days]

Reports
arrm
:II=I
v
This Is To Certify That
Has Successfully Completed
The First Aid Training Course
Documents
i Documents such as qualifications may be scanned and stored
el within Infinity against an individual's personal record.
P~
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