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Introduction



1. Introduction

After installing Exact Synergy Enterprise, the next step is to implement other features offered by the software 
that cater to your business needs.

The objective of this manual is to help you implement the human resource management features which are 
available in the HRM module. This manual offers implementation instructions that are presented in easy and 
quick steps, meant for consultants as well as end-users. In general, the manual is created with the primary focus 
of helping everyone, including users with minimal human resource management knowledge to implement the 
human resource management solutions and subsequently run the processes involved.

Each task starts with a brief introduction explaining the objectives of the task and the timeframe in which the 
objectives can be accomplished. The required time frame based on a certain condition is visualized by a picture 
of an hourglass. Should you require more information about the applications, you can click  Help at the title 
bar to view the online help documents in Exact Synergy Enterprise.

We are confi dent that this manual will help your company get started with Exact Synergy Enterprise and we 
believe your organization will benefi t from this product very quickly.

 2 



 3

Chapter 1 | Introduction





Chapter 2 

Overview



2. Overview

As an integral part of the integrated Exact Synergy Enterprise business suite, Exact Synergy Enterprise 
HRM empowers human resource management organizations by providing them both enhancements in 
administrative and strategic human resource management in order to contribute to their business goals.

The solutions revolve around managing the employee life cycle, which include but not limited to the 
following:

— Winning talents
— Developing and retaining talents
— Self-service in HRM-related administrative features

The following key features are implemented to facilitate the solutions:

Recruitment management
This consists of an array of processes related to sourcing for the right candidates, performing the selection 
process, scheduling interviews, and fi nally hiring them into the organization based on strategic goals and the 
workforce planning and analysis.

Competency management
This refers to a system that recognizes applicants and/or employees for the depth, breadth, and types of 
knowledge, skills, and abilities they currently possess. It acts as a powerful tool to facilitate the process of 
matching the right people to the right job. This analysis tool also serves as the basis for personnel development 
and talent management in identifying the right support and training needed to reduce the defi ciency gap of the 
employees.

Performance review and target agreement management
This is the process of monitoring and appraising the performances of employees through the use of 
performance assessment tools, coaching, and counseling to ensure results delivered by the employees are in 
line with the strategic goals of the organization. This provides employee checkpoints, enabling management to 
chart the roadmap for employment growth. Similar to competency management, the performance review and 
target agreement management also serve as the basis for talent management.

Time and attendance
This is a feature for managing time off for employees. It typically includes accrual periods, accrual accounts, 
and automatic rollover. The availability of advanced features for work schedules, if activated, provides further 
fl exibility in managing the working patterns of employees.

Self-service application
The key features that facilitate the self-service application include the updating of personal details, leave 
entitlement, application and tracking, materials requisition, payroll slips, training requisition and records, 
and many more. Relevant information and services are provided role dependent and in real-time. Self-service 
application relieves HR personnel from administrative tasks and enhances the employees’ responsibility.

The availability of the above features provides easy accessibility to information and supports the HR personnel 
in decision-making. The solutions also optimize the administrative processes and increase work effi ciency of 
the HR personnel, providing more time for them to engage in strategic planning processes.
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3. Setting Up

Every organization is structured in one way or another. Before fi lling in the details of your most valuable assets 
and the employees into the system, a realistic structure must be created in which the employees can be placed. 
It is possible to skip the creation of the structure, but a lot of the business logic is dependent on it. It is quite 
easy to set up and once it is done, it will provide a lot of insight on your organization.

3.1 Setting Up the Organization Structure

It is important that the organization structure is properly set up in the system in order for the system to run 
smoothly at any time. Most of these settings that need to be set up are inter-dependent on each other and may 
not function well if another setting has not been defi ned elsewhere.

3.1.1 Consolidated scenario

The scenario in which you can run Exact Synergy Enterprise is the consolidated scenario. This scenario means:

 – There will be one Exact Synergy Enterprise database and several Exact Globe Next/Macola ES databases.
 – Each program accesses its own database.
 – Data is exchanged via XML.

The following picture depicts the consolidated scenario:

3.1.2 Activating currencies

Currencies are also used in the HRM features, for example when specifying the presentation currency of the 
divisions, or when specifying the currency to be used for the stocks. You are required to activate the required 
currencies before some features can be used.

To activate currencies, function right 33 — Maintain Currencies is required. Users with the General 
manager or Controller role have this function right.
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To activate currencies:

1. Go to System  Setup  References  Currencies.
2. Defi ne the relevant criteria, and then click Show. You will see the following page:

 

3. To activate a currency, select the check box of the respective currency under the column next to the Code 
column.

 Note: The check boxes of currencies that are already activated will be disabled.
4. Click Activate. Alternatively, you can click the code of the country under the Code column, and then 

select the Active check box under the General section.
5. Click Save to save the changes.
6. Click Close to exit.

3.1.3 Divisions and division groups

It is possible to have more than one division only in the consolidated scenario. In Exact Synergy Enterprise, the 
organization structure consists of divisions, cost centers, and cost units. A further classifi cation of divisions 
and cost centers can take place by defi ning division groups and cost center groups. Each division corresponds 
with the juridical entity and its fi nancial administration behind it.

The corporate organization level is automatically defi ned when installing Exact Synergy Enterprise. This 
corporate level is based on the license information under the License section at System  Setup  License  
Info and cannot be defi ned by the user.

Tip: Currencies can also be activated at Financial   Setup  General  Currencies.

Business 
benefits:

 – Provides a clear and unambiguous organization structure that saves cost and 
improves productivity.

 – Provides an insight to your organizational structure on a strategic level.
 – Supports the possibility of comparing head counts on a division or group level. This 

can help to indicate lack of overhead, in which action can then be taken.
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This subchapter contains the following topics:

 – Defi ning division groups
 – Defi ning division subgroups
 – Creating divisions

Defining division groups
Groups or group layouts can be defi ned to classify divisions based on certain criteria, such as product line and 
region. Division groups can be subdivided into one or more division group subgroups. For more details, see 
Defi ning division subgroups at 2.1.3 Divisions and division groups.

The best way to determine the right group structure is to look at the organization from a hierarchical point of 
view. You can defi ne up to nine groups for an organization.

To maintain division groups, function right 49 — Maintain Division Layout is required. Users with the 
General manager or Controller role have this function right.

To define division groups:

1. Go to HRM  Setup  Organization  Groups: Division. You will see the following page:

Note: The description for the Layout 1 (Functional layout), Layout 2 (Geographical layout), and 
Layout 3 (Reporting layout) groups are already defi ned once you have installed Exact Synergy
Enterprise.
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2. Click the description of the division group under the Description column. You will see the following 
page:

 

3. At Description, type the name of the division group.
4. Click Save to save the changes made.

Defining division subgroups
Division groups can be subdivided into one or more division subgroups. For example, the division group 
“Region” might consist of the division subgroups of “Asia”, “Europe”, “North America”, and “South America”. 
The division subgroup “Asia” (level 1) can also have another level of subgroup, for example “Central Asia” 
and “South East Asia”. These two subgroups are considered as level 2 subgroups. You are allowed to defi ne an 
unlimited number of subgroup levels.

The possibility to create subgroups allows you to have a better view of the organization structure and 
operational performance analysis.

To maintain division subgroups, function right 49 — Maintain Division Layout is required. Users with 
General manager or Controller role have this function right.

Tip: You can also defi ne the division groups at Financial  Setup  Organization  Groups.

Chapter 3 | Setting Up
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To defi ne division subgroups:

1. Go to HRM  Setup  Organization  Groups: Division.
2. Click the name of the division group under the Description column. You will see the following page: 
 
 
 

 Note:  The level 1 subgroups for the Layout 1 (Functional layout), Layout 2 (Geographical layout), 
and Layout 3 (Reporting layout) groups have already been defi ned once you have installed Exact 
Synergy Enterprise. You can change the description of the level 1 subgroup or add level 2 subgroups by 
clicking the name of the subgroup under the Description column.

3. Click New to add new subgroups to the division group. You will see the following page:

 
 

4. Under the General section at Subgroup Level 1, type the code of the division subgroup. This cannot be 
changed after you have saved the division subgroup.

5. At Description, type the description of the division subgroup.
6. Click Save to save the subgroup.
7. To create level 2 subgroups for this newly-created subgroup, click the name of the subgroup under the 

Description column, and then click New. Otherwise, click Close to exit.

Note: All fi elds with the “!” icon are mandatory.

Tip: You can also defi ne the division subgroups by clicking the description of the division group 
at Financial  Setup  Organization  Groups.
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Creating divisions
A division represents a legal entity of the organization and operates using a different name from the 
organization. After groups have been defi ned, divisions can be created to further defi ne the organization 
structure.

To create divisions, function right 366 — Maintain division is required. To modify divisions, function right 
90 — Maintain division is required. Users with the General manager, HR, or HR assistant role have these 
function rights.

To create divisions:

1. Go to HRM  Setup  Organization  Divisions.
2. Click New. You will see the following page:

 

3. Under the General section at Code, type a number of up to three digits to specify the code for the 
division. This cannot be changed after you have saved the division.

4. At Name, type the name of the division.
5. Type or select a country code at Country to defi ne the country of the division. 
6. At Start date, type or select a date to defi ne the start date of the division. 
7. At Security level, type a number from 10 to 99 to defi ne the security level for the division.
 Note: Users with lower security levels will not be able to select divisions with higher security levels in 

fi elds associated with divisions.
 
 

8. Under the Financial reporting section at Reporting entity, select the check box to defi ne the division as 
a reporting entity.

 Note:  By default, this check box is not selected. However, since the main holding division defi ned at 
Financial  Setup  General  Settings must be the reporting entity, this check box will be selected and 
disabled.

Chapter 3 | Setting Up
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9. At Presentation currency, type or select the currency code to be used in the fi nancial reporting. 
Note:  This fi eld is available only if the Reporting entity check box is selected.

 
 

10. Under the Address section at Account, type or select the account code of the division. 
 Note:  Other information under this section will automatically be fi lled in. These details are the 

information fi lled in when you create the account for the division. For more details on creating accounts, 
see Appendix C:  Entering New Accounts.

 
 

11. Under the Schedule section, select the Update: FTE check box to allow the system to automatically 
update the Full Time Equivalents (FTEs) of all employees when their work schedules are modifi ed.

 Note: This function is only applicable if the Activate: Advanced Work Schedules check box at HRM  
Setup  General  Settings is not selected.

12. Select the Generate:  MRS check box to enable the Master Resource Schedule (MRS) to be automatically 
generated when an employee entry is created.

13. After fi lling in other relevant details, click Save to save the division.

Note: All fi elds with the “!” icon are mandatory.

Tip: You can also create divisions by clicking New at Financial  Setup  Organization  
Divisions.
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3.1.4 Cost centers and cost center groups

When working with divisions that represent the activities for an entire country, you may need to further 
divide your employees by cost centers, or also known as departments. Cost centers can then be formed around 
the activities of those employees, such as sales, customer service, and production. This allows you to compare 
fi gures on a more detailed level.

This subchapter contains the following topics:

 – Defi ning cost center groups
 – Defi ning cost center subgroups
 – Creating cost centers

Defining cost center groups
To enhance the view of a cost center layout, it is possible to setup cost center groups. The cost center layout can 
be viewed by clicking Cost center under the Monitor section when viewing the division card. You can defi ne 
up to four groups.

Cost center groups are used to classify cost centers based on certain criteria, such as functional area. Cost center 
groups can be subdivided into one cost center subgroups or more.

To maintain cost center groups, function right 48 — Maintain Cost Center Layouts is required. Users with 
the General manager or Controller role have this function right.

To define cost center groups:

1. Go to HRM  Setup  Organization  Groups:  Cost centers. You will see the following page:

 

 

 Note:  The description for the Strategic/Operational group is automatically defi ned once you have 
installed Exact Synergy Enterprise.

Business 
benefit:

Provides an insight to your organizational structure on an operational level.
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2. Click the description of the cost center group under the Description column. You will see the following 
page:

 
 
 

 Note:  The subgroups for Strategic/Operational group have already been defi ned once you have 
installed Exact Synergy Enterprise.

3. Under the Criteria section at Description, type the name of the cost center group.
4. Click Save to save the changes made.

Defining cost center subgroups
For each cost center group, you can defi ne subgroups. For example the cost center group “Functional area’ 
might consist of the cost center subgroups “Sales”, “Support”, and “Training and Consultancy”.

To maintain cost center subgroups, function right 48 — Maintain Cost Center Layouts is required. Users 
with the General manager or Controller role have this function right.

To define cost center subgroups:

1. Go to HRM  Setup  Organization  Groups:  Cost centers.
2. Click the name of the cost center group under the Description column. You will see the following page:
 
 

  Note:  The subgroups for Strategic/Operational are already defi ned once you have installed Exact 
Synergy Enterprise. You can change the description of the subgroup by clicking the name of the subgroup 
under the Description column.

Tip: You can also defi ne the cost center groups at Financial  Setup  Organization  Cost 
center groups.
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3. Click New to add new subgroups to the cost center group. You will see the following page:

 

4. Under the General section at Subgroup, type the code of the cost center subgroup. 
5. At Description, type the description of the cost center subgroup. 
6. Next, click Save to save the new cost center subgroup, or click Close to exit.

Creating cost centers
Cost centers give an extra organizational dimension to the division structure, not only from an organizational 
point of view, but also from a fi nancial point of view. After a division is created, cost centers can be linked to a 
division. Cost centers often represent the different departments in a division, for example Sales, Support, and 
Consultancy. 

The following depicts a division with multiple cost centers, which are linked to two different cost center 
subgroups:
 

To create cost centers, function right 92 — Maintain cost centers is required. Users with the General 
manager or HR role have this function right.

Note: All fi elds with the “!” icon are mandatory.

Tip: You can also defi ne the cost center subgroups by clicking the description of the cost 
center group at Financial  Setup  Organization  Cost center groups.
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To create cost centers:

1. Go to HRM  Setup  Organization  Cost centers.
2. Click New. You will see the following page:

 
 

3. Under the General section at Division, type or select the division code to specify the division that the 
cost center belongs to. 

4. At Code, type a code of up to eight alphanumeric characters for the cost center. This cannot be changed 
after you have saved the entry.

5. At Description, type the description of the cost center. 
6. After fi lling in other relevant details, click Save to save the new cost center.

3.1.5 Locations

Locations can be defi ned to identify the physical location where an employee is based within the organization. 
The location can be a city, building, or fl oor. The location is linked to the employee on the personal card.

Note: All fi elds with the “!” icon are mandatory.

Tip: You can also create cost centers by clicking New at Financial  Setup  Organization  
Cost centers.

Business 
benefit:

Provides a geographical overview of the offi ces of your organization.
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Creating locations
To create and maintain locations, function right 97 — Maintain locations is required. Users with the HR role 
have this function right.

To create locations:

1. Go to HRM  Setup  Organization  Locations.
2. Click New. You will see the following page:
  

3. Under the General section at Code, type a code of up to 10 alphanumeric characters for the location. This 
cannot be changed after you have saved the location.

4. At Description, type the description of the location. 
5. Under the Address section, type the address and number of the location at Address and Number 

respectively.
6. At Country, type or select the country code to specify the country the location is in. 
7. After fi lling in other relevant details, click Save to save the location.

3.1.6 Job system

The setup of the job system focuses on the professions within an organization. The job system is used to 
defi ne the functional area that the employees are working in, for example management, sales, or consultancy 
staff. The job system is also used to indicate the level on which the employees are performing their tasks and 
responsibilities.

One of the main purposes of defi ning a job system is to have the ability to measure the performances of the 
employees working in an organization. A well-defi ned job system will indirectly result in an organization-wide 
quality improvement.

Note: All fi elds with the “!” icon are mandatory.
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The job system within Exact Synergy Enterprise is concentrated on employees and consists of the following 
elements: job groups, job activities, job titles, and job levels.

This subchapter contains the following topics:

 – Creating job groups
 – Creating job activities
 – Creating job titles

Creating job groups
The fi rst level of the job system is a job group. It provides a general description of the job profession and defi nes 
the functional area of an organization that the employee is working in. Examples include “Sales and Marketing” 
and “Research and Development”.

By default, some job groups are created once you have installed Exact Synergy Enterprise. You can assess them 
at HRM  Setup  General  Job groups. You can also create more job groups if required.

To create and maintain job groups, function right 94 — Maintain job groups is required. Users with the HR 
role have this function right.

To create job groups:

1. Go to HRM  Setup  General  Job groups.
2. Click New. You will see the following page:

3. Under the General section at Code, type a code of up to 10 alphanumeric characters for the job group. 
This cannot be changed after you have saved the job group.

4. At Description, type the description of the job group. 
5. After fi lling in other relevant details, click Save to save the job group.

Business 
benefits:

Note:

 – Assists in defi ning performance indicators per job title.
 – Provides support in measuring the performances of the employees working in your 

organization.

All fi elds with the “!” icon are mandatory.
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Creating job activities
A job activity is at the second level of the job system. It contains further information of a job group, thus it is 
advisable to link a job activity to a job group. For example, the job group “Research and Development” can 
consist of job activities, such as “Software Development” and “Quality Assurance”.

By default, some job activities are created once you have installed Exact Synergy Enterprise. You can assess 
them at HRM  Setup  General  Job activities. You can also create more job activities if required.

To create and maintain job activities, function right 94 — Maintain job groups is required. Users with the 
HR role have this function right.

To create job activities:

1. Go to HRM  Setup  General  Job activities.
2. Click New. You will see the following page:
 

3. Under the General section at Code, type a code of up to 10 alphanumeric characters for the job activity. 
This cannot be changed after you have saved the job activity.

4. At Description, type the description of the job activity.
5. Next at Job group, type or select the job group code to link the job activity to the selected job group.
6. Under the Used in: Job titles section, select the check boxes next to the respective competency to specify 

the competencies that are important to perform the job activity.
 Note:  This section is available only if the competency method is defi ned as Simple at HRM   Setup   

General   Settings, under the Competency section. 
7. After fi lling in other relevant details, click Save to save the job activity.

Note: All fi elds with the “!” icon are mandatory.
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Creating job titles
A job title is at the third level of the job system. It contains further information about a job activity and provides 
more details about the job description. Thus, it is advisable to link a job title to a job activity. For example, the 
job title “Software Engineer” can be linked to job activity “Software Development”, which is linked to the 
“Research and Development” job group.

By default, some job titles are created once you have installed Exact Synergy Enterprise. You can assess them at 
HRM  Setup  General  Job titles. You can also create more job titles if required.

To create or maintain job titles, function right 96 — Maintain job titles is required. Users with the HR role 
have this function right.

To create job titles:

1. Go to HRM  Setup  General  Job titles.
2. Click New. You will see the following page:

 

3. Under the Criteria section at Code, type a code of up to 12 alphanumeric characters for the job title. This 
cannot be changed after you have saved the job title.

4. At Description, type the description of the job activity. 
5. At Activity, type or select the job activity code to link the job title to the selected job activity.
6. Type a number or range of numbers at Job level to defi ne the job level(s) for the job title.
 Note:  Job level is used to represent the hierarchical level in an organization and can be used as the basis to 

determine the salary range.
7. At Security level, type a number to specify the security level of the job title.
 Note:  This can be used to determine the documents that employees with this job title can view. When an 

employee is assigned to a particular job title, the security level of the employee will automatically be fi lled 
in with the value defi ned in this fi eld.

8. After fi lling other relevant details, click Save to save the job activity.

Note: All fi elds with the “!” icon are mandatory.
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3.2 Managing Employees

The heart of Exact Synergy Enterprise consists of the employees as they are the ones using the program 
intensively after the implementation. Within Exact Synergy Enterprise, they will create and read requests and 
documents, maintain items, and propose or end projects.

All the mentioned activities are linked to the most important task of your employees, which is to execute your 
business processes. This makes your employees the most valuable assets of your organization.

Thus, it is important to manage your employees effectively and effi ciently to ensure all business processes run 
smoothly.

3.2.1 Creating entries for people

To provide employees working for your organization access to Exact Synergy Enterprise, you have to create 
entries for them in the system.

There are two ways to create entries for people. The fi rst way is via the applicant process. This means an 
employee starts out in the system as an applicant and is linked to a vacancy. When the applicant is hired by your 
organization, you can turn the status of the applicant to an employee, student, contractor, or temporary. For 
more details on creating applicant entries, see Creating applicant entries at 4.2.1 Recruiting talents.

The second way of creating entries for people is by directly creating them in Exact Synergy Enterprise without 
going through the applicant process.

There are different types of employments in the system. The type of employment you create will determine the 
level of access the employee has throughout the system.

The following types of employment can be created:

Type Definition

Employee A person who has an employment contract with the organization.

Student A person who has a study contract with the organization, with a defi ned 
end date, in hopes of obtaining working knowledge and experience.

Contractor
A self-employed independent person, who receives payment from 
the organization based on invoices submitted for the work or services 
provided.

Temporary A person employed by a temporary employment agency.

Business 
benefits:

 – Allows you to create entries for people who are working in your organization, and 
thus, providing them access to Exact Synergy Enterprise to execute and complete 
their tasks.

 – Provides a single place to store and access all relevant information about an 
employee.
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To create and maintain entries for people, function right 147 — Maintain resource card is required. Users 
with the HR or HR assistant role have this function right.

To create entries for people:

1. Go to HRM  Entry  HRM  Person. You will see the following page:
 
 

2. Under the General section at ID, type a number to specify the ID for the person. This cannot be changed 
once you have saved the entry.

3. At User name, type a user name of up to 20 alphanumeric characters for the person.
 Note:  This user name will be used to log in to Exact Synergy Enterprise.
4. At First name, type the fi rst name of the person.
5. Type the last name or the surname of the person at Last name.
 
 

6. Under the Employment section at Type, select Contractor, Employee, Student, or Temporary to 
specify the employment type of the person. By default, Employee is selected.

7. At Start date, type or select the date that the person will begin working for the organization. This is 
mandatory. By default, the system-generated date will be fi lled in.

 26 



8. At FTE, type a number to defi ne the Full Time Equivalent (FTE) of the person. By default, 1.000000 is 
fi lled in, which indicates that the person will work full-time. A person who works part-time will have a 
pro-rated FTE.

   

9. Under the Organization section at Job title, type or select the job title code to specify the job title of the 
person.

10. At Security level, type the security level of the person.
 Note:  By default, the value fi lled in is similar to the security level defi ned for the job title. 
 For more details, see Creating job titles at 3.1.6 Job system.
11. Type or select an ID at Manager to defi ne the manager of the person.
 Note:  By default, the manager of the user who is creating the entry will automatically be fi lled in.
12. At Division, type or select the division code to defi ne the division that the person belongs to. 
 Note:  By default, the division of the user who is creating the entry will automatically be fi lled in.
13. At Cost center, type or select the cost center code to defi ne the cost center of the person. 

 
  

14. Under the Offi ce section at Time zone, type or select the time zone ID to specify the time zone of the 
offi ce which the person is working in.

15. After fi lling in other relevant details, click Save to save the entry.
 Note:  Entries created can be retrieved by going to HRM  Reports  People   People, defi ning the 

criteria, and then clicking Show to display the list of people. Next, click the name of the person.

Note: All fi elds with the “!” icon are mandatory.
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3.2.2 Generating reports and statistics

There are a few reports and statistics available in Exact Synergy Enterprise that could further ease your task in 
managing employees in multiple divisions. This subchapter contains the following topics:

 – Generating reports on the head counts in an organization
 – Generating reports on the hierarchical structure of employees
 – Generating statistics on the age of employees

Generating reports on the head counts in an organization
When managing your HRM processes at any point in time, you may want to fi nd out the number of employees 
in your organization, the FTE values that they represent, or the infl ow and outfl ow of your employees. The 
head count report is available for you to view such information.

To view the head count report, function right 158 — View resources reports is required. Users with the 
General manager, HR, or HR assistant role have this function right.

To generate reports on head counts:
1.  Go to HRM  Reports  People  Headcount. You will see the following page:

 
  

2. Under the Criteria section at Type, select the Employee, Contractor, Student, and/or Temporary 
check boxes to display the report of employees with the selected employment types.

3. At Group, select the available group to display the report of employees belonging to the selected group.
4. Type or select a division code at Division to display the report of employees belonging to the selected 

division.
5. At Cost center group, select the cost center group in the fi rst box, and then type or select the cost center 

subgroup code in the next box to display the report of employees belonging to the selected cost center 
group and subgroup.

6. At Cost center, type or select the cost center code to display the report of employees belonging to the 
selected cost center.

7. At Contractual location and Contractual location: Country, type or select the location and country 
code respectively to display the report of employees whose contractual location and country match the 
options selected.

8. At Physical location and Physical location: Country, type or select the location and/or country code 
respectively to display the report of employees whose physical location and country match the options 
selected.

9. Type or select the job group and/or job activity codes at Job group and Job activity to display the reports 
of employees belonging to the selected job group and/or job activity. 

10. At Layout, select Monthly, Quarterly, or Half-yearly to display the report by the selected layout.
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11. At Date, type or select a date or range of dates to display only data from the specifi ed dates in the report.
 Note:  If you leave these fi elds blank when you click Show, the start and end dates of the current year will 

automatically be fi lled in.
12. In the two boxes at Group by, select the options available to group the report based on the selected 

option(s). 
13. At Show, select the respective check boxes to display the report with data based on the selected options:

 – Headcount — Select this check box to display all head counts.
 – Headcount: Active — Select this check box to display only employees with the Active status.
 – Headcount: FTE = 1 — Select this check box to display the head count of employees with FTE = 1. For 

example, full time employees.
 – Headcount: FTE < 1 — Select this check box to display the head count of employees with FTE that is not 

more than 1.
 – Infl ow — Select this check box to display the number of new employees.
 – Outfl ow — Select this check box to display the number of employees who have resigned.
 – Flow – Select this check box to display the total number of infl ows and outfl ows.
 – Vacancy: Open — Select this check box to display the total number of vacancies that are open and have 

not been fulfi lled by any applicant. This total takes into account the number of employment for the same 
vacancy itself.

 – Vacancy: Fulfi lled — Select this check box to display the total number of vacancies that have been fulfi lled 
by applicant(s). This total takes into account the number of employment for the same vacancy itself.

14. Click Show to display the head count report. The following page is a sample of a head count report based 
on the defi ned criteria:

 

The criteria defi ned at Show will be listed on the left side of the report. The head counts of employees that 
match the defi ned criteria are displayed under the Count column of each respective Year-Month column. The 
total FTEs displayed under the FTE column corresponds with the head counts of employees that are displayed 
under the Count column.

For example, during the month of January, 2012, there was a head count of 2,833 active employees. At Open, 
“498” is displayed under the Count column, indicating that there were 498 vacancies that were opened during 
that same month.
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For the month of February, 2012, the head count of employees was increased to 2,834. The indication of one 
new employee is displayed at Infl ow.

You can click on the head count of employees under the Count column to view the list of employees. You can 
also click on the value of the FTE under the FTE column to view the FTE of each employee. 

Generating reports on the hierarchical structure of employees
To make your employees part of your organization, you need to link them to divisions and cost centers, and 
specify their managers. Once you have done the proper linking, you can have fast access and a clear view of the 
organization chart. All users can view the hierarchical structure of employees.

To generate reports on the hierarchical structure of employees:

1. Go to HRM   Reports   People  Hierarchy. You will see the following page:
 
 
  

2. Under the Criteria section at Person, type or select the employee ID to view the hierarchical structure 
that involves the selected person. By default, the user that is currently logged in to Exact Synergy 
Enterprise will be displayed.

3. Select Manager, Cost center, Division, or Location at Involvement to display the hierarchical 
structure based on the selected option.

 Note: If you have selected Location, the Person fi eld will be changed to Location, whereby you can type 
or select the location code to display the hierarchical structure based on the selected location.

4. At Show, select List or Chart to display the hierarchical structure in a list or chart form respectively.
5. At Type, select the Employee, Contractor, Student, Temporary, Applicant, and/or Vacancy check 

boxes to display the hierarchical structure that involves the people with the respective employment types.
6. At Status, select the Active, Hired, and/or Inactive check boxes to display the hierarchical structure that 

involves the people with the respective statuses.
7. Click Refresh to display the hierarchical structure.

Business 
benefits:

 – Provides an insight to the hierarchical structure of your organization.
 – Provides a quick reference on the managers of the employees.
 – Improves internal communication with a clear hierarchical structure and reporting 

line.
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Generating age statistics of employees
The age statistics provides you with a fast and easy access to the different age groups of your employees. The 
statistics on the age of employees contains both actual numbers and the percentages, and gives you a good 
insight to the current buildup of your employees.

The age of all employees are automatically calculated based on the date of birth defi ned for the employees in the 
personal cards.

To view the age statistics of employees, function rights 148 — View resources in age statistics report and 
154 — View age statistics for entire organisation are required. Users with the General manager, HR, or 
HR assistant role have these functions rights.

To generate the age statistics of employees:

1. Go to HRM  Reports   Statistics   Age. You will see the following page:

 
 

2. Under the Criteria section at Division, type or select the division code to display the statistics of people 
who belong to the selected division.

 Note:  By default, the division belonging to the user currently logged in to Exact Synergy Enterprise will 
automatically be fi lled in.

3. At Type, select the Employee, Contractor, Student, and/or Temporary check boxes to display the age 
statistics of people with the respective employment types.

4. Click Show to display the statistics. The following page is a sample of age statistics based on the defi ned 
criteria:

 
 

The age groups are displayed under the Age column, with the color bars representing the number of the 
employees in the respective age group. Under the Count column, the head counts of employees in every age 
group are displayed, while under the % column, the head count is displayed in the percentage form.
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At Total, the total head count of people is displayed together with the total head count in a percentage form. 

From the example of the age statistics displayed, “2” is displayed under the Count column for the 21 - 25 
group. This indicates that there are two people in the particular age group. Under the % column, 4.08 is 
displayed. This value is calculated by dividing the head count of people for a particular age group with the total 
head count of people for all age groups, and then multiplied by 100.

 32 



Chapter 3 | Setting Up

 33





Chapter 4 

 Managing the Employee 
Life Cycle



4. Managing the Employee Life Cycle

In today’s world, human capital plays a critical role in any organization and is considered as one of the key 
sources to gaining competitive advantage. It is thus, very important for organizations to understand the 
employee life cycle and manage it effectively while supporting the employees through every stage of their 
services with the organization.

In this chapter, you will be guided on the features available within Exact Synergy Enterprise that revolve 
around the employee life cycle. These include helping in hiring the best people for the right jobs, aligning the 
goals of the employees with corporate goals, and supporting the growth of employees through performance 
evaluation.

4.1 Setting Up Employee Evaluation Systems

Employee evaluation systems are used to assess the competences of the applicants or employees as well as to 
monitor the performance of the employees within the organization. The settings need to be defi ned and data 
has to be prepared before you can proceed to use the evaluation systems.

4.1.1 Competency model (Advanced mode)

There are two types of competency models supported by Exact Synergy Enterprise. The models available are 
in simple and advanced modes. The advanced mode of the competency model is explained in this subchapter. 
For more details on the simple mode of this model, see Defi ning competencies and evaluating competences of 
applicants or employees using the simple competency model at 4.2.2 Managing competencies.

The competency model is set up to allow the assessment of the competences of the applicants and employees. 
For more details, see 4.2.2 Managing competencies. The setting up of the advanced mode of this model includes 
the following steps:

 – Defi ning competency settings
 – Setting up fi eld types
 – Setting up fi eld values of fi eld types
 – Setting up competency groups
 – Setting up competences

Defining competency settings
To use the advanced competency model, the competency settings need to be defi ned as Advanced in the 
HRM general settings. This will enable you to create competences, competency groups, as well as generate 
competency profi les and requests. The settings that are defi ned in the HRM general settings will be used by the 
organization.

To modify the HRM general settings, function right 88 — Maintain HRM settings is required. Users with 
the HR role have this function right.
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To defi ne competency settings:

1. Go to HRM  Setup  General  Settings.
2. Click Edit.

 

 

3. Under the Competency section, select Advanced as the competency method at Method.
 Note: Select Simple to use the simple competency model. If Simple is selected, other fi elds in this section 

will not be available.
4. Select the fi eld type that will be used for the fi nal rating calculation of the competency profi les at Final 

rating.
 Note:  Only fi eld types with the type defi ned as Value will be available for selection. For more details, see 

Setting up fi eld types at 4.1.1 Competency model.
5. At Request type, type or select the type of the request that will be sent to reviewers to notify them to 

complete the review of the profi les.
6. Select one of the options below to specify the method of calculation of the profi les at Calculation: 

Method:
 – Average — Calculation formula: Sum of (each rated value x Factor) / Quantity of (competence involved x 

Factor). By default, Average will be selected.
 – Summation — Calculation formula: Sum of (each rated value x Factor).
 – Percentage — Calculation formula: Sum of [(each rated value x Factor) / Sum of (each highest fi eld value x 

Factor)] x 100%.
 Note:  For more details, see Appendix D: Calculation Methods for Competency and Performance Review 

Management.
7. At Request: End date, select the duration given to the reviewers to realize or process the request sent for 

reviewing purposes.
8. Select Manager & Person at Reviewer to specify that it is mandatory for both the manager of the 

person and the person to perform the review. To make it mandatory only for the manager of the person to 
perform the review, select Manager.

9. Select the check box at Person: View profi les to allow the person to view his or her competency profi les. 
Otherwise, clear the check box to disallow the person to view his or her competency profi les.

10. Click Save to save the changes.
11. Click Close to exit.

Tip: Similar settings can be found in the division card. This allows every division belonging 
to the organization to have its own settings. If the settings are defi ned for a particular 
division, these settings will apply to everyone belonging to that division. Otherwise, the 
settings defi ned in the HRM general settings will be used. To access the division card of a 
division, go to HRM  Setup  Organization  Divisions, defi ne the criteria, and then 
click Show. Next, click the code or name of the division.
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Setting up field types
Field types are settings of the ratings that are used to measure the competences of the applicants or employees.

To view a list of all fi eld types from HRM  Setup  Competency management  Field types, function right 
505 — View payroll components is required. Users with the HR role have this function right.

To create and modify the fi eld types from HRM  Setup  Competency management  Field types, function 
right 508 — Maintain payroll components is required. Users with the HR role have this function right.

To set up field types:

1. Go to HRM  Setup  Competency management  Field types.
2. Click New. You will see the following page:

 

3. Type the description of the fi eld type at Description.
4. At Type, select the type of the fi eld type. The option selected here will affect the name of the following 

fi eld and/or the availability of additional fi eld(s).
5. Type the default description of the text for the fi eld type at Default.
6. Click Save to save the new fi eld type.

Setting up field values of field types
You can set up the fi eld values for fi eld types with the type defi ned as Value or Combo box. Field values defi ne 
the values of the ratings used to measure the competences of applicants or employees.

To create and modify the fi eld values of a fi eld type from HRM  Setup  Competency management  Field 
types, function right 508 — Maintain payroll components is required. Users with the HR role have this 
function right.

Note: All fi elds with the “!” icon are mandatory.
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To set up fi eld values of fi eld types with the type defi ned as Value:

1. Go to HRM  Setup  Competency management  Field types.
2. Under the Description column, click the description of the fi eld type with the type defi ned as Value, and 

then click Add. You will see the following page:

 
  

3. Under the General section, type a number at Sequence number to defi ne the sequence number of the 
fi eld value for the fi eld type. By default, the number is automatically fi lled in depending on the number of 
fi eld values currently available. The maximum number that can be fi lled in is “99”.

4. Type the description of the fi eld value at Description. 
5. At Code, type the code of the fi eld value. 
6. At Minimum and Maximum, type the minimum and maximum rating values for the fi eld type. If an 

applicant or employee receives a rating value for a competence linked to this fi eld type that is between 
this range, the applicant or employee will obtain the fi nal rating as defi ned at Code for that particular 
competence.

7. At Value, type a number to specify the value of the fi eld value. This value is used as a multiplication factor 
during the calculation of the ratings.

8. Type in additional notes about the fi eld value at Notes.
9. Click Save to save the fi eld value.
10. Click Close to exit.

Note: All fi elds with the “!” icon are mandatory.
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To set up fi eld values of fi eld types with the type defi ned as Combo box:

1. Go to HRM  Setup  Competency management  Field types.
2. Under the Description column, click the description of the fi eld type with type defi ned as Combo box, 

and then click Add. You will see the following page:

 

3. Under the General section, type the number at Sequence number to defi ne the sequence number of the 
fi eld value for the fi eld type. By default, the number is automatically fi lled in depending on the number of 
fi eld values currently available. The maximum number that can be fi lled in is “99”.

4. Type the description of the fi eld value at Description.
5. Finally, type the code of the fi eld value at Code.
6. Click Save to save the fi eld value.
7. Click Close to exit.

Setting up competency groups
Applicants or employees of different job titles from different divisions may require different sets of 
competences to perform the work competently. You can set up competency groups to group the specifi c 
competences required to appraise different applicants or employees. For more details on creating competences, 
see Setting up competences at 4.1.1 Competency model (Advanced mode).

To view competency groups, function right 505 — View payroll components is required. Users with the 
HR role have this function right.

To create, modify, and view competency groups, function right 508 — Maintain payroll components is 
required. Users with the HR role have this function right.

Note: All fi elds with the “!” icon are mandatory.
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To set up competency groups:

1. Go to HRM  Setup  Competency management  Competence groups.
2. Click New. You will see the following page:

 

3. Under the General section, type the description of the competency group at Description.
4. At Type, you can select Competency, Skill, Resume, Questionnaire, or Miscellaneous as the type of 

the competence.
5. Select 1, 2, 3, or 4 at Number of levels to specify the number of levels of competences that you are 

allowed to defi ne for the competency group. For a competency group, you can defi ne up to four levels of 
competences.

6. Type in additional remarks about the competency group at Remarks.
7. Click Save to save the competency group.

Setting up competences
Competences can be qualities or key behaviors that are needed to perform a job in a competent manner. There 
are two ways you can set up the competences. You can create competences at HRM  Setup  Competency 
management  Competences.

Alternatively, you can create competences from the competency groups. A competence that is created from a 
competency group will automatically be linked to the particular competency group and can be at level 1, 2, 3 or 
4 in a competency group. A competence at level 1 groups competences at level 2, a competence at level 2 groups 
competences at level 3, and a competence at level 3 groups competences at level 4.

To view the competences, function right 505 — View payroll components is required. Users with the HR 
role have this function right.

To create and modify competences, function right 508 — Maintain payroll components is required. Users 
with the HR role have this function right.

Note: All fi elds with the “!” icon are mandatory.
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To set up competences:

1. Go to HRM  Setup  Competency management  Competences and click New. Alternatively, go to 
HRM   Setup  Competency management  Competence groups, click the name of the competency 
group, and then click New. You will see the following page:

 
 
 

 Note: The name of the competency group and the level of the competence will be displayed at Group and 
Level respectively only if you are setting up a competence from a competency group. If you are setting up a 
competence at level 2, 3, or 4, the parent of the competence will be displayed at Parent.

2. At Code, type the unique code of the competence. 
3. Type the description of the competence at Description. 
4. Select the fi eld type that is used for the competence at Field type. 
5. At Weight, type the number to defi ne the importance of the competence. This weight is used as a 

multiplication factor during the calculation of the ratings.
6. At Link, select a competence to link it to this competence. By linking a competence, the rating for this 

newly-created competence will automatically follow the rating of the competence that is linked to it. 
However, the rating can always be changed manually.

 Note:  You can only select a competence that is not linked to other competences.
7. At Policy, select a document that you want to link to the competence.
8. Type in additional notes about the competence at Notes.
9. Click Save to save the competence.

Note: All fi elds with the “!” icon are mandatory.

 42 



4.1.2 Performance review model

The performance review model is set up to allow the performances of the employees to be reviewed. For 
more details on performance review management, see 4.2.3 Managing performances. The setting up of the 
performance review model includes the following steps:

 – Setting up fi eld types
 – Setting up fi eld values of fi eld types
 – Defi ning performance review settings
 – Setting up performance review groups
 – Setting up attributes

Setting up field types
Field types are settings of the ratings that can be used to evaluate the performances of the employees.

To view a list of all fi eld types from HRM  Setup  Performance review management  Field types, function 
right 99 — View performance review is required. Users with the HR role have this function right.

To create and modify the fi eld types from HRM  Setup  Performance review management  Field types, 
function right 107 — Maintain performance review is required. Users with the HR role have this function 
right.

To set up fi eld types:

1. Go to HRM  Setup  Performance review management Field types.
2. Click New. You will see the following page:

 

3. Type the description of the fi eld type at Description.
4. At Type, select the type of the fi eld type. The option selected here will affect the name of the following 

fi eld and/or the availability of additional fi eld(s).
5.  Type the default description of the text for the fi eld type at Default.
6. Click Save to save the fi eld type.

Note: All fi elds with the “!” icon are mandatory.
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Setting up field values of field types
You can set up the fi eld values for fi eld types with type defi ned as Value or Combo box. Field values defi ne the 
values of the ratings used to assess the performances of employees.

To create and modify the fi eld values of a fi eld type from HRM  Setup  Performance review management  
Field types, function right 107 — Maintain performance review is required. Users with the HR role have 
this function right.

To set up fi eld values of fi eld types with the type defi ned as Value:

1. Go to HRM  Setup  Performance review management  Field types.
2. Under the Description column, click the description of the fi eld type with the type defi ned as Value, and 

then click Add. You will see the following page:

 
 

3. Under the General section, type a number at Sequence number to defi ne the sequence number of the 
fi eld value for the fi eld type. By default, the number is automatically fi lled in depending on the number of 
fi eld values currently available. The maximum number that can be fi lled in is “99”.

4. Type the description of the fi eld value at Description.
5. At Code, type the code of the fi eld value.
6. At Minimum and Maximum, type the minimum and maximum rating values for the fi eld type. If an 

employee receives a rating value for an attribute linked to this fi eld type that is between this range, the 
employee will obtain the fi nal rating as defi ned at Code for that particular attribute.

7. At Value, type a number to specify the value of the fi eld value. This value is used as a multiplication factor 
during the calculation of the ratings.

8. Type in additional notes about the fi eld value at Notes.
9. Click Save to save the fi eld value.
10. Click Close to exit.

Note: All fi elds with the “!” icon are mandatory.
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To set up fi eld values of fi eld types with the type defi ned as Combo box:

1. Go to HRM  Setup  Performance review management  Field types.
2. Under the Description column, click the description of the fi eld type with the type defi ned as Combo 

box, and then click Add. You will see the following page:

 

3. Type the number at Sequence number to defi ne the sequence number of the fi eld value for the fi eld 
type. By default, the number is automatically fi lled in depending on the number of fi eld values currently 
available. The maximum number that can be fi lled in is “99”.

4. Type the description of the fi eld value at Description.
5. At Code, type the code of the fi eld value.
6. Click Save to save the fi eld value.
7. Click Close to exit.

Defi ning performance review settings

The settings that are defi ned in the HRM general settings will be used by the organization.

To modify the HRM general settings, function right 88 — Maintain HRM settings is required. Users with 
the HR role have this function right.

To defi ne performance review settings:

1. Go to HRM  Setup  General  Settings.
2. Click Edit. You will see the following page:

 
 

3. At Request type under the Performance review section, type or select the type of the request that will 
be sent to reviewers to notify them to complete the review of the profi les.

4. Select the fi eld type that will be used for the fi nal rating calculation of the performance review profi les at 
Final rating.

 Note:  Only fi eld types with type defi ned as Value will be available for selection. For more details, see 
Setting up fi eld types at 4.1.2 Performance review model.

Note: All fi elds with the “!” icon are mandatory.
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5. At Request: End date, select the duration given to the reviewers to realize or process the request sent for 
reviewing purposes.

6. Select Average, Summation, or Percentage as the method of calculation of the profi les at Calculation: 
Method. By default, Average will be selected.

 Note:  For more details, see Appendix D: Calculation Methods for Competency and Performance Review 
Management.

7. Select Manager & Person at Reviewer to specify that it is mandatory for both the manager of the 
person and the person to perform the review. To make it mandatory only for the manager of the person to 
perform the review, select Manager.

8. Select the check box at Person: View profi les to allow the person to view his or her performance review 
profi les. Otherwise, clear the check box if you do not want the person to view his or her performance 
review profi les.

9. Click Save to save the changes.
10. Click Close to exit.

Setting up performance review groups

The performances of employees with different job titles from different divisions may be evaluated with 
different sets of attributes. You can set up performance review groups to group the specifi c attributes required 
to appraise different employees. For more details on creating attributes, see Setting up attributes at 4.1.2 
Performance review model.

To view performance review groups, function right 99 — View performance review is required. Users with 
the HR role have this function right.

To create and modify performance review groups, function right 107 — Maintain performance review is 
required. Users with the HR role have this function right.

Tip: Similar settings can be found in the division card. This allows every division belonging 
to the organization to have its own settings. If the settings are defi ned for a particular 
division, these settings will apply to everyone belonging to that division. Otherwise, the 
settings defi ned in the HRM general settings will be used. To access the division card of a 
division, go to HRM  Setup  Organization  Divisions, defi ne the criteria, and then 
click Show. Next, click the code or name of the division.
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To set up performance review groups:

1. Go to HRM  Setup  Performance review management  Performance review groups.
2. Click New. You will see the following page:

 
 

3. Under the General section, type the description of the performance review group at Description.
4. Select 1, 2, 3, or 4 at Number of levels to specify the number of levels of attributes that you are allowed 

to defi ne for the performance review group. For a performance review group, you can defi ne up to four 
levels of attributes.

5. Type in additional remarks about the performance review group at Remarks.
6. Click Save to save the performance review group.

Setting up attributes

Attributes are qualities that are used to assess how well the employees perform their jobs. There are two ways 
you can set up the attributes. You can create attributes at HRM  Setup  Performance review management  
Performance indicators.

Alternatively, you can create attributes from the performance review groups. An attribute that is created from 
a performance review group will automatically be linked to the particular performance review group and can 
be at level 1, 2, 3 or 4 in a performance review group. An attribute at level 1 groups attributes at level 2, an 
attribute at level 2 groups attributes at level 3, and an attribute at level 3 groups attributes at level 4.

To view the attributes, function right 99 — View performance review is required. Users with the HR role 
have this function right.

To create and modify attributes, function right 107 — Maintain performance review is required. Users with 
the HR role have this function right.

Note: All fi elds with the “!” icon are mandatory.
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To set up attributes:

1. Go to HRM  Setup  Performance review management  Performance indicators and click New. 
Alternatively, go to HRM  Setup  Performance review management   Performance review groups, 
click the name of the performance review group, and then click New. You will see the following page: 

  
 
 

 Note: The name of the performance review group and the level of the attribute will be displayed at Group 
and Level respectively only if you are setting up an attribute from a performance review group. If you are 
setting up an attribute at level 2, 3, or 4, the parent of the attribute will be displayed at Parent.

2. At Code, type the unique code of the attribute.
3. Type the description of the attribute at Description.
4. Select the fi eld type that is used for the competence at Field type.
5. At Weight, type the number to defi ne the importance of the attribute. This weight is used as a 

multiplication factor during the calculation of the ratings.
6. At Link, select an attribute to link it to this attribute. By linking an attribute, the rating for this newly-

created attribute will automatically follow the rating of the attribute that is linked to it. However, the 
rating can always be changed manually.

 Note:  You can only select a competence that is not linked to other attributes.
7. Type in additional notes about the attribute at Notes.
8. Click Save to save the attribute.

Note: All fi elds with the “!” icon are mandatory.
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4.1.3 Target agreement model

The target agreement model is set up to allow the management to review the target achievements of the 
employees. For more details on target agreements, see 4.2.4 Managing target agreements. The setting up of the 
target agreement model includes the following steps:

 – Defi ning target agreement settings
 – Setting up fi eld types
 – Setting up fi eld values of fi eld types
 – Setting up target agreement groups
 – Setting up targets

Defining target agreement settings
The settings that are defi ned in the HRM general settings will be used by the organization.

To modify the HRM general settings, function right 88 — Maintain HRM settings is required. Users with 
the HR role have this function right.

To defi ne target agreement settings:

1. Go to HRM  Setup  General  Settings.
2. Click Edit. You will see the following page:

 

3. At Request type under the Target agreement section, type or select the type of the request that will be 
sent to reviewers to notify them to complete the review of the profi les.

4. At Request: End date, select the duration given to the reviewers to realize or process the request sent for 
reviewing purposes.

5. Type the minimum and maximum number of targets that are allowed to be created for each target 
agreement at Number of targets: Minimum / Maximum.

 Note:  If no numbers are fi lled in, the minimum and maximum number of targets will not be fi xed.
6. Click Save to save the changes.
7. Click Close to exit.

Tip: Similar settings can be found in the division card. This allows every division belonging 
to the organization to have its own settings. If the settings are defi ned for a particular 
division, these settings will apply to everyone belonging to that division. Otherwise, the 
settings defi ned in the HRM general settings will be used. To access the division card of a 
division, go to HRM  Setup  Organization  Divisions, defi ne the criteria, and then 
click Show. Next, click the code or name of the division.
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Setting up field types
Field types are settings of the ratings that can be used to evaluate the achievements of the employees.

To view a list of all fi eld types from HRM  Setup  Target agreement  Field types, function right 86 — 
View target agreement is required. Users with the HR role have this function right.

To create and modify the fi eld types from HRM  Setup  Target agreement  Field types, function right 95 
— Maintain target agreement is required. Users with the HR role have this function right.

To set up fi eld types:

1. Go to HRM  Setup  Target agreement  Field types.
2. Click New. You will see the following page:
 
 

3. Type the description of the fi eld type at Description. 
4. At Type, select the type of the fi eld type. The option selected here will affect the name of the following 

fi eld and/or the availability of additional fi eld(s).
5. Type the default description of the text for the fi eld type at Default.
6. Click Save to save the new fi eld type.

Note: All fi elds with the “!” icon are mandatory.
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Setting up field values of field types
You can set up the fi eld values for fi eld types with type defi ned as Value or Combo box. Field values defi ne the 
values of the ratings used to assess the achievements of employees.

To create and modify the fi eld values of a fi eld type from HRM  Setup  Target agreement  Field types, 
function right 95 — Maintain target agreement is required. Users with the HR role have this function right.

To set up fi eld values of fi eld types with the type defi ned as Value:

1. Go to HRM  Setup  Target agreement  Field types.
2. Under the Description column, click the description of the fi eld type with the type defi ned as Values, 

and then click Add. You will see the following page:

 
 

3. Under the General section, type a number at Sequence number to defi ne the sequence number of the 
fi eld value for the fi eld type. By default, the number is automatically fi lled in depending on the number of 
fi eld values currently available. The maximum number that can be fi lled in is “99”.

4. Type the description of the fi eld value at Description.
5. At Code, type the code of the fi eld value.
6. At Minimum and Maximum, type the minimum and maximum rating values for the fi eld type. If 

an employee receives a rating value for a target linked to this fi eld type that is between this range, the 
employee will obtain the fi nal rating as defi ned at Code for that particular target.

7. At Value, type a number to specify the value of the fi eld value. This value is used as a multiplication factor 
during the calculation of the ratings.

8. Type in additional notes about the fi eld value at Notes.
9. Click Save to save the fi eld value.
10. Click Close to exit.

Note: All fi elds with the “!” icon are mandatory.
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To set up fi eld values of fi eld types with the type defi ned as Combo box:

1. Go to HRM  Setup  Target agreement  Field types.
2. Under the Description column, click the description of the fi eld type with the type defi ned as Combo 

box, and then click Add. You will see the following page:

 
 

3. Type the number at Sequence number to defi ne the sequence number of the fi eld value for the fi eld 
type. By default, the number is automatically fi lled in depending on the number of fi eld values currently 
available. The maximum number that can be fi lled in is “99”.

4. Type the description of the fi eld value at Description. 
5. At Code, type the code of the fi eld value. 
6. Click Save to save the fi eld value.
7. Click Close to exit.

Setting up target agreement groups
The performances of employees with different job titles from different divisions may be assessed with different 
sets of targets. You can set up target agreement groups to group the specifi c targets required to appraise different 
employees. For more details on creating targets, see Setting up targets at 4.1.3 Target agreement model.

To view target agreement groups, function right 86 — View target agreement is required. Users with the HR 
role have this function right.

To create and modify target agreement groups, function right 95 — Maintain target agreement is required. 
Users with the HR role have this function right.

Note: All fi elds with the “!” icon are mandatory.
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To set up target agreement groups:

1. Go to HRM  Setup  Target agreement  Target agreement groups.
2. Click New. You will see the following page:

  

3. Under the General section, type the description of the target agreement group at Description. 
4. Select 1, 2, 3, or 4 at Number of levels to specify the number of levels of targets that you are allowed 

to defi ne for the target agreement group. For a target agreement group, you can defi ne up to four levels of 
targets. 

5. Type in additional remarks about the target agreement group at Remarks.
6. Click Save to save the target agreement group.

Setting up targets
Targets are used to assess if the employees are able to perform their jobs and achieve the specifi ed requirements. 
There are two ways that you can set up the targets. You can create targets at HRM   Setup   Target agreement 

  Targets.

Alternatively, you can create targets from the target agreement groups. A target that is created from a target 
agreement group will automatically be linked to the particular target agreement group and can be at level 1, 2, 
3 or 4 in a target agreement group. A target at level 1 groups targets at level 2, a target at level 2 groups targets at 
level 3, and a target at level 3 groups targets at level 4.

To view the targets, function right 86 — View target agreement is required. Users with the HR role have this 
function right.

To create and modify targets, function right 95 — Maintain target agreement is required. Users with the HR 
role have this function right.

Note: All fi elds with the “!” icon are mandatory.
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To set up targets:

1. Go to HRM   Setup   Target agreement  Targets, and click New. Alternatively, go to HRM   Setup 
  Target agreement   Target agreement groups, click the name of the target agreement group, and then 

click New. You will see the following page:

 

 Note:  The name of the target agreement group and the level of the target will be displayed at Group and 
Level respectively only if you are setting up a target from a target agreement group. If you are setting up a 
target at level 2, 3, or 4, the parent of the target will be displayed at Parent.

2. At Code, type the unique code of the target.
3. Type the description of the target at Description.
4. Select the fi eld type that is used for the target at Target value: Field type. 
5. Select the fi eld type that is used for the target at Achievement: Field type.
6. Type in additional notes about the target at Notes.
7. Click Save to save the target.

Note: All fi elds with the “!” icon are mandatory.

 54 



4.2 Winning, Developing, and Retaining Talents

Organizations are constantly in search of talents to fi ll up vacancies to replace the departure of experienced 
employees or to support the continuous growth of the organizations.

4.2.1 Recruiting talents

Recruitment management in Exact Synergy Enterprise provides a strong support for the application process, 
allowing you to fi ll in details of the vacancies available within the organization, as well as capture the records of 
applicants that apply for vacancies in your organization.

In addition, the matching functionality enables you to match an applicant to a vacancy or vice versa based on 
the competency reviews of the applicants or the profi le defi ned for the vacancy. This allows you to shortlist the 
possible candidates who will be considered to fulfi ll the vacancies.

When applying for jobs online, applicants are required to fi ll in the needed information. By allowing applicants 
to fi ll in their details themselves, it reduces the data entry time for the HR personnel. With that, the HR 
personnel can immediately match and link an applicant to a vacancy that he/she thinks is suitable, and inform 
the manager involved with that vacancy.

When an applicant is found to be suitable for the vacancy and the applicant wants to join your company, you 
can fulfi ll the vacancy with that applicant and transform the applicant to an employee. Transforming the 
applicant into an employee gives the same result as when you are directly creating an entry for the employee 
in Exact Synergy Enterprise. The employee will have access to features that he/she is entitled to within Exact 
Synergy Enterprise.

Business 
benefits:

The recruitment management tool:
 – reduces data entry time for HR personnel with the ability for applicants to fi ll in 

their personal details when applying online,
 – improves effi ciency by creating multiple applicants in a single entry,
 – saves time by avoiding double entry of the data of applicants using the functionality 

for importing applicants,
 – provides real-time access and control of information related to applicants and 

vacancies, and thus, facilitating the support for decision-making,
 – increases effi ciency in the applicant pre-selection process through the matching 

functionality, and thus, is able to match the right candidate to the right job, and
 – provides transparency in the fulfi llment of vacancies with the most suitable 

applicants.
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This subchapter contains the following topics:

 – Creating vacancies
 – Creating applicant entries
 – Multiple linking of applicants to vacancies
 – Searching and merging duplicate applicants
 – Matching applicants to vacancies and vice versa
 – Creating correspondence using requests
 – Creating correspondence using mail merge
 – Creating correspondence using Microsoft Offi ce Add-in
 – Modifying resume data of applicants
 – Preparing for job interviews
 – Fulfi lling vacancies
 – Generating reports and statistics

Creating vacancies
When an employee in your organization is leaving, it is very likely that the post will need to be fi lled up by a 
replacement. A vacancy is then available within your organization. You will need to create a vacancy to inform 
the availability of the vacancy.

With Exact Synergy Enterprise, you have the option of creating a single employment or multiple employments 
in one vacancy at one time. If you have a lot of similar vacancies, you will only need to create the vacancy once 
and the system will generate the required number of equal employment at the same time. This will save a lot of 
data entry time and provide you with a faster reference to the number of similar employment needed.

You can also attach the media that advertise the corresponding vacancies in various formats. For example, 
you can attach the document that contains the details of the vacancy advertised in newspapers in Microsoft 
Word. You can also specify the website link where the vacancy was advertised. As a result, you can have a quick 
reference and better overview of all the information related to the vacancies.

Another useful feature is that you can integrate the HRM module with the Workfl ow module whereby 
you can defi ne the system to automatically send out requests for approval, realization, or processing to the 
respective personnel whenever a vacancy is created.

It is important to defi ne the settings beforehand to allow the attachment of documents for the vacancies and to 
enable the usage of requests.

This subchapter contains the following topics:

 – Defi ning vacancy settings
 – Setting up vacancies
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Defining vacancy settings
To modify the HRM general settings, function right 88 — Maintain HRM settings is required. Users with 
the HR role have this function right.

To defi ne vacancy settings:

1. Go to HRM  Setup  General  Settings.
2. Click Edit. You will see the following page:

 

3. Under the Vacancy section at Request type, type or select the type of the request that will be sent to the 
relevant employees to approve the creation of a vacancy.

 Note:  A request type called Vacancy has been automatically set up when you have installed Exact 
Synergy Enterprise and is recommended to be used for this fi eld. However, you can modify the settings of 
the request type accordingly or create a new one.

4. At Attachment: Document type, type or select the document type ID to specify the document type of 
the documents that will be attached to the vacancy card. You must fi ll in this fi eld before you can attach 
any document in the vacancy card.

5. Click Save to save the changes.
6. Click Close to exit.

Note: All fi elds with the “!” icon are mandatory.

Tip: The Request type fi eld can be found in the division card. This allows every division 
belonging to the organization to have its own request type setting. If the setting is 
defi ned for a particular division, this setting will apply to everyone belonging to that 
division. Otherwise, the setting defi ned in the HRM general settings will be used. To 
access the division card of a division, go to HRM  Setup  Organization  Divisions, 
defi ne the criteria, and then click Show. Next, click the code or name of the division.
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Setting up vacancies
To create, modify, and view vacancies, function right 147 — Maintain resource card is required. Users with 
the HR or HR assistant role have this function right.

To set up vacancies:

1. Go to HRM  Entry  HRM  Vacancy. Alternatively, go to HRM  Reports  People  Vacancies, 
and then click New. You will see the following page:

 

2. Under the Organization section at Manager, type or select the employment ID to specify the manager 
who will be in charge of the vacancy. By default, the manager of the user who is currently logged in to 
Exact Synergy Enterprise will be fi lled in.

3. At Division, type or select the division code to specify the division of the vacancy. 
4. At Contractual location, type or select the code of the location to specify the physical location where the 

successful applicant will be based.
5. At Physical location, type or select a physical location to specify the physical location of the vacancy.
6. Type or select the job title code at Job title to indicate the job title of the vacancy.
 Note:  In the advanced competency mode, the active competency profi le of the selected job title will be 

automatically copied to the vacancy. If the job title does not have any competency profi le, upon saving the 
vacancy, the system will display the message “No competence profi le found for this vacancy. Create new 
one?”. Click Yes to defi ne the competency profi le, or No if you do not wish to defi ne any.

7. Type the Full Time Equivalent (FTE) of the vacancy at FTE. By default, 1.000000 is fi lled in, which 
indicates that the vacancy requires an employee who works full-time. A vacancy that requires an employee 
who works part-time will have a prorated FTE. This is mandatory. 

8. Type or select the start date of the vacancy at Start date.
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9. Under the Details section at Vacancy type, select an option to defi ne the type of vacancy available:
 – Internal — Select this option to indicate that the vacancy created is opened for employees working in your 

organization.
 – External — Select this option to indicate that the vacancy created is opened to candidates who are not 

working in your organization. You can also select this to indicate that the vacancy belongs to your client’s 
organization, whereby candidates can apply to work for that particular organization.

 – Both — Select this option to make the vacancy available for both your organization and your client’s 
organization.

 Note:  If you have selected External or Both in this fi eld, and the Customer: Vacancy check box in the 
HRM general settings is selected, a Customer fi eld will be available for you to specify the customer the 
vacancy belongs to.

10. At Focus, type or select the job group code to specify the job focus of the applicant who will fi ll in the 
vacancy.

11. At Quantity, type the number of vacancies that are available for the same vacancy.
12. Click Save to save the vacancy.
 Note:  Vacancies created can be retrieved by going to HRM  Reports  People  Vacancies, defi ning the 

criteria, and then clicking Show to display the list of vacancies. Next, click the ID of the vacancy.

Creating applicant entries
After creating vacancies and publishing job advertisements on the corporate website or in newspapers, 
applicants can apply online and fi ll in their details directly into Exact Synergy Enterprise. To enable this, you 
have to make the screen with the necessary hyperlink available on the corporate website.

To ensure the information fi lled in is correct, you can allow the HR personnel to create the applicant entry. 
Another useful feature is that you can integrate the HRM module with the Workfl ow module whereby 
you can defi ne the system to automatically send out requests for approval, realization, or processing to the 
respective personnel whenever an applicant entry is created. It is important to defi ne the setting beforehand to 
enable this functionality.

Note: All fi elds with the “!” icon are mandatory.

Tip: If the Request type fi eld in the general and division settings, under the Vacancy section 
has not been fi lled in, the status of the vacancy will become Active once you click Save 
to save the new vacancy entry.

If the Request type fi eld is fi lled in, the status of the vacancy will become Inactive 
when you click Save to save the new vacancy entry. The status will change to Active 
when these conditions are met:

 – once the vacancy request sent has been approved, realized, or processed, depending 
on the request type settings,

 – once the background job is completed, and
 – if the start date of the vacancy is before the date that you approve the vacancy 

request.
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This subchapter contains the following topics:

 – Defi ning applicant settings
 – Setting up single applicant entries
 – Setting up multiple applicant entries
 – Importing applicant entries

Defining applicant settings
To modify the HRM general settings, function right 88 — Maintain HRM settings is required. Users with 
the HR role have this function right.

To defi ne applicant settings:

1. Go to HRM  Setup  General  Settings.
2. Click Edit. You will see the following page:

 

3. Under the Applicant section at Request type, type or select the type of the request that will be sent to 
the relevant people to approve the creation of an applicant entry.

 Note:  A request type called Applicant has been automatically set up when you have installed Exact 
Synergy Enterprise and is recommended to be used for this fi eld. However, you can modify the settings of 
the request type accordingly or create another one.

4. At Import: Document type, type or select a document type to save an imported fi le containing the 
data of applicants using this document type, directly to Exact Synergy Enterprise. For more details on 
importing applicant entries, see To import applicant entries at 4.2.1 Recruiting talents.

5. At Confi rmation template, type or select a document to be used as the response message that will be 
displayed to the applicant when he or she has saved an applicant entry into the system via a public web 
site. By default, if the Confi rmation template fi eld is left blank, the system will display the response 
message defi ned at Confi rmation once the entry has been saved.

6. At Confi rmation, type the message that will be displayed to the applicant when he or she has saved an 
applicant entry into the system.

7. At Application phase, type the description of the application phases. These can be used to indicate the 
stage that the applicants are at. 

8. Click Save to save the changes.
9. Click Close to exit.
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Tip: -  The request type and application phase settings can be found in the division card. 
This allows every division belonging to the organization to have its own settings. If 
the settings are defi ned for a particular division, these particular settings will apply 
to everyone belonging to that division. Otherwise, the settings defi ned in the HRM 
general settings will be used. To access the division card of a division, go to HRM  
Setup  Organization  Divisions, defi ne the criteria, and then click Show. Next, 
click the code or name of the division.

-  Only response documents with security level “0” defi ned at the Confi rmation 
template fi eld can be viewed by the users. Otherwise, a blank page will be 
displayed. Users with the Administrator or Web administrator role are able to 
create the response document before it can be defi ned at Confi rmation template. 
It is recommended that you create a document specifi cally for the response message 
only. To create a document, go to Documents  Entry  Entry  Document: New. 
For more information on creating document types, see 4.6 Document Settings in 
Exact Synergy Enterprise Implementation Manual.

-  To create applicant entries in Exact Synergy Enterprise via a public web site, you can 
either copy and paste or create a hyperlink to link to 

 http://localhost/PublicWeb/docs/HRMApplicant.aspx?BCAction=0& at Document 
under the Frame – Content section on the Documents: Web site page where you 
set up the public web site. For more information, see Setting up public web sites (Doc 
ID: 17.667.379) and Creating and modifying web sites (Doc ID: 15.435.133) on your 
Exact Synergy Enterprise.
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Setting up single applicant entries
All users can create a single applicant entry.

To set up single applicant entries:

1. Go to HRM  Entry  HRM  Applicant. You will see the following page:

 

 

2. Under the General section at Last name, type the last name of the applicant. 
3. Type the fi rst name of the applicant at First name, and select the gender of the applicant at Gender. By 

default, Male will be selected.
4. Under the Preference section, type or select the vacancy ID at Vacancy to link the selected vacancy to the 

applicant. When you have selected a vacancy, a message “Synchronize: Vacancy – Data?” will be displayed. 
If you click OK, information of the vacancy will be transferred to the Preference and Note sections of the 
applicant entry. Click Cancel if you do not want the vacancy information to be transferred to the applicant 
entry. 

 Note:  In the advanced competency mode, the active competency profi le of the selected vacancy will be 
automatically copied to the applicant. If the vacancy does not have any competency profi le, upon saving 
the applicant, the system will display the message “No competence profi le found for this applicant. Create 
new one?” Click Yes to defi ne the competency profi le, or No if you do not wish to defi ne any.

5. Type or select a division code at Division to specify the division of the vacancy. 
6. At Cost center, select the cost center code to specify the cost center of the vacancy. The cost centers 

available for selection are cost centers belonging to the division selected at Division.
7. At Physical location, type or select a physical location to specify the physical location of the vacancy.
8. At Focus, type the job group code to specify the job focus of the applicant who will fulfi ll the vacancy. 

Alternatively, you can type a focus of your own. 
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9. Under the Address section at Address and Address 2, type the correspondence addresses of the 
applicant.

10. Type the zip code of the applicant at Zip code.
11. Click Save to save the applicant entry.

Setting up multiple applicant entries
You can also create multiple applicants per entry. To create multiple applicants, function right 85 — Allows to 
create employees is required. Users with the HR or HR assistant role have this function right.

To set up multiple applicant entries:

1. Go to HRM  Entry  HRM  Applicant batch entry. You will see the following page:

 
 

2. Under the Last name column, type the last name of the applicant.
3. Type the fi rst name of the applicant under the First name column.
4. Under the Date of birth column, type or select the date of birth of the applicant.
5. Under the Address column, type the correspondence address of the applicant.
6. Type the zip code of the applicant address under the Zip code column.
7. Under the City column, type the city where the applicant is from. 
8. Click Save to save the applicant entries.
 Note:  Applicant entries created can be retrieved via HRM  Reports  People  Applicants. Defi ne the 

criteria, and then click Show to display the list of applicants. Next, click the ID of the applicant under the 
ID column.

Note: All fi elds with the “!” icon are mandatory.

Note: All fi elds with the “!” icon are mandatory.
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Importing applicant entries
It is also possible to import the data of new and existing applicants to Exact Synergy Enterprise. Once 
imported, new applicant entries will be created and existing ones will be updated. The existing applicants 
are identifi ed by comparing the combination of the fi rst name, last name, and date of birth of the imported 
applicants with the full name of the applicants in Exact Synergy Enterprise. This is because even though a 
full name is a combination of the fi rst name, middle name, last name, and maiden name, only the fi rst and 
last names are imported. If you choose to, a document will be created in Exact Synergy Enterprise using the 
document type defi ned at the HRM general settings, and attached with the imported fi le. For more details on 
defi ning the HRM general settings, see Defi ning applicant settings at 4.2.1 Recruiting talents.

To import applicants, function right 85 — Allows to create employees is required. Users with the HR or HR 
assistant role have this function right.

To import applicant entries:

1. Go to HRM  Entry  HRM  Import: Applicants. You will see the following page:

 
 

2. Under the Data section, type or select a division code at Division to specify the division in the document 
created for the uploaded fi le. This is mandatory. By default, the division of the employee who is currently 
logged on to the system is displayed.

3. At Delimiter, select Comma (,), Semicolon (;), or Colon (:) to be used in the fi le to be imported. By 
default, the last used delimiter will be displayed. This is mandatory.

4. Select the Save attachment check box to create a document in Exact Synergy Enterprise and save the 
imported fi le as an attachment to this document. By default, the check box is selected if it was previously 
selected and vice versa. To use this feature, you need to defi ne the document type to be used when saving 
the new document at the HRM general settings.

 64 



5. At File, type or select the fi le to be imported. This is mandatory. The fi le must be saved in a CSV or ASCII 
format whereby each set of the data of applicants must contain all the fi elds tabulated below, in the 
specifi ed order and criteria:

 Field Length/format

First name 64 characters or less

Last name 64 characters or less

Date of birth As defi ned at System   Setup   Settings - General   Preferences

Address line 1 60 characters or less

Zip code 20 characters or less

City 30 characters or less

Country 2 characters or less, as defi ned at System  Setup  References  
Countries

E-mail 128 characters or less

Phone 15 characters or less

If a set of data contains less or more than the specifi ed fi elds, that particular set of data will not be successfully 
imported. Besides that, the data is separated using the defi ned delimiter. If the value of a fi eld does not contain 
the selected delimiter, it can be single-quoted or double-quoted. However, if the value of a fi eld contains the 
selected delimiter, it must be double-quoted.

6. Click Import to start importing the data and the following page will be displayed:

 
 

7. Click Close to exit.
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Multiple linking of applicants to vacancies
Since there can be multiple applications for the same vacancy, Exact Synergy Enterprise provides the capability 
to link more than one applicant to a vacancy. Linking an applicant to a vacancy does not mean the applicant will 
fulfi ll the vacancy. An applicant who is not linked to a vacancy is allowed to fulfi ll that same vacancy. Linking the 
applicants to the vacancy is a way to keep track of the number of applicants who have applied for that vacancy.

Linking an applicant to a vacancy is already described in Step 4 of To create applicant entries at 4.2.1 Recruiting 
talents. The following page is a sample depicting the vacancy card when two applicants have been linked to the 
vacancy:

 

Tip: It is also possible to create an applicant entry via the vacancy card. To do this, go to HRM 
 Reports  People  Vacancies, defi ne the relevant criteria, and then click Show. 

Next, click the ID of the vacancy, and then click Applicant. You will be directed to the 
Applicant: New page. Note that the Vacancy, Division, Cost center, Job title, and 
Focus fi elds under the Preference section and the box under the Notes section will 
automatically be fi lled in with the information from the particular vacancy card.

If the Request type fi eld in the general and division settings, under the Applicant 
section has not been fi lled in, the status of the applicant will become Active once you 
click Save to save the applicant entry.

If the Request type fi eld is fi lled in, the status of the applicant will become Inactive 
when you click Save to save the applicant entry. The status will change to Active when 
these conditions are met:

 – once the applicant request sent has been approved, realized, or processed, depending 
on the request type settings, and

 – once the background job is completed.
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Searching and merging duplicate applications by the same applicant
It is always possible for an applicant to apply for more than one vacancy in an organization at any one time. 
When this happens, multiple entries of the same applicants will be entered into the system. To avoid 
redundancy and miscommunication during the whole application process, it is possible to merge the multiple 
sets of data of the same applicant into one valid set of data. The applicant with the valid set of data is termed as 
the lead or main applicant.

To merge duplicate applications by the same applicant, function right 158 — View resources reports is 
required. Users with the General manager, HR, or HR assistant role have this function right. 

To merge duplicate applications by the same applicant:

1. Go to HRM  Reports  People  Applicants, and then click Show.
2. Click Merge. You will see the following page:

 

 

3. Under the Criteria section at Group, select the available group to display the applicants belonging to the 
selected group.

4. At Division and Cost center, type or select the division and cost center codes to display the applicants 
belonging to the selected division and cost center.

 Note:  If the Division fi eld is left blank, the division belonging to the user currently logged in to Exact 
Synergy Enterprise will automatically be fi lled in when you click Show.

5. Type or select the job group, job activity, and/or job title codes at Job group, Job activity, and Job title to 
display the applicants belonging to the selected job group, job activity, and/or job title.

6. At Status, select the Active and/or Inactive check boxes to display applicants with the selected statuses.
7. Under the Matching section, select the Select all check box to display the applicants with matching 

information based on all the criteria listed. Otherwise, you can select one or more of the check boxes 
such as Full name, Address, and others to display the applicants with similar information based on the 
selected criteria.

 Note:  By default, Last name is selected.
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8. Click Show to display the applicants. The following page is a sample of results based on the defi ned 
criteria:

 
 

9. Select the check boxes next to the ID column to specify the applicants that you want to merge.
 Note:  Before merging the selected applicants, you can click   Report that is on the same row as the 

criteria of the selected applicants to view all their different information.
10. Click Merge. You will see the following page:

 

 

11. Select a lead or main applicant that you want the selected applicants in Step 9 to be merged to. 
 Note:  The listing displays only applicants. You can only select one applicant from this page.
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Caution!  Once you have merged the selected applicants to a lead applicant, there is no way to 
reverse the merging process.

Tip: Once the merging process is completed, the information on where the applicants have 
been merged to will be displayed in the applicant card at Merge to under the General 
section. The applicant displayed in this fi eld indicates that he/she is the lead applicant for 
the particular applicant. If the lead applicant is deleted from the system after the merging 
process, NULL will be displayed in this fi eld.

If you have selected a wrong lead applicant during the merging process, you can also 
correct the mistake by typing or selecting the ID of another lead applicant.

12. Once selected, a message “Inactive: Applicant” will be displayed. Click Yes to change the status of all the 
selected applicants in Step 9, except the lead applicant, to Inactive, or click No to close the message and 
cancel the merging process.

13. Click Close to exit.

Matching applicants to vacancies and vice versa
It is crucial for organizations to have a recruitment system that is able to deliver better support for decision-
making in the acquisition of talents. With the matching functionality, you are able to defi ne and prioritize 
relevant criteria for job profi les, and then match them to the possible candidates. This ensures the applicant 
pre-selection process becomes more effi cient.

The matching functionality is available only if the competency method is defi ned as Advanced in the 
HRM general settings. Before the matching process can be performed, applicants and vacancies must have 
competency profi les created with the competences rated.

This subchapter contains the following topics:

 – Creating competency profi les and defi ning the ratings of competences for applicants
 – Creating competency profi les and defi ning the norm values of competences for vacancies
 – Matching vacancies to applicants
 – Matching applicants to vacancies

Creating competency profiles and defining the ratings of competences for applicants
An applicant entry must exist before you can create a competency profi le for the applicant. For more details 
on creating applicant entries, see Creating applicant entries at 4.2.1 Recruiting talents. The competency profi le 
for an applicant contains the competences that are used to evaluate the competence of the applicant. For more 
details on creating competency profi les for applicants, see Generating competency profi les at 4.2.2 Managing 
competencies. For more details on rating the competences for applicants, see Evaluating competences of 
applicants and employees using the advanced competency model at 4.2.2 Managing competencies.
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Creating competency profiles and defining the norm values of competences for vacancies
A vacancy must exist before you can create a competency profi le for the vacancy. For more details on creating 
vacancies, see Creating vacancies at 4.2.1 Recruiting talents. The competency profi le for a vacancy contains the 
competences or requirements that are needed to perform the job.

To create competency profi les for vacancies, function right 508 — Maintain payroll components is required. 
Users with the HR role have this function right.

To view competency profi les for vacancies, function right 505 — View payroll components is required. 
Users with the HR role have this function right.

To create competency profi les and defi ne the norm values of competences for vacancies:

1. Go to HRM  Reports  People  Vacancies, defi ne the relevant criteria, and then click Show.
2. Under the ID column, click the ID of the vacancy, and then click Competency. Next, click New. You will 

see the following page:

 

3. Under the Profi le section, type the description of the profi le at Description. 
4. At Start date, type or select the start date of the profi le. 
5. Click Save to save the new competency profi le for the vacancy. You will see the following page: 

 
 

6. Next, click the description of the profi le under the Description column. The following page will be 
displayed:
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7. Click Add to select the competency group and add the competences belonging to the competency group 
to the profi le.

 Note:  A profi le cannot have more than one competence with the same code in a different level or group. 
For example, if the fi rst competency group added has a competence with code “001”, you cannot add 
another competency group which also has a competence with code “001” to the profi le.

8. Click Review, and then click Edit to defi ne the norm values of the competences for the vacancy. You will 
see the following page:

 
 
 

 Note:  The competences under the Competency column, weighting factors under the Weight column, 
and ratings under the Score column may differ from the example shown as they are user-defi ned.

9. Once ratings have been assigned, click Save to save the ratings.
10. Click Close to exit.

Matching vacancies to applicants
Once an applicant has a competency profi le created with the competences rated, you can then defi ne the criteria 
that will be used to match the vacancies to the applicant via the applicant card. These criteria can also be saved 
as a template so that you can reuse the template at any time.

The applicant is matched against the vacancies to shortlist the vacancies that best fi t the applicant.

To match vacancies to an applicant, function right 508 – Maintain payroll components is required. Users 
with the HR role have this function right.

Keep in mind:  All fi elds with the “!” icon are mandatory.
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To match vacancies to applicants:

1. Go to HRM  Reports  People  Applicants, defi ne the criteria, and then click Show. 
2. Click the ID of the applicant under the ID column, and then click Match. Alternatively, click the hyperlink 

at Competence profi les in the applicant card, and then click Match. You will see the following page:

 

 

 Note: Applicant will automatically be selected at Type under the Criteria section to indicate that you 
want to shortlist vacancies for an applicant. At Name, the name of the applicant corresponding to the 
applicant card will automatically be selected. While at Profi le, the latest or active profi le of the applicant 
will automatically be selected. If you want to perform a matching process based on a template, clear the 
selection at Profi le, and then type or select a template at Template. Only a profi le or template can be 
selected at any one time.

3. Click Next to continue the matching process. The following page will be displayed:

 

 

 Note: This page allows you to fi lter the vacancies that will be involved in the matching process. Only 
vacancies with status that is Active can be involved in the matching process.
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4. Under the Criteria section, type or select the country, division, and/or cost center codes at Country, 
Division, and Cost center respectively to display the vacancies that match the defi ned criteria.

5. At Physical location, type or select the code of the location to display vacancies that match the defi ned 
criterion.

6. Type or select the job title code at Job title to display vacancies for the selected job title.
7. At Vacancy, type or select the vacancy ID to display the selected vacancy.
 Note:  The vacancy selected will not be displayed in the results if it does not have a competency profi le 

created.
8. Type or select a date or range of dates at Created date to display vacancies that were created on the date or 

within the range of dates.
9. At Vacancy type, you can select the Internal and/or External check boxes to display vacancies with the 

selected types.
10. Click Show to display the vacancies that match the defi ned criteria. You will see the following page:

 

 

 
 Note:  This page allows you to fi lter the vacancies that will be involved in the matching process. Only 

vacancies with the Active status and have competency profi les created can be involved in the matching 
process.
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11. Select the vacancies that will be involved in the matching process by selecting the corresponding check 
boxes next to the ID column, and then clicking Next. You will see the following page:

 

 
Note:  This displays the competences in the profi le of the applicant or the template selected with the ratings 

obtained by the applicant (displayed under the Score column). Only competences that are linked to fi eld 
types with types defi ned as Value and Yes/No can be used for the matching process.

12. Select the check boxes under the Mandatory column to specify the competences that the vacancy must 
fulfi ll to be shortlisted for the matching process. Click Save template if you want to save the criteria for the 
matching process as a template. Otherwise, click Next. You will see the following page: 

 

 

 

 Note:  The results will shortlist the vacancies that are viewed as a match for the applicant from the highest 
to the lowest score. Only vacancies with a norm value that is equivalent to or lower than the rating 
received by the applicant for the corresponding competence selected as a mandatory criterion in Step 12 
will be shortlisted.
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13. Under the Criteria section at Score, type a value or range of values to display only vacancies with the 
score or scores that are within the defi ned range.

14. At Show, select Matched to display vacancies that have been shortlisted for the applicant. Otherwise, 
select Not matched to display vacancies that do not meet the matching criteria and are not shortlisted for 
the applicant. By default, Matched is selected.

15. Select the Linked check box at Vacancy to display vacancies that have been linked to the corresponding 
applicant and/or the Not linked check box to display vacancies that are not linked to the applicant.

16. Select the vacancies to be linked to the applicant by selecting the corresponding check boxes next to the 
Name column, and then clicking Link.

 Note:  You can link more than one matched vacancy to an applicant. Clicking    under the Link column 
will direct the user to the vacancy card of the corresponding vacancy. A vacancy that has been linked to the 
applicant via the matching process can be identifi ed by the date displayed under the Matched column in 
the Applicants section of the vacancy card or in the Vacancies section of the applicant card.

17. You can drill down to view more details of the matching results and the score of each competence for a 
particular vacancy by clicking the hyperlink under the Score column. Otherwise, you can proceed to Step 
19. The following page is an example of a detailed results page:

 

 
 Note: The ratings obtained by the applicant and the norm values defi ned for the vacancy to be matched 

are displayed under the Norm and Actual columns respectively. The Score column displays the scores 
for the competences. A    indicates that the vacancy has a higher norm value than the rating obtained by 
the applicant for that particular competence. A   indicates that the vacancy has a norm value that is lower 
than the rating obtained by the applicant for that particular competence, while a   indicates that the 
norm value defi ned for the vacancy is equivalent to the rating obtained by the applicant for the particular 
competence.

18. Click Back to close the Matching - Results page and return to the previous page.
19. Click Finish to complete the matching process and close the matching wizard page.

Tip: You can also access the matching wizard page by going to HRM  Reports  Matching 
 Profi les. Once an applicant has been matched to a vacancy, a Mail (Competency) link 

will be available under the Monitor section of the vacancy and/or applicant card. This 
allows you to correspond with the applicant via e-mail to inform the applicant of the 
success of the matching process, if necessary.
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Matching applicants to vacancies
The functionality to match vacancies to applicants in Exact Synergy Enterprise is designed in a fl exible 
manner to also allow users to match possible applicants to a vacancy via the vacancy card. Once a vacancy has a 
competency profi le created with norm values defi ned for the competences, you can then defi ne the criteria that 
will be used to match the applicants to the vacancy. These criteria can also be saved as a template so that you can 
reuse the template at any time.

The vacancy is matched against the applicants to shortlist the best applicants to fulfi ll the available vacancy.
To match applicants to a vacancy, function right 508 – Maintain payroll components is required. Users with 
the HR role have this function right.

To match applicants to vacancies:

1. Go to HRM  Report People  Vacancies, defi ne the criteria, and then click Show.
2. Click the ID of the vacancy under the ID column, and then click Match. Alternatively, click Competency 

in the vacancy card, click the hyperlink under the Description column, click Review, and then click 
Match. You will see the following page:

 

 

 Note:  Vacancy will automatically be selected at Type under the Criteria section to indicate that you 
want to shortlist applicants for a vacancy. At Name, the name of the vacancy corresponding to the 
vacancy card will automatically be selected. While at Profi le, the latest or active profi le of the vacancy 
will automatically be selected. If you want to perform a matching process based on a template, clear the 
selection at Profi le, and then type or select a template at Template. Only a profi le or template can be 
selected at any one time.
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3. Click Next to continue the matching process. The following page will be displayed:

 
 

 Note:  This page allows you to fi lter the applicants who will be involved in the matching process. Only 
applicants with the Active status and have competency profi les created can be involved in the matching 
process.

4. Under the Criteria section, type or select the country, division, and/or cost center codes at Country, 
Division, and Cost center respectively to display the applicants belonging to the selected country, 
division, and/or cost center.

5. At Physical location, type or select the code of the location to display applicants that match the defi ned 
criterion.

6. Type or select the job title code at Job title to display applicants with the selected job title.
7. At Vacancy, type or select the vacancy ID to display the applicants who have applied for the selected 

vacancy.
8. Type or select a date or range of dates at Created date to display applicants whose application entries were 

created on the date or within the range of dates.
9. At Application type, you can select the Employee and/or Applicant check boxes to display applicants 

of the selected types. 
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10. Click Show to display the applicants that match the defi ned criteria. You will see the following page:

 

11. Select the applicants who will be involved in the matching process by selecting the corresponding check 
boxes next to the ID column, and then clicking Next. You will see the following page:

 

 

  

 Note:  This displays the competences in the profi le of the vacancy or the template selected with the norm 
values defi ned (displayed under the Score column). Only competences that are linked to fi eld types with 
types defi ned as Value and Yes/No can be used for the matching process.
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12. Select the check boxes under the Mandatory column to specify the competences that the applicant must 
fulfi ll to be shortlisted for the matching process. Click Save template if you want to save the criteria for 
the matching process as a template. Otherwise, click Next. You will see the following page:

 

 
 

 Note:  The results will shortlist the applicants that are viewed as a match for the vacancy from the highest 
to the lowest score. Only applicants with a rating that is higher than or equivalent to the norm value 
defi ned for the vacancy for the corresponding competence selected as a mandatory criterion in Step 12 
will be shortlisted.

13. Under the Criteria section at Score, type a value or range of values to display only applicants who 
obtained the score or scores that are within the defi ned range.

14. At Show, select Matched to display applicants have been shortlisted for the vacancy. Otherwise, select 
Not matched to display applicants that do not meet the matching criteria and are not shortlisted for the 
vacancy. By default, Matched is selected.

15. Select the Linked check box at Applicant to display applicants that have been linked to the corresponding 
vacancy and/or the Not linked check box to display applicants that are not linked to the vacancy.

16. Select the applicants to be linked to the vacancy by selecting the corresponding check boxes next to the 
Name column, and then clicking Link.

 Note:  You can link more than one matched applicant to a vacancy. Clicking   under the Link column 
will direct the user to the applicant card of the corresponding applicant. An applicant that has been linked 
to the vacancy via the matching process can be identifi ed by the date displayed under the Matched column 
in the Applicants section of the vacancy card or in the Vacancies section of the applicant card.

17. You can drill down to view more details of the matching results and the score of each competence for a 
particular applicant by clicking the hyperlink under the Score column. Otherwise, you can proceed to 
Step 19. The following page is an example of a detailed results page:
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 Note:  The norm values defi ned for the vacancy and the ratings obtained by the applicant to be matched 
are displayed under the Norm and Actual columns respectively. The Score column displays the scores for 
the competences. A   indicates that the applicant received a higher rating than the norm value defi ned 
for the vacancy for that particular competence. A   indicates that the applicant received a rating that is 
lower than the norm value defi ned for the vacancy for that particular competence, while a   indicates 
that the rating obtained by the applicant is equivalent to the norm value defi ned for the vacancy for the 
particular competence.

18. Click Back to close the Matching - Results page and return to the previous page.
19. Click Finish to complete the matching process and close the matching wizard page.

Creating correspondence using requests
After matching a vacancy to one applicant or more or matching an applicant to one vacancy or more, you can 
conveniently create requests to each manager of the matched vacancies to inform about the matching results 
without going to the Workfl ow module. This can be done from the matching results page.

All employees can create a request. However, only the request creator and the current actor in the request can 
view or modify the request.

To create requests when matching applicants to vacancies:

1. To create a request to the manager of the vacancy which has been matched to one applicant or more, repeat 
Steps 1–12 of To match applicants to a vacancy.

2. Select the required applicants by selecting the corresponding check boxes next to the Name column.
3. Click New: Request. You will see the following page:

 
 

Tip: You can also access the matching wizard page by going to HRM  Reports  Matching 
 Profi les. Once a vacancy has been matched to an applicant, a Mail (Competency) link 

will be available under the Monitor section of the vacancy and/or applicant card. This 
allows you to correspond with the applicant via e-mail to inform the applicant of the 
success of the matching process, if necessary.
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4. Select the relevant request type under the All request types section. You will see the following page:
 

 

5. Under the Select the fi elds to copy to the request section, select the Person check box to copy the 
manager of the vacancy to the Person fi eld of the request.

6. Select the Remarks: Request check box to copy the matching results of the selected applicants to the 
Remarks: Request section of the request.

7. Click New. You will see the following sample page for creating a single task:

8. Click Submit to submit the request.

Note: All fi elds with the “!” icon are mandatory.
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To create requests when matching vacancies to applicants:

1. To create requests to the managers of the vacancies which have been matched to an applicant, repeat Steps 
1–12 of To match vacancies to an applicant. 

2. Select the required vacancies by selecting the corresponding check boxes next to the Name column.
3. Click New: Request. You will see the following page:

 

4. To create a request type simultaneously for multiple recipients, click Multiple next to a request type under 
the All request types section. You will see the following page:

 

  

5. Under the Columns section, select the check boxes of the extra fi elds that you want to display in the 
request creation page.

 Note:  In order for each manager of the matched vacancies to be copied to the request creation page, the 
Person check box must be selected. 
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6. Click New. You will see the following page:
 
 

7. Under the Select the fi elds to copy to the request section, select the Person check box to copy the 
managers of the vacancies to the Person column in the request.

8. Select the Remarks: Request check box to copy the matching results of the selected vacancies to the 
Remarks: Request section of the request.

9. Click New. You will see the following sample page for creating multiple tasks:

 

 

10. Click Submit to submit the request.

Note: All fi elds with the “!” icon are mandatory.
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Creating correspondence using mail merge
One of the steps in the pre-selection process performed by some organizations is to mail letters to the 
applicants who have applied to your organization to acknowledge their applications. The mail merge 
functionality in Exact Synergy Enterprise allows you to correspond with the applicants easily. It also allows 
you to correspond with them when they are successfully matched to vacancies.

Correspondence using the mail merge functionality is not only limited to applicants. You can also utilize mail 
merge to send letters to employees.

A mail merge consists of a layout that is created in Exact Synergy Enterprise containing BACO tags. This 
document or letter can be mailed to the applicants, as well as saved to Exact Synergy Enterprise as a document. 
BACO tags are fi elds that represent specifi c information from the database and will be fi lled with that specifi c 
information when a mail merge is performed.

To be able to perform a mail merge, you need to create a mail merge layout fi rst. For more details, see Appendix 
B: Creating Mail Merge Layouts.

To perform mail merge, function right 160 — Allows mail merge from resource search is required. Users 
with the General manager, HR, or HR assistant role have this function right.

To perform mail merge:

1. Go to HRM  Reports  People  Applicants or HRM  Reports   People  People, defi ne the 
relevant criteria, and then click Show.

2. Under the ID or Name column, click the ID of the applicant or name of the employee, and then click Mail 
merge. The following page is a sample of results based on the defi ned criteria:
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3. Under the Criteria section at Layout, type or select the layout ID to specify the document layout to be 
used for the mail merge. By default, the previous layout that was used will automatically be fi lled in.

4. At Subject, type the subject header of the e-mail.
5. Select the Save: Documents check box if you want to save the letter created as a document in Exact 

Synergy Enterprise. By default, this check box is not selected.
6. Select Delivery, Invoice, Postal, or Visit to specify the type of address that will be stated in the content 

of the letter at Address: Type.
7. Under the Sender section, select Default, Person, or Division to specify the sender of the e-mail.
8. Click Preview to preview the layout before the e-mail is sent out.
9. Click Mail merge to send the e-mail. The status of the delivery will be displayed together with the 

preview of the letter.
 Note:  To send the letter via e-mail, the applicant or employee must have an e-mail address specifi ed in the 

applicant or personal card.
10. Click Close to exit.

Creating correspondence using Microsoft Office Add-in
When you prefer use regular mail, you can use the Microsoft Offi ce Add-in functionality to merge HRM 
information into a Microsoft Word document that you have created. You need to install the Microsoft Offi ce 
Add-in before using this functionality. For more details, see Appendix A: Installation of Microsoft Offi ce 
Add-in.

Before you perform the mail merge, you need to create the letter that you want to send in Microsoft Word. 
Then, you need to add merge fi elds that will be fi lled with account information from the Exact Synergy 
Enterprise database.

Next, you can start merging the letters in Microsoft Word.

This subchapter contains the following topics:
 – Adding mail merge fi elds
 – Merging mail merge documents

To create correspondence using Synergy Offi ce Integration, see Appendix F - Creating Mail Merge Documents 
with Synergy Offi ce Integration.
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Adding mail merge fields

To add mail merge fi elds in Microsoft Word:

1. Open the Microsoft Word document which you want to add the merge fi elds to.
2. Select Add-Ins from the menu, and then click Exact Synergy Enterprise.
3. Select Merge fi elds, and then click HRM. This will show all the possible fi elds available for merging, as 

seen as in the following page:

 

 

 

4. Select the fi eld that you want to generate from the Exact Synergy Enterprise database. In this example, 
we choose Personal > Full name. The corresponding merge fi eld will appear in the Microsoft Word 
document as follows:
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Merging mail merge documents
When all merge fi elds have been added, you can start merging the letters. This process will create a document 
for each employee or applicant that is included in the merge.

To merge mail merge document templates with data from Exact Synergy Enterprise:

1. Open the Microsoft Word document that contains merge fi elds that you have created.
2. Select Add-Ins from the menu, click Exact Synergy Enterprise, and then click Merge. Next, click HRM. 
 You will see the following page:

 

 

3. Select Search to defi ne the criteria of the Exact Synergy Enterprise record that you would like to merge 
with the template document.

 Note:  If you have a search template defi ned, you can use it by selecting Template. If you have selected 
Search, the following page will be displayed:

 

Chapter 4 | Managing the Employee Life Cycle

 87



4.  Defi ne the relevant criteria, and then click Merge to create the documents. You can print out all 
documents and send them by regular mail.

Modifying resume data of applicants
Information such as the work experience, education level, and awards of the applicants, called a resume or 
curriculum vitae, can be recorded and kept in Exact Synergy Enterprise. This provides a great benefi t when 
it comes to selecting the right person for the right job, assisting the HR personnel in matching applicants’ 
knowledge, skills, and qualifi cations to the jobs they apply for.

In Exact Synergy Enterprise, a resume is created from a collection of resume items. These resume items are 
added to an applicant under the Resume section of the applicant card. The information stored in each resume 
item is defi ned by a resume type. Thus, you need to create resume types before adding resume items to an 
applicant. A resume type contains a number of fi xed fi elds. To store additional information, you can always add 
extra fi elds.

Note: Resume data of employees can also be recorded under the Resume section of the personal card to 
provide storage of the historical data of the employees.

This subchapter contains the following topics:

 – Creating resume types
 – Recording resume data

Creating resume types
To create or modify resume types, function right 508 — Maintain payroll components is required. Users 
with the HR role have this function right.

To create resume types:

1. Go to HRM  Setup  Competency management  Resume types.
2. Click New. You will see the following page:

 

3. Under the General section at Description, type the description of the resume type, for example 
“Award”. 

4. Select a document at Document to attach a document to the resume type.
5. At Notes, type any additional note about the resume type.
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6. Click Save to save the new resume type and return to the Resume types page. The following page is a 
sample of resume types:

 

 To add extra fi elds for the resume type, see the following steps. Otherwise, click Close to exit.
7. Click the description of the resume type under the Resume types section. This page is also accessible by 

going to HRM  Setup  Competency management  Resume types.
8. Click New. You will see the following page:

 
 

9. At Code, type the unique code for the extra fi eld.
10. At Description, type the description of the extra fi eld.
11. At Field type, select the fi eld type that you want to link to the extra fi eld. This is mandatory. For more 

details on creating fi eld types, see Setting up fi eld types at 4.1.1 Competency model (Advanced mode). 
12. Click Save to save the extra fi eld. You will see the following page:

 
 

 Note:  The Extra fi elds section contains the extra fi eld(s) created.
13. Click Close to exit.

Note: All fi elds with the “!” icon are mandatory.
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Recording resume data
To create and modify resume items, function right 508 — Maintain payroll components is required. Users 
with the HR role have this function right.

To record resume data of applicants:

1. Go to HRM  Reports  People  Applicants, defi ne the relevant criteria, and then click Show.
2. Under the ID column, click the ID of the applicant, and then click Add under the Resume section. 
 You will see the following page:

 

3. Under the General section at Type, select the resume type of the resume item.
4. At Description, type the description of the resume item.
5. At Start date, type or select the start date that is related to the resume item. 
6. Next at End date, type or select the end date that is related to the resume item.
7. At Document, select a document that you want to link to the resume type.
8. Type additional notes about the resume item at Notes.
9. Under the Extra information section, fi ll in the fi elds according to your preference.
 Note:  The fi elds displayed are dependent on the extra fi elds created for the resume type. For more details, 

see To create resume types at 4.2.1 Recruiting talents.
10. Click Save to save the new resume data. The resume data will be displayed under the Resume section of 

the applicant card.
11. Click Close to exit.

Note: All fi elds with the “!” icon are mandatory.
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Preparing for job interviews
For your organization and the applicants, the most important part of the application process is the job 
interviews. In a job interview, you will meet the applicant and based on the meeting, you will then decide 
whether he or she will be a good candidate for the vacancy.

There are two important aspects in a job interview, namely creating the appointment for the job interview 
and registering the information gathered during the job interview. The following topics elaborate on the two 
aspects mentioned:

 – Creating multiple appointments
 – Creating new documents via applicant cards

Creating multiple appointments
When creating an appointment, you must make sure that all the relevant people are invited. You can do this by 
creating multiple appointments.

To create appointments, function right 5 — Create request types, and edit request types without 
responsible is required. Users with the General manager or HR role have this function right.

To create multiple appointments:

1. Go to Workfl ow  Entry  Requests  Requests: New. You will see the following page:
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2. Under the All request types section, click Multiple next to Appointment with response. You will see 
the following page:

 

3. Under the Columns section, select the Person check box, and then click New. You will see the following 
page:
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4. At Description, type the description of the request.
5. At Start date and End date, type or select the start and end dates of the job interview.
6. At Start time and End time, type the start and end time of the job interview.
7. At the bottom of the page, under the Person column, type or select the employment ID to specify the 

employees who will be involved in the job interview.
8. Finally, click Submit to send the request to the selected people.
 Note:  After submitting the appointment with response, the requests will be visible in the planning of the 

people involved.

Creating documents via applicant cards
During job interviews, there is a lot of information that needs to be recorded. The best way to do this is to 
record the information in documents and link them to the respective applicants. By setting the security level to 
100, you will make sure that only authorized employees can view the information in the documents. The HR 
personnel and the future manager of the applicants can quickly access the information if needed.

To create documents via applicant cards, function right 161 — View documents about a person or function 
right 264 — View Person for HR is required. Users with the HR or HR assistant role have these function 
rights.

To create documents via applicant cards:

1. Go to HRM  Reports  People  Applicants, defi ne the relevant criteria, and then click Show.
2. Under the ID column, click the ID of the applicant.
3. Under the Monitor section, click Documents.
4. Under the Documents section, click Specifi c for a person, and then click New.
5. Under the Results column, select the appropriate category for the document.
6. Fill in all the relevant information, and select Person (Specifi c) at Security level. 100 will automatically 

be fi lled out in the next box.
 Note:  Depending on the type of document selected, there will be different mandatory fi elds that you have 

to fi ll in.
7. Click Save to save the new document.

Fulfilling vacancies

Once you have linked or matched applicants to vacancies and have conducted job interviews with them, the 
last phase is hiring the applicants.

When both parties have agreed to the terms of employment, you can turn the applicant into an employee, thus, 
fulfi lling the vacancy.

To fulfi ll vacancies, you must be able to access the applicant cards. To access the applicant cards, function right 
147 – Maintain resource card is required. Users with the HR or HR assistant role have this function right.

Note: All fi elds with the “!” icon are mandatory.
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To fulfi ll vacancies:

1. Go to HRM  Reports  People  Applicants, defi ne the relevant criteria, and then click Show.
2. Under the ID column, click the ID of the applicant, and then click Edit.
3. Under the Employment section at Type, select Employee.
4. Under the Vacancies section, select the check box next to the vacancy that you want the applicant 

to fulfi ll. A message “Synchronize: Vacancy - Data?” will be displayed. Click OK to transfer relevant 
information of the vacancy to the applicant entry. Click Cancel if you do not want the vacancy 
information to be transferred to the applicant entry.

 Note:  If there is more than one vacancy displayed under the Vacancies section, you can only select one 
check box. The check boxes are enabled only if you have selected Employee at Type.

5. Under the General section at User name, type the user name of the applicant. The user name will be used 
to log in to Exact Synergy Enterprise.

6. Click Save. A message “Authentication method: Windows authentication Change: User name?” will be 
displayed. Click Yes to change the windows authentication of the applicant, or click No if you do not want 
to change the windows authentication of the applicant.

7. Click Save to turn the applicant to an employee.
 Note:  Once an applicant has fulfi lled the vacancy, the employment type of the applicant will be changed 

to Employee and the status of the vacancy will be changed to Fulfi lled.

Generating reports and statistics
There are a few reports and statistics available in Exact Synergy Enterprise that can help you in managing a lot 
of vacancies and applicants in an effi cient way.

This subchapter contains the following topics:

 – Generating reports of vacancies
 – Generating reports of applicants
 – Generating statistics of applicants

Generating reports of vacancies
When managing the vacancies, you may want to have access to the details of the vacancies as well as to modify 
the details. The report on vacancies provides you an overview of all the vacancies that have been created.

To view a list of the vacancies, function right 147 — Maintain resource card is required. Users with the HR 
or HR assistant role have this function right.

To generate reports of vacancies:

1. Go to HRM  Reports  People  Vacancies. You will see the following page:
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 2. Under the Criteria section at Division, type or select the division code to display only vacancies 
belonging to the selected division.

3. At Created date, type or select a date or range of dates to display the vacancies created on the selected date 
or range of dates.

4. At Start date and End date, type or select the dates or range of dates to display the vacancies with the 
selected start and end dates.

5. At Fulfi llment date and Fulfi llment end date, type or select the dates or range of dates to display the 
vacancies with the selected fulfi llment and fulfi llment end dates.

6. At Group by, select the options in the three boxes to display the report that will be grouped by the 
selected options. You can group the report by Group, Division, Cost center, Contractual location, Job 
title, Manager, and Status. You can group up to a maximum of three groups.

7. Click Show to display the report based on the defi ned criteria. The following page is a sample of a report of 
vacancies:

The vacancies displayed are only main vacancies and are listed based on the groups, divisions, and cost centers 
that the vacancies belong to. From the report, the IDs of the vacancies, job titles, contractual locations, dates 
the vacancies are created, the number of applicants who have applied for the vacancies, and other details are 
displayed. The child vacancies are not listed in the report. The total number of child vacancies belonging to a 
main vacancy is displayed under the Employments column. By default, the Employments column is not 
displayed in the report. However, you can customize the report to display this column.

To view further details of any vacancy, you can click the ID of the vacancy under the ID column. The total 
number of applicants who are linked to the respective main vacancy and child vacancies, if available, will be 
displayed under the Applicants column.

Generating reports of applicants
When managing the applicants, you may want to have access to the details of the applicants as well as to 
modify the details. The report on applicants provides you an overview of all the applicants that have been 
created.

To view the list of applicants, function right 158 — View resources reports is required. Users with the 
General manager, HR, or HR assistant role have this function right.

Tip: You can customize the report to remove certain columns and/or criteria displayed in 
the report according to your preference. You can also add columns and/or criteria to be 
displayed in the report. Click  Customize at the title bar to customize the columns 
and/or criteria.
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To generate reports of applicants:

1.  Go to HRM  Reports  People  Applicants. You will see the following page:

 

 

2. Under the Criteria section at Division and Cost center, type or select the division and cost center codes 
to display only applicants who have applied for vacancies belonging to the selected division and cost 
center.

3. Type or select the job group and job activity codes at Job group and Job activity respectively to display 
the report of applicants belonging to the selected job group and job activity.

4. At Physical location, type or select the physical location of a vacancy to display the report of applicants 
linked to the selected physical location.

5. At Application phase, select the application phase to display only applicants who are in that selected 
phase.

6. Select the Active, Inactive, and/or Rejected check boxes at Status to display only applicants with the 
respective statuses.

7. At Created date, type or select a date or range of dates to display only applicants who are created on the 
selected date or range of dates. 

8. At Application type, select the respective check boxes to display applicants belonging to the selected 
application type:

 – Employee — Select this check box to include applicants who are employed within the organization and 
who have applied for vacancies with Internal as the vacancy type.

 – Applicant — Select this check box to include applicants who are not employed within the organization.
9. At Group by, select the options in the three boxes to display the report that will be grouped by the 

selected options. You can group the report by Group, Division, Cost center group, Cost center, 
Contractual location, Job title, Application phase, Status, Application type, and Vacancy. 
You can group up to three levels of grouping.

10. Click Show to display the report based on the defi ned criteria. The following page is a sample of a report 
on applicants:

 

 96 



The total number of applicants with their respective statuses is displayed under the Active, Inactive, and 
Rejected columns.

The applicants displayed are listed based on the applicant IDs in an ascending order. To view further details of 
any applicant, you can click the ID of the applicant under the ID column. From the report, the names of the 
applicants, divisions, cost centers, and job titles that the applicants applied for, as well as other details of the 
applicants are displayed.

Generating statistics of applicants
Besides the report of applicants, you can also generate a statistics of applicants. This statistics provides you 
with an overall count of the applicants based on selected groups and/or divisions, and are represented by the 
different colors of bars for easy reference.

To view the statistics of applicants within an organization, function right 166 — View applicant and 
reseller information in job level report is required. Users with the General manager, HR, or HR assistant
role have this function right.

To generate statistics of applicants:

1. Go to HRM  Reports  Statistics  Applicants. You will see the following page:

2. Under the Criteria section at Group, select the available group to display the statistics of applicants 
belonging to the selected group.

3. At Country, type or select the country code to display applicants belonging to the selected country.
4. At Division and Cost center, type or select the division and cost center codes to display only applicants 

belonging to the selected division and cost center.
5. Type or select the job group and job activity codes at Job group and Job activity to display the statistics 

on applicants belonging to the selected job group and job activity. 

Tip: You can customize the report to remove certain columns and/or criteria displayed in 
the report according to your preference. You can also add columns and/or criteria to be 
displayed in the report. Click  Customize at the title bar to customize the columns 
and/or criteria.
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6. At Layout, select the required layout to view the statistics of applicants by the selected layout:
– Status — Select this option to display the statistics by the status of the applicants that are Active,

Inactive, and Rejected.
– Gender — Select this option to display the statistics based on the gender of the applicants that are Female, 

Male, and Unknown.
– Rating — Select this option to display the statistics based on the ratings obtained by the applicant. The 

ratings are specifi ed at Ratings: Current in the respective applicant cards.
– Age — Select this option to display the statistics based on the age range of the applicants. You can defi ne 

the age range by clicking Customize at the title bar.
– Ratio — Select this to display the statistics based on the employment ratio. The employment ratio is the 

percentage of applicants that have been employed within the organization.
7. At Created, type or select a date or range of dates to display applicants with the applicant entries that 

match the selected dates. The dates indicate the day when the applicant entries were entered into the 
system.
Note:  Typing or selecting only the start of a date range will display applicants whose applicant entries 
are dated on and after it. Typing or selecting only the end of a date range will display applicants whose 
applicant entries are dated on and before it.

8. At Group by, select Division, Cost center group, Cost center, Job group, Job activity, Job title, 
Month, and Vacancy to display the statistics based on the selected options.

9. Select the Active, Inactive, and/or Rejected check boxes at Status to display only applicants with the 
respective statuses.

10. Click Show to display the statistics based on the defi ned criteria. The following page is a sample of 
statistics on applicants:

This is an example of a report that is based on the Status layout and grouped by Division. The names of the 
divisions are displayed under the Division column. Under the Status column, the colors of the bars represent 
graphical views of the number of applicants based on the statuses.

Under the Count column, the total count of applicants for the selected grouping is displayed. Meanwhile, 
under the % column, the total count of applicants for the selected grouping is displayed in percentage. 

At Total, the total count of applicants for all the groupings in number and percentage are displayed.
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4.2.2 Managing competencies

Competency management serves as a tool to measure the competence of an individual and identify the key 
behaviors needed for an individual to perform in an excellent manner. By identifying these key behaviors and 
comparing them with the competences of the applicants or employees, organizations can then match the right 
people to the right jobs.

To use the advanced mode of the competency model, you must fi rst set up the competency model. For more 
details, see 4.1.1 Competency model (Advanced mode).

This subchapter contains the following topics:

 – Generating competency profi les
 – Generating competency requests
 – Evaluating competences of applicants or employees using the advanced competency model
 – Storing reviews of applicants or employees
 – Evaluating competences of applicants or employees using other alternative methods
 – Generating reports and statistics

Generating competency profiles
A competency profi le consists of a set of competences that are used to measure the competences of the 
applicants or employees. Applicants or employees of different divisions, departments, or levels of hierarchy 
can have different sets of competences.

The competency profi les are generated and linked to the applicants and employees. Once generated, you can 
view the competency profi les of the applicants or employees at the respective applicant or personal cards. For 
more details, see Evaluating competences of applicants and employees using the advanced competency model at 
4.2.2 Managing competencies.

Competency profi les can be generated in two ways. You can create competency profi les for one or more 
applicants or employees with the competences linked to the profi le at HRM  Setup  Competency 
management  Generate competence profi le. For more information, see To generate competency profi les.

Business 
benefits:

The competency management tool:
 – identifi es the key behaviors or requirements of each job scope that could help 

achieve business goals,
 – provides support in employee planning, such as the pre-selection and hiring phases,
 – provides support in the competency-gap analysis and thus, optimizes training 

investment, and
 – serves as a basis for talent retention.
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Alternatively, you can create a competency profi le for an applicant or employee via the applicant or personal 
card respectively. Once created, you have to select the competences to link to the profi le. Generating 
competency profi les using this way does not allow you to add multiple reviewers for the profi les. By default, 
only the direct manager will be the reviewer of the profi le. For more information, see To generate competency 
profi les via applicant or personal cards at 4.2.2 Managing competencies.

An applicant or employee can have more than one competency profi le, but only one profi le can be active at 
any one time. A competency profi le for an applicant or employee is active if it has the direct manager of the 
applicant or employee as the reviewer, and if the start date of the profi le is equivalent to or the latest, but before 
the current system date. An active profi le is marked with a green check mark in the listing of the competency 
profi les.

To generate competency profi les for applicants or employees, function right 508 — Maintain payroll 
components is required. Users with the HR role have this function right.

To generate competency profi les:

1. Go to HRM  Setup  Competency management  Generate competence profi le. You will see the 
following page:

 

 

2.  In the fi rst box at From under the Link section, select one of the sources of the competency profi le that 
you want to link to the applicants or employees from the available options. By default, Job title is selected.

 Note: 
 – If you have selected Applicant, Project, Vacancy, Job group, Job activity, Job title, or Person,   

 you can then type or select the specifi c applicant, project, vacancy, job group, job activity, job title,
 or person respectively in the second box. The Profi le fi eld will be available for you to select the
 specifi c competency profi le. The options available for selection are dependent on the availability of 
 profi le(s) for the selected option at From. 

 – If you have selected Person: Job title, you can then generate the competency profi les for 
 the selected people. The competency profi le created for every person will be based on the    
 competency profi le created for the person’s job title. 

 – If you have selected Competence group at From, the Competences fi eld will be available. You can
 select the competency group to copy the competences belonging to the group to the profi le.
 However, a profi le cannot have more than one competence with the same code in a different level
 or group. For example, if the fi rst competency group added has a competence with code “001”, you
 cannot add another competency group which also has a competence with code “001” to the profi le.
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3. Under the Profi le details section, type the description of the competency profi le at Description.
 Note:  If this is left blank, a description will be generated automatically when the profi le is generated.
4. At Profi le: Start date, type or select the start date of the profi le. By default, the system-generated date will 

be fi lled in.
5. At Request: Start date, type or select the start date of the request that will be created and sent to the 

reviewers to inform them of the competency reviews that need to be done.
6. Under the Criteria section, type or select the division code at Division to display only applicants and/or 

employees belonging to the division.
 Note:  If this fi eld is left blank, the division belonging to the user currently logged in to Exact Synergy 

Enterprise will automatically be fi lled in.
7. Type or select the cost center code at Cost center to display only applicants and/or employees belonging 

to the cost center.
8. At Job group, Job activity, and Job title, select the job group, job activity, and job title codes to display 

only applicants and/or employees belonging to the selected job group, job activity, and job title.
9. At Manager, type or select an employment ID to display all the direct subordinates of the selected 

manager.
10. Type or select an applicant or employment ID at Person to display the selected applicant or employee.
11. At Type, select the Employee, Contractor, Student, Temporary and/or Applicant check boxes to 

display the respective types of employment.
12. Type or select the date at Employment: Start date to display only employees with the specifi ed 

employment start date.
13. Click Show to display the applicants and/or employees that match the defi ned criteria. The Show button 

will change to Refresh. You will see the following page:

 

14. Select the check box(es) next to the ID column to specify the applicants and/or employees that you want 
to link the competency profi le to.
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15. To add additional reviewers other than the default reviewers defi ned in the settings, click   that is on the 
same row as the selected applicant or employee under the Reviewers column. Otherwise, go to Step 19. 
When you click   , you will see the following page:

 
 

 Note:  The default or mandatory reviewers are displayed under the Reviewer column with the check box 
selected and disabled. The default reviewers can only be the manager of the employee, the employee who 
is being reviewed, or both, depending on the settings defi ned in the HRM general or division settings.

16. To display the list of employees under the Reviewer column, defi ne the relevant criteria in the fi elds 
provided, and then click Refresh. You will see the following page:

 

 

17. Select the check box(es) to specify the additional reviewers and click Add. The employee that is added as a 
reviewer will be displayed with Selected under the Status column. If you want to remove the employee 
as a reviewer, click  located on the same row as the reviewer.

 Note:  The default reviewers cannot be removed.
18. Click Close to return to the results page. The number of reviewers will be displayed under the Reviewers 

column.
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19. Click Generate profi les to generate the competency profi le and link it to the selected applicants and/or 
employees.
Note: Generate profi les is only enabled when at least one applicant or employee is listed. Once you 
have clicked Generate profi les, Created: X will be displayed under the Status column, with X being the 
number of profi les created. Existing: X will be displayed under the Status column if a similar competency 
profi le has been linked to the same applicant or employee, with X being the existing number of profi les.

20. A message "Do you want to generate requests for the created profi les?" will be displayed. Click Yes to 
generate the requests. For more information, see Step 11 at To generate competency requests. Otherwise, 
click No. 
Note: If you click No, the Generate requests button will be enabled for you to create the requests.

21. Click Close to exit.

Once successfully generated, the competency profi le will assume the status Open. The competency request 
will automatically be generated if you did not generate it at Step 20 and when the background job is 
completed. If you do not want to wait for the background job to run, you can create the competency request 
manually at HRM  Setup  Competency management  Generate competency request.

To generate competency profi les via applicant or personal cards:

1. Go to HRM  Reports  People  Applicants or HRM  Reports  People  People, defi ne the 
relevant criteria, and then click Show.

2. Under the ID or Name column, click the ID of the applicant or name of the employee.
3. Click the hyperlink at Competence profi les, and then click New.

Note:  If this applicant or employee already has a profi le created, click Profi les, and then click New to 
create a profi le. You will see the following page:

Note: All fi elds with the “!” icon are mandatory.

Tip: To retrieve the competency profi le of an employee or applicant, open the personal or 
applicant card respectively and click the hyperlink at Competence profi les under the 
General section. If the employee or applicant does not have an active profi le or if you are 
the reviewer of a profi le of the employee or applicant other than the active profi le, click 
Profi les, and then click   under the Review column of the profi le for which you are the 
reviewer.
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4. Under the Profi le section, type the description of the profi le at Description.
5. At Start date, type or select the start date of the profi le.
6. Click Save to save the profi le. The following page will be displayed:

 
 

7. Next, click the description of the profi le under the Description column. The following page will be 
displayed:

 
 

8. Click Add to select the competency group and add the competences belonging to the competency group 
to the profi le.

 Note:  A profi le cannot have more than one competence with the same code in a different level or group. 
For example, if the fi rst competency group added has a competence with code “001”, you cannot add 
another competency group which also has a competence with code “001” to the profi le.

9. Click Close to exit.

Tip: You can also create a competency profi le by copying the competences from the previous 
profi le of the applicant or employee. At Step 3, under the Copy section, select Previous 
in the From fi eld. Alternatively, you can also copy the competences from the profi le of a 
job group, job activity, job title, or another applicant, project, employee, or vacancy. 

Once a competency profi le is created, a request will automatically be generated by the 
system to the respective reviewer when the background job runs. However, you can 
generate the request manually if you do not want to wait for the background job to run. 
For more details, see Generating competency requests at 4.2.2 Managing competencies.
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Generating competency requests
A request is sent to the reviewer when the competency profi le is generated to serve as a reminder to the 
reviewer to perform the competency review. You can create competency requests manually if you do not want 
to wait for the background job to run.

To generate competency review requests, function right 508 — Maintain payroll components is required. 
Users with the HR role have this function right.

To generate competency requests:

1. Go to HRM  Setup  Competency management  Generate competence request. You will see the 
following page:

 
 

 Note:  If you have selected to generate requests from the competency profi les generated (see Step 20 at To 
generate competency profi les), the Criteria section will be displayed with the criteria fi lled in according to 
the Criteria section in the HRM: Generate competence profi le page.

2. Under the Criteria section, type or select the division code at Division to display only applicants and/or 
employees belonging to the division.

 Note:  If this fi eld is left blank, the division belonging to the user currently logged in to Exact Synergy 
Enterprise will automatically be fi lled in.

3. Type or select the cost center code at Cost center to display only applicants and/or employees belonging 
to the cost center.

4. At Job group, Job activity, and Job title, select the job group, job activity, and job title codes to display 
only applicants and/or employees belonging to the selected job group, job activity, and job title.

5. At Manager, type or select an ID to display the direct subordinates of the selected manager.
6. Type or select an employment ID at Person to display the selected person.
7. At Profi le: Start date, type or select a date or a range of dates to display profi les with the selected start 

date(s).
 Note:  Typing or selecting only the start of a date range will display results for competency profi les that are 

dated on and after it. Typing or selecting only the end of a date range will display results for competency 
profi les that are dated on and before it.

8. At Type, select the Employee, Contractor, Student, Temporary and/or Applicant check boxes to 
display requests for the profi les belonging to people with the respective employment types.

9. Select the Open, Draft, Reviewed, Completed, and/or Final check box(es) at Status to display requests 
for the profi les with the respective status.

Chapter 4 | Managing the Employee Life Cycle

 105



10. Click Show to display the results. See the following page for an example:

 

11. Select the check boxes next to the ID column to specify the requests for the competency profi les that you 
want to generate, and then click Create.

 Note:  Once generated, Created: Request will be displayed under the Process: Status column. Only 
requests for profi les that do not have any status displayed under the Request: Status column can be 
generated. If the statuses of the requests are displayed, the requests would have already been generated and 
cannot be generated again.

12. Click Close to exit.

Evaluating competences of applicants or employees using the advanced competency model
Accessing the competences of the employees can help you to determine the skills, knowledge, and 
competences that are currently available within the organization, as well as determine if there is a need to hire 
new talents and provide the proper training and support.

An important part of human resources planning is to fi nd the right people and match them to the right jobs. 
By measuring the competences of the applicants, you can determine the most suitable candidates to fi ll the 
available vacancies.

To review competency profi les, function right 508 — Maintain payroll components is required. Users with 
the HR role have this function right. If you do not have the right, you must be defi ned as the reviewer of the 
applicant’s or employee’s profi le to be able to review the competency profi le of the applicant or employee.

Tip: You can determine if a competency profi le has been generated for the applicant or 
employee by going to the applicant or personal card respectively. If the competency 
profi le has been created for the applicant or employee, a date in the form of a hyperlink 
will be displayed at Competence profi les. Otherwise, No active profi le will be 
displayed in the fi eld.
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To evaluate competences of applicants or employees using the advanced competency model:

1. Go to HRM  Reports  People  Applicants or HRM  Reports  People  People, defi ne the 
relevant criteria, and then click Show.

2. Under the ID or Name column, click the ID of the applicant or name of the employee, and then click the 
hyperlink at Competence profi les. If you are the reviewer of the active profi le, you will see the following 
page:

Note:  If the applicant or employee does not have an active profi le or if you are the reviewer of a 
profi le other than the active profi le, you will see the listing of the competency profi les once you click
Competence profi les. Click    under the Review column of the profi le for which you are the reviewer 
to view the competency profi le. The competences under the Competency column, values under the 
Weight column, and ratings under the Norm value and Score columns may differ from the example 
shown as they are user-defi ned.
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3. Click Review to review the applicant or employee if the profi le has your name in the Reviewed by fi eld. 
Otherwise, click Profi les, and then click the description of the profi le that has your name under the 
Reviewed by column. Next, click Review, and then click Edit. You will see the following page:

 
 

4. Once ratings have been assigned, click Calculate to calculate the value of the fi nal rating of the review, 
which is displayed at Rating.

 Note:  The Calculate button is available only if you are the direct manager of the applicant or employee. 
Only ratings for competences that are linked to a fi eld type with the type defi ned as Value will be taken 
into account during the fi nal rating calculation. If ratings for competences are not linked to a fi eld type 
with the type defi ned as Value, the ratings do not need to be calculated and you can proceed to Step 5. 
Also, the competences that are on the lowest levels must have ratings assigned before the calculation can 
be performed. From the example, MS SQL Server 2008, MS Visual Studio, and MS Offi ce are at the 
lowest levels.

5. Click Complete to complete the review. A message "See related request" will be displayed. Click Yes to 
view the request generated for the competency review profi le, or No to close the message.

 Note:  Once the review is completed, the competency review request has been realized or processed, and 
the background job is completed, the status of the review will become Final.
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Storing reviews of applicants or employees
There are also other ways to store the review information of your applicants or employees if you prefer not to 
use the advanced competency model.

This subchapter contains the following topics:

 – Linking review documents to applicants or employees
 – Updating ratings on applicant or personal cards
 – Defi ning competences and evaluating applicants’ or employees’ competences using the simple 

competency model

Linking review documents to applicants or employees
After evaluating your applicants or employees, the fi rst method that you can use to store the review 
information is by creating documents. These documents can be linked to the applicant or employee, and then 
be given security level 100 so that they can only be seen by the respective person.

Storing review information in documents gives you the opportunity to write down everything that is 
discussed during the evaluation, but it will not give you a quick insight to the current rating or the previous 
ratings that the applicant or employee has received.

For more details, see 5.4.1 Uploading personnel archives to Exact Synergy Enterprise.

Updating ratings on applicant or personal cards
The second method for storing review information is by storing the rating on the applicant or personal card. 
There are two fi elds available on the applicant and personal cards for entering the rating of an applicant or 
employee. You can enter the previous rating and the current rating so that you have a historical overview of the 
ratings that the person has obtained. In Exact Synergy Enterprise, you cannot use your own ratings. The ratings 
are predefi ned, and these are:

 – A — This means the person has performed exceptionally and is taking up tasks which are beyond his 
current job title and focus.

 – B — This means the person has performed better than what is expected of him with regards to his current 
job title and focus.

 – C — This means the person has performed according to what that is expected of him regarding his job title 
and focus.

 – D — This means the person has performed below the standard that is expected of him with regards to his 
job title and focus.

 – E — This means the person has performed way below what is expected of him.

To view applicant and personal cards, function right 145 — View Resource card is required. To maintain 
applicant and personal cards, function right 147 — Maintain resource card is required. Users with the HR or 
HR assistant role have these function rights.
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To update ratings on applicant or personal cards:

1. Go to HRM  Reports  People  Applicants or HRM  Reports  People  People.
2. Defi ne the relevant criteria, and then click Show.
3. Under the ID or Name column, click the ID of the applicant or name of the employee.
4. Click Edit. You will see the following page:

 

 

5. Under the Employment section at Current rating, select A, B, C, D, or E to specify the current rating of 
the person.

6. At Previous rating, select A, B, C, D, or E to specify the previous rating of the person.
7. Click Save.
8. Click Close to exit.

Defining competences and evaluating competences of applicants or employees using the simple 
competency model
The third and last method of storing review information is by assigning the ratings by competences and using 
those to determine an average rating.

By default, these competences are already defi ned once the installation of Exact Synergy Enterprise is 
completed, but you can defi ne competences of your own. After defi ning the competences, you can determine 
which competences are important to a job title. This means that when you are reviewing an applicant or 
employee with a certain job title, you will only have to give ratings for the competences that are linked to that 
job title. You can determine the competences by job activities, which the job titles are linked to.

This functionality is only available if the competency method is set as Simple in the general settings. You can 
set the competency method at Method, in the Competency section at HRM  Setup  General  Settings.

To modify competences, function right 346 — Maintain Resource competencies is required. Users with 
the HR or HR assistant role have this function right.

To determine the competences that are important for job titles belonging to a respective job activity, function 
right 94 — Maintain job groups is required. Users with the HR role have this function right.
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To defi ne competences:

1. Go to HRM  Setup  Competency management  Competency.
2. Click Edit.
 Note:  This menu path is available only if you have selected Simple at Method, in the Competency 

section for the HRM general settings.
 You will see the following page:

 

 

3. In the boxes under the Competency section, type the competences required. By default, the competences 
are already fi lled in to the system. You can defi ne up to 13 competences.

4. Click Save to save the entries.
5. Click Close to exit.

To defi ne competences for job titles by job activities:

1. Go to HRM  Setup  General  Job activities.
2. Under the Job activity column, click the description of the job activity, and then click Edit. You will see 

the following page:
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3. Under the Used in: Job titles section in the Competency column, select the check boxes to indicate the 
competences that are important for people belonging to the respective job activity.

4. Click Save to save the changes.
5. Click Close to exit.

To evaluate competences of applicants or employees using the simple competency model:

1. Go to HRM  Reports  People  Applicants or HRM  Reports  People  People.
2. Defi ne the relevant criteria, and then click Show.
3. Under the ID or Name column, click the ID of the applicant or name of the employee.
4. On the applicant or personal card, click the hyperlink at Competence profi les.
5. Click New to rate the competences of the applicant or employee. You will see the following page:

 

6. Under the Current section, type or select the date of reference for the review at Reference: Date.
7. To rate the competences, at the respective competence under the Current section, click on the white 

square across the line to move the red dot to it. The red dot indicates the rating for the competence. The 
further the red dot is from the starting point, the higher the rating will be.

 Note:  Competences that are in bold are competences that are important for the job title that the employee 
belongs to. For more information, see Defi ning competences and evaluating competences of applicants or 
employees using simple competency model at 4.2.2 Managing competencies.

8. Based on the ratings assigned in Step 7, select the average rating at Rating: Current under the General 
section.

 Note: This rating will be displayed in the applicant or personal card under the Organization section.
9. Click Save to save the ratings.
10. Click Close to exit.
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Combining the three methods
To make full use of the review functionality in Exact Synergy Enterprise, you can combine all three methods. 
The review process will then look like this:

Before or during the review interview, you can fi ll in the details of the review in a document. After completing 
this document, you can link it to the person and give it security level 100. You will then have a detailed 
description of everything that is discussed during the interview.

Based on the job title of the applicant or employee, you can assign the applicant or employee a rating per 
competence. Together, those ratings form an average rating that you can set on the applicant or personal card. 
When you have determined that there are four competences per job title that need to be rated, you can use the 
following table as a reference for determining the average rating. This following table is just an example of the 
possibilities. You can determine this for your own organization.

After determining the average rating for the applicant or employee, you can set that rating directly. You will 
have to change the previous rating to maintain the historical overview of the ratings obtained by the applicant 
or employee.

Now you have stored all relevant information that was discussed during the review. This information can be 
accessed quickly via the applicant and/ or personal card.

Ratings Final rating

D-D-C-C D

D-C-C-C C

D-B-C-C C

C-C-C-C C

C-C-B-B C

C-C-B-A B

C-C-A-A B

C-B-B-B B

C-B-B-A B

C-B-A-A B

C-A-A-A A

Generating reports and statistics
When you are managing a lot of applicants or employees, it is not feasible to open each applicant or personal 
card to check the scores that they have obtained for each competency. There are two reports available that will 
help you to manage the review process and to have a quick overview of how they performed based on the 
criteria set up.

In addition, a report will be available for you to fi lter the applicants and/or employees based on the criteria 
and also up to three competences. This report provides a quick and convenient way for you to search for the 
applicants and/or employees with the required competences and with the minimum and maximum scores for 
the competences.
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This subchapter contains the following topics:

 – Generating competency reports by head count
 – Generating competency rating statistics
 – Generating employee-competences matching reports

Generating competency reports by head count
The competency report by head count provides an overview of the total number of applicants or employees 
who have their competency review completed and the percentage of completed reviews. This report also 
provides a head count of those whose competency reviews have not been completed.

The applicants or employees displayed in the report can also be grouped by division, cost center, and a few 
other grouping methods.

Note:  This is only available if the competency method is defi ned as Advanced in the general settings.
To view the competency report by head count, function right 359 — Maintain Competency is required. By 
default, users with the HR or HR assistant role have this function right.

To generate competency reports by head count:

1. Go to HRM  Reports  Statistics  Headcount by competence.
 Note:  This menu path is available only if you have selected Advanced at Method, under the 

Competency section for the HRM general settings. You will see the following page:
 

2. At Group, select the available group to display the report of applicants or employees belonging to the 
selected group.

3. At Division and Cost center, type or select the division and/or cost center codes to display the report of 
applicants or employees belonging to the selected division and cost center.

 Note:  If the Division fi eld is left blank, the division belonging to the user currently logged in to Exact 
Synergy Enterprise will automatically be fi lled in when you click Show or Refresh.

4. Type or select the job group, job activity, and/or job title codes at Job group, Job activity, and Job title to 
display the report of applicants or employees belonging to the selected job group, job activity, and/or job 
title.

5. At Group by, select Group, Division, Cost center, Job group, Job activity, or Job title to display the 
report that is grouped by the selected option.

 Note:  The results are available only if you fi ll in this fi eld.
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6. Select Direct, Level 2, or Level 3 at Subordinates to display the report of applicants or employees based 
on the selected reporting level for the reviewer. To display the report of applicants or employees at all 
levels, select None.

7. At Type, select Employee, Contractor, Student, Temporary and/or Applicant check boxes to display 
the respective employment types.

8. At Status, select the Active, Hired, and/or Inactive check boxes to display the report of applicants or 
employees with the selected statuses.

9. Select Person, Manager, and/or Reviewer at Type to display the report that includes data from reviews 
that are reviewed by the selected reviewer(s). Select All to display all data from reviews that are reviewed 
by all reviewers. 

10. Click Show to display the report based on the defi ned criteria. See the following page for an example of the 
report:

 

The scores obtained by the applicants or employees and the number of applicants or employees who have 
obtained the specifi c scores are displayed under the Score and Count columns respectively. The Percentage 
column displays the percentage of the count for each score. The percentage is calculated by the count for each 
score divided by the total count for all scores, which is then multiplied by 100.

The count of applicants or employees that matches the defi ned criteria is displayed under the Count (Profi le) 
column. The count of applicants or employees whose competency reviews have not been completed will be 
displayed under the Count (Not reviewed) column while the count for those with completed competency 
reviews will be displayed under the Count (Reviewed) column. The Reviewed (%) column displays the 
total number of applicants or employees with completed reviews in percentage. The percentage is calculated 
by dividing the count in the Count (Reviewed) column with the count in the Count (Profi le) column, and 
then multiplied by 100.

You can click the number under each column to view further details of the applicants or employees such 
as the names of the applicants or employees, the divisions they belong to, the start and/or end dates of the 
competency review, and the score for each applicant or employee.
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Generating competency rating statistics
The competency rating statistics provides you with the ability to determine the total number of ratings based 
on the competences and values of the ratings. The data is taken from competency profi les that have been 
created with the competences defi ned and/or that have been completed.

To view the competency rating statistics, function right 145 — View Resource card or function right 359 — 
Maintain Competency is required. Users with the HR or HR assistant role have these function rights.

To generate competency rating statistics:

1. Go to HRM  Reports  Statistics  Rating by competence. 
 Note:  This page is available only if you have selected Advanced at Method, under the Competency 

section for the HRM general settings. If you have selected Simple at Method, some fi elds will not be 
displayed.

 You will see the following page:

 
  

2. At Group, select the available group to display the statistics of applicants or employees belonging to the 
selected group.

3. At Division and Cost center, type or select the division and/or cost center codes to display the statistics 
of applicants or employees belonging to the selected division and cost center.

 Note:  If the Division fi eld is left blank, the division belonging to the user currently logged in to Exact 
Synergy Enterprise will automatically be fi lled in when you click Show or Refresh.

4. Type or select the job group, job activity, and/or job title codes at Job group, Job activity, and Job title 
to display the statistics of applicants or employees belonging to the selected job group, job activity, and/or 
job title.

5. Type or select a date of reference at Reference date to include only data from competency profi les that 
have been created on the specifi ed date in the statistics.

 Note:  If you have selected Simple at Method in the HRM general settings, an additional box will be 
available in this fi eld so that you can type or select a range of dates.

6. At Reviewer: Type, select Person, Manager, and/or Reviewer to display the statistics that includes data 
from reviews that are reviewed by the selected reviewer(s). Select All to display all data from reviews that 
are reviewed by all reviewers.

7. At Layout, select Competency or Rating to view the statistics by the selected layout.
 Note:  If you have selected Simple at Method in the HRM general settings, the name of this fi eld will be 

changed to Group by.
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8. At Type, select the Employee, Contractor, Student, Temporary and/or Applicant check boxes to 
display the statistics that involve people with the selected employment types.

9. At Group by, select Group, Division, Cost center, Job group, Job activity, or Job title to display the 
statistics that is grouped by the selected option.

10. At Status, select the Active, Hired, and/or Inactive check boxes to display the statistics of applicants or 
employees with the selected statuses.

11. At Show, select Count to display the head count of the records, % to display the percentage of records, or 
Count + % to display both in the statistics.

12. Click Show to display the report based on the defi ned criteria.

Rating statistics view with the competency layout
If you have selected Competency at Layout, the following page depicts an example of the rating statistics:

The Competency column displays the competences defi ned for the competency review profi les. Under the 
Statistics column, the different ratings are represented by the different colors of the bar.

Under the Count column for the Product knowledge competence, the ratings A and C have a value of 1. 
This means that there is an applicant or employee who has obtained an A, and another who has obtained a C. 
The value of 1 under the N/A column indicates that there is one rating that has not been fi lled in by a reviewer. 
Under the % column for A, the value 33.3 is derived by dividing the total count of ratings for a competence 
with the total count of all ratings for the same competence, and then multiplied by 100.
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Rating statistics view with the rating layout
If you have selected Rating at Layout, the following page depicts an example of the rating statistics:

 

The count and percentage of the total count of ratings are grouped by ratings. The total count of ratings for each 
rating is displayed in the Total row. The values displayed under the Count column for rating A indicate the 
number of applicants or employees who have obtained an A for the respective competence. Under the Rating: 
A section, 25.00 is displayed under the % column for Product knowledge. The value is derived by dividing 
the total count of ratings for the competence with the total count of the same rating for all competences, and 
then multiplied by 100.

Generating employee-competences matching reports
This report provides you with the ability to fi nd the applicants and/or employees that have the defi ned 
competences and the required scores in their active competency profi les.

The competences that are based upon when performing the search are competences that are linked to fi eld 
types with type defi ned as Value. A profi le is considered as active if the reviewer of the profi le is the direct 
manager of the applicant or employee and if the start date of the profi le is less than or equivalent to the current 
system date.
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To view the employee-competences matching reports, function right 359 — Maintain Competency is 
required. Users with the HR or HR assistant role have this function right.

To generate employee-competences matching reports:

1. Go to HRM  Reports  People  Competences.
 Note: This menu path is available only if you have selected Advanced at Method, under the 

Competency section for the HRM general settings. You will see the following page:

 

2. Under the Criteria section at Division and Contractual location, type or select the division and 
location code respectively to display the applicants or employees belonging to the selected division and 
contractual location.

3. At Job group, type or select the job group code to display the applicants or employees belonging to the 
selected job group.

4. Type or select the country and cost center codes at Country and Cost center respectively to display the 
applicants or employees belonging to the selected country and cost center.

5. At Job title and Job activity, type or select the job title and activity codes respectively to display the 
applicants or employees belonging to the selected job title and activity.

6. At Status, select the Active and/or Inactive check boxes to display the applicants or employees with the 
selected status.

7. At Type, select the Employee, Contractor, Student, Temporary, and/or Applicant check boxes to 
display people with the selected employment types.

8. Under the Competences section at Competence 1, Competence 2, and/or Competence 3, type or 
select the competence codes to display the applicants or employees who have the selected competences in 
their competency profi les.

 Note:  It is not mandatory to fi ll in all three competences. However, if more than one competence is 
selected, the search will be done based on the “AND” condition. For example, an employee will not 
be displayed in the report if the profi le belonging to the employee has the competence selected at 
Competence 1 but not the competence selected at Competence 2.

9. At Minimum Score / Maximum Score for each respective competence, select the minimum and 
maximum fi eld value codes that are set for the competences to display the applicants or employees who 
have the selected competences with the defi ned range of scores in their competency profi les.
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10. Click Show to display the report based on the defi ned criteria. The Show button will change to Refresh. 
See the following page for an example of the report:

 
 

The names of the applicants and/or employees who match the defi ned criteria and whose active competency 
profi les have the defi ned competences and scores will be displayed under the Name column. The ID, job title 
and division of the applicants and/or employees will be displayed under the ID, Job title, and Division 
columns respectively.

The Competence 1, Competence 2, and Competence 3 columns display the scores of the competences 
obtained by the applicants and/or employees. The names of the columns are dependent on the competences 
selected under the Competences section. 

You can click the names under the Name column to view the applicant or personal card of the selected 
applicant or employee and subsequently view the active competency profi le by clicking the hyperlink at 
Competence profi les.
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4.2.3 Managing performances

Part of managing your employees is to keep the best performing employees in your organization and to reassign 
employees who are underperforming. For employees who are performing exceptionally well, it is important 
that they move up in the hierarchical structure in time so that your organization can benefi t from their 
knowledge and experience, and that they remain challenged by the tasks they need to perform.

Performance review management acts as a valuable tool to periodically monitor the performances of the 
employees and assign ratings accordingly. With this tool, the management is able determine the employees 
who are in line for promotions or rewards, employees who need to be reassigned, and the employees whose 
contracts would not be renewed.

To use the Performance Review Management tool, you must fi rst set up the performance model. For more 
details, see 4.1.2 Performance review model.

This subchapter contains the following topics:

 – Generating performance review profi les
 – Generating performance review requests
 – Evaluating performances of employees
 – Generating reports and statistics 

Generating performance review profiles
A performance review profi le consists of a set of attributes that are used to evaluate the performances of the 
employees. Employees of different divisions, departments, or levels of hierarchy can have different sets of 
attributes.

The performance review profi les are generated and linked to the employees. Once generated, you can view the 
performance review profi les of the employees at the respective personal cards. For more details, see Evaluating 
performances of employees at 4.2.3 Managing performances.

Performance review profi les can be generated in two ways. You can create performance review profi les for 
one employee or more with the attributes linked to the profi le at HRM  Setup  Performance review 
management  Generate performance review profi le. For more information, see To generate performance 
review profi les at 4.2.3 Managing performances.

Business 
benefits

The performance review management tool:
 – enables the organizational/individual goals to be monitored and assessed,
 – ensures the employees deliver results that meet the strategic goals of the 

organization,
 – supports the development of employees in the organization in terms of promotions,
 – provides a clear and unambiguous structure in the reward of people who do 

comparable work at a similar performance level, and
 – serves as a basis for talent retention.
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Alternatively, you can create a performance review profi le for an employee via the personal card. Once created, 
you have to select the attributes to link to the profi le. Generating performance review profi les using this way 
does not allow you to add multiple reviewers for the profi les. By default, only the manager will be the reviewer 
of the profi le. For more information, see To generate performance review profi les via personal cards at 4.2.3 
Managing performances.

An employee can have more than one performance review profi le, but only one profi le can be active at any one 
time. A performance review profi le for an employee is active if it has the direct manager of the employee as the 
reviewer and if the start date of the profi le is equivalent to or the latest but before the current system date. An 
active profi le is marked with a green check mark in the listing of the performance review profi les.

To generate performance review profi les for employees, function right 107 — Maintain performance 
review is required. Users with the HR role have this function right. 

To generate performance review profi les:

1. Go to HRM  Setup  Performance review management  Generate performance review profi le. You 
will see the following page:

 

2. Under the Link: From section at Performance review, select the performance review group to link the 
attributes of the selected performance review group to the profi le.

3. Under the Profi le details section at Description, type the description of the performance review profi le.
 Note:  If this is left blank, a description will be generated automatically when the profi le is generated.
4. At Profi le: Start date, type or select the start date of the profi le. By default, the system-generated date will 

be fi lled in.
5. Next, at Request: Start date, type or select the start date of the request that will be created and sent to the 

reviewers to inform them of the performance reviews that need to be done.
6. Under the Criteria section, type or select the division code at Division to display only employees 

belonging to the division.
 Note:  If this fi eld is left blank, the division belonging to the user currently logged in to Exact Synergy 

Enterprise will automatically be fi lled in.
7. Type or select the cost center code at Cost center to display only employees belonging to the cost center.
8. At Job group, Job activity, and Job title, type or select the job group, job activity, and job title codes to 

display only employees belonging to the selected job group, job activity, and job title.
9. At Manager, type or select an employment ID to display all the direct subordinates of the selected 

manager.
10. Type or select an employment ID at Person to display the selected employee.
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11. At Type, select the Employee, Contractor, Student, and/or Temporary check boxes to display people 
with the selected employment types.

12. Type or select the date at Employment: Start date to display only employees with the specifi ed 
employment start date.

13. Click Show to display the employees that match the defi ned criteria. The Show button will change to 
Refresh, as shown in the following example of results page:

 

  

14. Select the check box(es) next to the ID column to specify the employees whom you want to link the 
performance review profi le to.

15. To add additional reviewers other than the default reviewers defi ned in the settings, click   that is on the 
same row as the selected employee under the Reviewers column. Otherwise, go to Step 19. When you 
click   , you will see the following page:

 

   Note:  The default or mandatory reviewers are displayed under the Reviewer column with the check box 
selected and disabled. The default reviewers can only be the manager of the employee, the employee who 
is being reviewed, or both, depending on the settings defi ned in the HRM general or division settings.
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16. To display the list of employees under the Reviewer column, defi ne the relevant criteria in the fi elds 
provided, and then click Refresh. You will see the following page:

 
 

17. Select the check box(es) to specify the additional reviewers and click Add. The employee who is added as 
a reviewer will be displayed with Selected under the Status column. If you want to remove the employee 
as a reviewer, click   located on the same row as the reviewer.

 Note:  The default reviewers cannot be removed.
18. Click Close to return to the results page. The number of reviewers will be displayed under the Reviewers 

column.
19. Click Generate profi les to generate the performance review profi le and link it to the selected employees.
 Note:  Generate profi les is only enabled when at least one employee is listed. Once you have clicked 

Generate profi les, Created: X will be displayed under the Status column, with X being the number of 
profi les created. Existing: X will be displayed under the Status column if a similar performance review 
profi le has been linked to the same employee, with X being the existing number of profi les.

20. A message "Do you want to generate requests for the created profi les?" will be displayed. Click Yes to 
generate the requests. For more information, see Step 11 at Generating performance review requests. 
Otherwise, click No.

 Note:  If you click No, the Generate requests button will be enabled for you to create the requests.
21. Click Close to exit.

Once successfully generated, the performance review profi le will assume the status Open. The performance 
review request will automatically be generated if you did not generate it at Step 20 and when the background 
job is completed. If you do not want to wait for the background job to run, you can create the performance 
review request manually at HRM   Setup  Performance review management   Generate performance 
review request.

Note: All fi elds with the “!” icon are mandatory.
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To generate performance review profi les via personal cards:

1. Go to HRM   Reports   People   People, defi ne the relevant criteria, and then click Show.
2. Under the Name column, click the name of the employee.
3. Click the hyperlink at Performance review profi les, and then click New.
 Note: If this employee already has a profi le created, click Profi les, and then click New to create a profi le. 

You will see the following page: 

 

4. Under the Profi le section, type the description of the profi le at Description.
5. At Start date, type or select the start date of the profi le.
6. Click Save to save the profi le. You will see the following page:

 

              

Tip:  To retrieve the performance review profi le of an employee, go to the personal card and 
click the hyperlink at Performance review profi les under the General section. If the 
employee does not have an active profi le or if you are the reviewer of a profi le of the 
employee other than the active profi le, click Profi les, and then click under the Review 
column of the profi le for which you are the reviewer.
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7. Click the description of the profi le under the Description column. You will see the following page:

 

8. Click Add to select the performance review group and add the attributes belonging to the performance 
review group to the profi le.

 Note: A profi le cannot have more than one attribute with the same code in a different level or group. For 
example, if the fi rst performance review group added has an attribute with code “001”, you cannot add 
another performance review group which also has the attribute with code “001” to the profi le.

9. Click Close to exit.

Tip: You can also create a performance review profi le by copying the attributes from the 
performance review profi le of another employee. After Step 5, under the Copy section, 
type or select an employment ID at the From fi eld to specify the employee from whom you 
want to copy the performance review profi le. At the Profi le fi eld, select the profi le of the 
employee that you want to copy from.
Once a performance review profi le is created, a request will automatically be generated by 
the system to the respective reviewer when the background job runs. However, you can 
generate the request manually if you do not want to wait for the background job to run. For 
more details, see Generating performance review requests at 4.2.3 Managing performances.  
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Generating performance review requests
A request is sent to the reviewer when the performance review profi le is generated to serve as a reminder to the 
reviewer to conduct the performance review. You can create performance review requests manually if you do 
not want to wait for the background job to run.

To generate performance review requests, function right 107 — Maintain performance review is required. 
Users with the HR role have this function right.

To generate performance review requests:

1. Go to HRM   Setup   Performance review management   Generate performance review request. You 
will see the following page:

 

 Note: If you have selected to generate requests from the performance review profi les generated (see Step 
20 at To generate performance review profi les), the Criteria section will be displayed with the criteria fi lled 
in according to the Criteria section in the HRM: Generate performance review profi le page.

2. Type or select the division code at Division to display only employees belonging to the division.
 Note: If this fi eld is left blank, the division belonging to the user currently logged in to Exact Synergy 

Enterprise will automatically be fi lled in.
3. Type or select the cost center code at Cost center to display only employees belonging to the cost center.
4. At Job group, Job activity, and Job title, type or select the job group, job activity, and job title codes to 

display only employees belonging to the selected job group, job activity, and job title.
5. At Manager, type or select an employment ID to display the direct subordinates of the selected manager.
6. Type or select an employment ID at Person to display the selected employee.
7. At Profi le: Start date, type or select a date or a range of dates to display profi les with the selected start 

date(s).
 Note: Typing or selecting only the start of a date range will display results for performance review profi les 

that are dated on and after it. Typing or selecting only the end of a date range will display results for 
performance review profi les that are dated on and before it.

8. At Type, select the Employee, Contractor, Student, and/or Temporary check boxes to display requests 
for the profi les belonging to people with the respective employment types.

9. Select the Open, Draft, Reviewed, Completed, and/or Final check box(es) at Status to display requests 
for the profi les with the respective status.
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10. Click Show to display the results. The Show button will change to Refresh, as shown in the following 
example of the results page:

 

 

 
11.  Select the check boxes next to the ID column to specify the requests for the performance review profi les 

that you want to generate, and then click Create. 
 Note: Once generated, Created: Request will be displayed under the Process: Status column. Only 

requests for profi les that do not have any status displayed under the Request: Status column can be 
generated. If the statuses of the requests are displayed, the requests would have already been generated and 
cannot be generated again.

12. Click Close to exit.

Evaluating performances of employees
Evaluating the performances of the employees can help you to determine performing and underperforming 
employees, and subsequently support HR-related decision-making such as promotions, rewards, or 
termination of employment contracts.

To view performance review profi les, function right 99 — View performance review is required. Users with 
the HR role have this function right.
To review performance review profi les, function right 107 — Maintain performance review is required. 
Users with the General manager, HR, or HR assistant role have this function right.

Tip:  You can determine if a performance review profi le has been generated for the employee 
by going to the personal card. If the performance review profi le has been created for the 
employee, a date in the form of a hyperlink will be displayed at Performance review 
profi les.
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To evaluate performances of employees:

1. Go to HRM   Reports   People   People, defi ne the relevant criteria, and then click Show.
2. Under the Name column, click the name of the employee.
3. On the personal card, click the hyperlink at Performance review profi les. You will see the following 

page:

 

 Note: The attributes under the Performance review column, values under the Weight column, and the 
ratings under the Score column may differ from the example shown as they are user-defi ned.

4. Click Edit to review the employee if the profi le has your name at the Reviewed by fi eld. Otherwise, click 
Profi les, and then click the description of the profi le that has your name under the Reviewed by column. 
Next, click Review, and then click Edit. You will see the following page:
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5. Once ratings have been assigned, click Calculate to calculate the value of the fi nal rating of the review, 
which is displayed at Rating.

 Note: Only ratings for attributes that are linked to a fi eld type with the type defi ned as Value will be taken 
into account during the fi nal rating calculation. If ratings for attributes are not linked to a fi eld type with 
the type defi ned as Value, the ratings do not need to be calculated and you can proceed to Step 6. Also, the 
attributes that are on the lowest levels must have ratings assigned before the calculation can be performed. 
From the example, Object Oriented Programming, Planning and organizing, and Product 
knowledge are at the lowest levels.

6. Click Complete to complete the review. A message “See related request” will be displayed. Click Yes to 
view the request generated for the performance review profi le, or No to close the message.

 Note: Once the review is completed, the performance review request has been realized or processed, and 
the background job is completed, the status of the review will become Final.

7. Click Close to exit.

Generating reports and statistics
When you are managing a lot of employees, it is not feasible to open each personal card to check the scores that 
they have obtained for each attribute. There are two reports available that will help you to manage the review 
process and have a quick overview of how your employees performed based on the criteria set up.

This subchapter contains the following topics:

 – Generating performance review reports by head count
 – Generating performance review rating statistics

Generating performance review reports by head count
The performance review report by head count provides an overview of the total number of employees who 
have their performance reviews completed and the percentage of completed reviews. In addition, this report 
provides a head count of those whose performance reviews have not been completed.

The employees displayed in the report can also be grouped by division, cost center, and a few other grouping 
methods.

To view the performance review report by head count, function right 359 — Maintain Competency is 
required. Users with the HR or HR assistant role have this function right.
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To generate performance review reports by head count:

1. Go to HRM   Reports  Statistics   Headcount by performance review. You will see the following 
page:

 

 
2. At Group, select the available group to display the report of employees belonging to the selected group.
3. At Division and Cost center, type or select the division and cost center codes to display the report of 

employees belonging to the selected division and cost center.
 Note: If the Division fi eld is left blank, the division belonging to the user currently logged in to Exact 

Synergy Enterprise will automatically be fi lled in when you click Show.
4. Type or select the job group, job activity, and/or job title codes at Job group, Job activity, and Job title to 

display the report of employees belonging to the selected job group, job activity, and/or job title.
5. At Group by, select Group, Division, Cost center, Job group, Job activity, or Job title to display the 

report that is grouped by the selected option.
 Note: The results are available only if you did not leave this fi eld empty.
6. Select Direct, Level 2, or Level 3 at Subordinates to display the report of employees based on the 

selected reporting level for the reviewer. To display the report of employees at all levels, select None.
7. At Type, select Employee, Contractor, Student, and/or Temporary check boxes to display people with 

the selected employment types.
8. At Status, select the Active, Hired, and/or Inactive check boxes to display the report of employees with 

the selected statuses.
9. Select Person, Manager, and/or Reviewer at Type to display the report that includes data from reviews 

that are reviewed by the selected reviewer(s). Select All to display all data from reviews that are reviewed 
by all reviewers.

Chapter 4 | Managing the Employee Life Cycle

 131



10. Click Show to display the report based on the defi ned criteria. The Show button will change to Refresh, 
as shown in the following example of report page:

 

The scores obtained by the employees and the number of employees who have obtained the specifi c scores are 
displayed under the Score and Count columns respectively. The Percentage column displays the percentage 
of the count for each score. The percentage is calculated by the count for each score divided by the total count 
for all scores, which is then multiplied by 100.

The count of employees who matches the defi ned criteria is displayed under the Count (Profi le) column. The 
count of employees whose performance reviews have not been completed will be displayed under the Count 
(Not reviewed) column while the count for those with completed performance reviews will be displayed 
under the Count (Reviewed) column. The Reviewed (%) column displays the total number of employees 
with completed reviews in percentage. The percentage is calculated by dividing the count in the Count 
(Reviewed) column with the count in the Count (Profi le) column, and then multiplied by 100.

You can click the number under each column to view further details of the employees, such as the names of the 
employees, the divisions they belong to, the start and/or end dates of the performance reviews, and the score 
for each employee.

Generating performance review rating statistics
The performance review rating statistics provide you with the ability to determine the total number of ratings 
based on the attributes and values of the ratings. The data is taken from performance review profi les that have 
been created with the attributes defi ned and/or that have been completed.

To view the performance review rating statistics, function right 145 — View Resource card or function right 
359 — Maintain Competency is required. Users with HR or HR assistant role have these function rights.
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To generate performance review rating statistics:

1. Go to HRM   Reports   Statistics   Rating by performance review. You will see the following page:

 

2. At Group, select the available group to display the statistics of employees belonging to the selected group.
3. At Division and Cost center, type or select the division and cost center codes to display the statistics of 

employees belonging to the selected division and cost center.
 Note: If the Division fi eld is left blank, the division belonging to the user currently logged in to Exact 

Synergy Enterprise will automatically be fi lled in when you click Show.
4. Type or select the job group, job activity, and/or job title codes at Job group, Job activity, and Job title to 

display the statistics of employees belonging to the selected job group, job activity, and/or job title.
5. Type or select a date of reference at Reference date to include only data from performance review profi les 

that have been created on the specifi ed date in the statistics.
6. At Reviewer: Type, select Person, Manager, and/or Reviewer to display the statistics that includes data 

from reviews that are reviewed by the selected reviewer(s). Select All to display all data from reviews that 
are reviewed by all reviewers.

7. At Layout, select Performance review or Rating to view the layout by the selected layout.
8. At Type, select the Employee, Contractor, Student, and/or Temporary check boxes to display the 

statistics that involve only people with the selected employment types.
9. At Group by, select Group, Division, or Cost center to display the statistics that is grouped by the 

selected option.
10. Select the Active, Hired, and/or Inactive check boxes at Status to display the statistics of employees 

with the selected statuses.
11. At Show, select Count to display the head count of the records, % to display the percentage of records, or 

Count + % to display both in the statistics.
12. Click Show to display the report based on the defi ned criteria.

Rating statistics view with the performance review layout
If you have selected Performance review at Layout, the following page depicts an example of the rating 
statistics:
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The Performance review column displays the attributes defi ned for the performance review profi les. Under 
the Statistics column, the different ratings are represented by the different colors of the bar. 

Under the Count column for the Object Oriented Programming attribute, the rating B has a value of 2. 
This means that there are two employees who have obtained a B. If there is a value under the N/A column, 
this indicates that the ratings have not been fi lled in by a reviewer. Under the % column for A, the value 50.00 
is derived by dividing the total count of ratings for an attribute with the total count of all ratings for the same 
attribute, and then multiplied by 100.

Rating statistics view with the rating layout
If you have selected Rating at Layout, the following page depicts an example of the rating statistics:
 

The count and percentage of the total count of ratings are grouped by ratings. The total count of ratings for 
each rating is displayed in the Total row. The values displayed under the Count column for rating A indicate 
the number of employees who have obtained an A for the respective attribute. Under the Rating: A section, 
100.00 is displayed under the % column for Planning and organizing. The value is derived by dividing 
the total count of ratings for the attribute with the total count of the same rating for all attributes, and then 
multiplied by 100.
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4.2.4 Managing target agreements

Target agreement management is a part of performance management. Many organizations have adapted target 
agreement management to measure their employees by aligning the goals and activities of their employees 
with the overall business goals. Targets or Key Performance Indicators (KPI) must be set and agreed upon before 
you can review the achievements of the targets. Among others, the outcome will determine the salaries of 
employees.

This section contains the following topics:

— Creating target agreement profi les
— Creating target agreement requests
— Reviewing target agreement profi les

Creating target agreement profiles
A target agreement profi le consists of a set of target agreement groups and targets. A target agreement profi le 
will be used for reviewing the targets of an employee.

An employee can have more than one target agreement profi le, but only one profi le can be active at any one 
time. A target agreement profi le for an employee is active if the agreement date of the profi le is equivalent to or 
the latest but before the current system date. An active profi le is marked with a green check mark in the listing 
of the target agreement profi les.

There are a few ways to create target agreement profi les, as described in the following procedures:

— To create target agreement profi les for employees
— To copy target agreement profi les to other employees
— To copy  target agreement profi les to one employee or more

Business 
benefits:  

 – You can align individual targets to be in line with the corporate strategy.
 – When creating recurring target agreement profi les, you can save time by copying the 

target agreement profi les from one employee to one employee or more.
 – You can also save time by scheduling a background job to create target agreement 

requests automatically whenever you create a target agreement profi le.
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Creating target agreement profiles for employees
To create target agreement profi les, function right 86 — View target agreement is required. Users with the 
HR role have this function right.

To create target agreement profi les for employees:

1. Go to HRM  Reports  People  People, defi ne the relevant criteria to search for the corresponding 
employee, and then click Show.

2. Click the hyperlink of the required employee under the Name column. 
3. Under the General section of the personal card, click the hyperlink at Target agreement profi les.
4. If the person has no profi le created, click New. Otherwise, click Target agreements, and then click New. 

You will see the following page:

 

5. Under the Profi le section, type or select the policy document to be linked to this target agreement profi le.
6. Type a short description for the target agreement profi le at Description.
7. At Valid date: From and to, type or select the validity period of the target agreement profi le.
8. Click Save to save the target agreement profi le. 
9. Click Close to exit.

Copying target agreement profiles to other employees
To save time, you can also copy the target agreement profi le from another employee. To copy a target agreement 
profi le from one employee to another, function right 86 — View target agreement is required. Users with 
the HR role have this function right.

To copy target agreement profi les to other employees:

1. Go to HRM  Reports  People  People, defi ne the relevant criteria to search for the corresponding 
employee, and then click Show.

2. Click the hyperlink of the required employee under the Name column.
3. Under the General section of the personal card, click the hyperlink at Target agreement profi les.
4. If the person has no profi le created, click New. Otherwise, click Target agreements, and then click New. 

You will see the following page:
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5. Under the Copy section, type or select the employment ID of the employee whom you are copying the 
target agreement profi le from at Person: From.

6. At Target agreement, select the required target agreement profi le of the selected employee to copy this 
target agreement profi le to the current employee. This is mandatory if you have selected an employment 
ID at Person: From.

7. Click Save to save the target agreement profi le.
8. Click Close to exit.

Copying target agreement profiles to one employee or more
It is also possible to copy a target agreement profi le to more than one employee. To copy a target agreement 
profi le to one employee or more, function right 95 — Maintain target agreement is required. Users with the 
HR role have this function right.

To copy target agreement profi les to one employee or more:
1. Go to HRM  Setup  Target agreement  Generate target agreement profi le. The following page will be 

displayed:

 

2. Under the Link section, type or select an employee at Person: From and select a target agreement profi le 
at Target agreement to copy the required target agreement of the selected employee.
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3. Under the Profi le details section, type the description of the target agreement profi le at Description.
 Note: If this is left blank, a description will be generated automatically when the profi le is generated.
4. At Valid date: From and to, type or select the start and end dates of the validity of the target agreement 

profi le. The date must not overlap with the validity date of an existing target agreement profi le. By default, 
the current date is displayed as the start date.

5. At Request: Start date, type or select the start date for the request that will be created for the reviewer to 
initialize the target agreement review cycle. This request workfl ow will be created when the selected target 
agreement profi le has been successfully created.

6. Under the Criteria section, type or select a division at Division to display the employees under this 
division. By default, the division of the employee who is currently logged on to the system is displayed.

7. Defi ne the corresponding information at Cost center, Job group, Job activity, and Job title to display 
the employees linked to these cost center, job group, job activity, and job title respectively. Leave the fi elds 
blank to display the employees linked to any cost center, job group, job activity, or job title.

8. At Manager, type or select an employment ID to display all the direct subordinates of the selected 
manager.

9. Type or select an employment ID at Person to display the selected employee. Leave these blank to display 
all employees.

10. Click Show to display the employees who meet the defi ned criteria as shown in the following page:

 

 
11. Select the required check box(es) of the employee(s) and click Generate profi les to start copying the 

target agreement profi le to the selected employee(s). The status of the target agreement profi le creation 
process is displayed under the Status column. The status Created indicates that the request has been 
successfully created.

 Note: Generate profi les is only enabled when at least one employee is listed. The process will only be 
successful if the validity period of the target agreement profi le that you are copying does not overlap with 
that of the existing target agreement profi le of the selected employee.

12. A message "Do you want to generate requests for the created profi les?" will be displayed. Click Yes 
to generate the requests. For more information, see Step 10 at Creating target agreement requests. 
Otherwise, click No.

 Note: If you click No, the Generate requests button will be enabled for you to create the requests.
13. Click Close to exit.
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Once successfully generated, the target agreement profi le will assume the status Open. The target agreement 
request will automatically be generated if you did not generate it at Step 12 and when the background job 
is completed. If you do not want to wait for the background job to run, you can create the target agreement 
request manually at HRM  Setup  Target agreement Generate target agreement request.

Creating target agreement requests
The purpose of sending a request is to initiate the target agreement review cycle. This begins with a request to 
the reviewer to set targets with his subordinate based on the created target agreement profi les. When a target 
agreement request is successfully created, the status of the target agreement profi le is updated from Open to 
Draft.

A target agreement request is a workfl ow request used for the following purposes:

– to request the reviewer to set the targets of a target agreement profi le with his employee and approve it,
– to request an employee to complete the approved target agreement profi le by agreeing to the set targets,
– to request the reviewer to review the employee based on the completed target agreement profi le, and
– to request the relevant personnel (for example, HR personnel) to complete the reviewed target agreement 

profi le.

You can create a target agreement request manually or schedule a background job to automatically create a target 
agreement request whenever a target agreement profi le is created. To create target agreement requests manually, 
function right 95 — Maintain target agreement is required. Users with the HR role have this function right.

To create target agreement requests:

1. Go to HRM  Setup  Target agreement  Generate target agreement request. You will see the following 
page:

Note: If you have selected to generate requests from the target agreement profi les generated (see Step 12 at 
To copy target agreement profi les to one employee or more), the Criteria section will be displayed with the 
criteria fi lled in as according to the Criteria section in the HRM: Generate target agreement profi le page.

Tips: To retrieve the target agreement profi le of an employee, open the personal card and click 
the hyperlink at Target agreement profi les under the General section. Click Target 
agreements, and then click    under the Review column for the profi le which you are 
the reviewer.
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2. At Division, type or select a division to display the employees under this division. By default, the division 
of the employee who is currently logged on to the system is displayed. 

3. Type or select a cost center, job group, job activity, and job title at Cost center, Job group, Job activity, 
and Job title respectively to display the employees belonging to the selected cost center, job group, 
job activity, or job title respectively. Leave the fi elds blank to display the employees under all the 
corresponding criteria.

4. At Manager, type or select an employment ID to display the direct subordinates of the selected manager.
5. Type or select a employment ID at Person to display the selected employee. Leave this blank to display all 

the employees.
6. At Profi le: Start date, type or select the valid start date or range of start dates of target agreement profi les, 

to display the employees who are linked to target agreement profi les with this start date or within this 
range of dates. Leave this blank to display the employees who are linked to target agreement profi les with 
any start date.

7. At Type, select the Employee, Contractor, Student, and/or Temporary check boxes to display people 
with the selected employment types.

8. Select the Open, Draft, Approved, Reviewed, Completed, Confi rmed, and/or Final check boxes 
at Status to display the employees who are linked to target agreement profi les with the corresponding 
status.

9. Click Show to display the results according to the defi ned criteria. See the following page for a sample 
results page:

 

10. Select the required check box of the employee and click Create to create requests to the reviewer of the 
selected employee(s). The status of the request creation process is displayed under the Process: Status 
column. The status Created: Request indicates that the request has been successfully created.

11. Click Close to exit.

Note: All fi elds with the “!” icon are mandatory.

Tip: Apart from creating requests, this page is also useful to monitor the statuses of workfl ow 
request creation (Process: Status column), target agreement profi le (Target agreement: 
Status column), and the status of the corresponding workfl ow request (Request: Status 
column).
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Reviewing target agreement profiles
You can review an employee based on the target agreement profi le from a personal card. The actions required 
depend on the status of the target agreement profi le:

 – Open – The target agreement profi le is in this status when newly created. If the background job is 
scheduled to generate the target agreement request automatically whenever a target agreement profi le is 
created, then the status will be Draft. Nothing is required to be done by the reviewer at this stage.

 – Draft – The target agreement profi le is in this status when a target agreement request is created manually 
or automatically.

 – Approve – When the reviewer has set the targets for the target agreement profi le of his subordinate and 
performs the necessary workfl ow step (for example, Realize) in the corresponding request, the status of 
the target agreement profi le will be updated from Open to Approved.

 – Complete – When the employee agrees with the targets set by the reviewer and performs the necessary 
workfl ow step in the corresponding request, if required, the status of the target agreement profi le will be 
updated from Approved to Completed.

 – Review – When the reviewer has reviewed the employee and performs the necessary workfl ow step (for 
example, Approve), in the corresponding request, the status of the target agreement profi le is updated 
from Completed to Reviewed.

 – Confi rm – When the corresponding personnel (for example, HR personnel) has confi rmed the 
reviewed target agreement profi le and performs the necessary workfl ow step (for example, Process) 
in the corresponding request, the status of the target agreement profi le is updated from Reviewed to 
Confi rmed.

 – Final – When the status of the target agreement profi le is updated to Confi rmed, a scheduled background 
job will update the status to Final.
Note: The workfl ow step is realized, approved, or processed, depending on the request type defi ned at 
the corporate level at HRM  Setup  General  Settings or at the division level at HRM  Setup  
Organization  Divisions under the Target agreement sections.

Before a reviewer can review a target agreement profi le, the targets must be set with the employee. A reviewer 
can only do this when the status of the target agreement profi le is Draft; that is when a target agreement 
request has been sent to him.

To set the targets of a target agreement profi le, function right 95 – Maintain target agreement is required. 
Users with the HR role have this function right.
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To set targets for target agreement profi les:

1. Go to HRM  Reports  People  People, defi ne the relevant criteria to search for the corresponding 
employee, and then click Show.

2. Click the hyperlink of the required employee under the Name column.
3. Under the General section of the personal card, click the hyperlink at Target agreement profi les.
4. Click Target agreements to list all the target agreement profi les defi ned for the employee. You will see the 

following page:

 
 

5. Click the hyperlink under the Description column. You will see the following page:
 
 
 

 Note: Set target values is available only if at least one target has been added to the target agreement 
profi le and when the status of the target agreement profi le is Draft.

 142 



6. Click Set target values to set the target values. You will see the following page:

Note: You can also reach this page by clicking   under the Review column as shown at Step 4, and then 
clicking Edit.

7. Under the Targets section, select one of the levels to defi ne this level for the target. By default, Person is 
displayed.

8. Under the Weightage column, type the weightage factor for the corresponding target. By default, 0 is 
displayed.

9. Under the Frequency column, select Monthly, Quarterly, Half-yearly, or Yearly to defi ne the 
frequency of the review process for the corresponding target. By default, Monthly is displayed. The 
number of rows available for each target will depend on the frequency selected and validity period 
specifi ed. For example, if a target agreement profi le is valid from Jan 1, 2012 to March 31, 2012, and the 
frequency selected is Quarterly, then only one row is available for defi ning the target value.

10. Under the Target value column, type or select the target value for the corresponding target. The value 
depends on the fi eld type defi ned for the target. This information is mandatory if the defi ned fi eld type is 
Number, Date, Yes/No, Value, Request, Document, or Combo box.

11. Click Agree to agree with the targets set with the employee. The status of the target agreement profi le will 
then be updated from Draft to Approved.

12. Click Close to exit the review page.
13. Search for the corresponding request by clicking Workfl ow on the left menu and clicking Show.
14. Click the hyperlink of the corresponding workfl ow under the Created or Description column. 
15. Click the appropriate workfl ow step (for example, Approve, Realize).
16. A request will then be generated to the employee to agree with the targets that have been discussed with 

his reviewer. All employees will be able to agree with the targets set by his reviewer.
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To agree with targets set for target agreement profi les:

1. Go to HRM  Reports  People  People, defi ne the relevant criteria to search for the corresponding 
employee, and then click Show.

2. Click the hyperlink of the required employee under the Name column.
3. Under the General section of the personal card, click the hyperlink at Target agreement profi les. You 

will see the following page:

 

 

4. Click Agree to agree with the targets set with the reviewer. The status of the target agreement profi le will 
then be updated from Approved to Completed.

5. Click Close to exit the review page.
6. Search for the corresponding request by clicking Workfl ow on the left menu and clicking Show.
7. Click the hyperlink of the corresponding workfl ow under the Created or Description column.
8. Click the appropriate workfl ow step (for example, Approve, Realize), if required.

During the review period, the reviewer will receive the request in his workfl ow again but this time, it is to 
request the reviewer to review the employee. To review an employee, function right 95 – Maintain target 
agreement is required. Users with the HR role have this function right.

Tip: To modify the agreed target values, you can reopen a target agreement profi le with 
the Completed, Reviewed, or Confi rmed status by clicking Reopen. The status of 
the target agreement profi le will then be reverted to the Draft status, and the whole 
review process will need to be repeated. The reviewer will need to modify the targets, if 
required, and approve the target agreement profi le again.
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To review target agreement profi les:

1. Go to HRM  Reports  People  People, defi ne the relevant criteria to search for the corresponding 
employee, and then click Show.

2. Click the hyperlink of the required employee under the Name column.
3. Under the General section of the personal card, click the hyperlink at Target agreement profi les. 
4. Click Target agreements to list all the target agreement profi les defi ned for the employee. 
5. Click the hyperlink under the Description column. You will see the following page:

Note: Review is available only when the status of the target agreement profi le is Completed.
6. Click Review to review the employee. You will see the following page:

Note: You can also reach this page by clicking   under the Review column at Step 4, and then clicking 
Edit.
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7. Under the Actual value and Achievement columns, type or select the actual value and achievement 
respectively for the corresponding target. The values depend on the fi eld type defi ned for the target. This is 
mandatory if the defi ned fi eld type is Number, Date, Yes/No, Value, Request, Document, or Combo 
box.

8. Click Complete to complete the review process. The status of the target agreement profi le will then be 
updated from Completed to Reviewed.

9. The message, “See related request?” will be displayed. Click No to exit without viewing the request. Click 
Yes to view the request.

 Note: To search for the corresponding request manually, click Workfl ow on the left menu and click 
Show. Click the hyperlink of the corresponding workfl ow under the Created or Description column.

10. In the request, click the appropriate workfl ow step (for example, Approve).

Once a target agreement is reviewed, the corresponding personnel, such as HR personnel will need to confi rm 
the target agreement profi le. To confi rm a target agreement profi le, function right 95 – Maintain target 
agreement is required. Users with the HR role have this function right.

To confi rm target agreement profi les:

1. Go to HRM  Reports  People  People, defi ne the relevant criteria to search for the corresponding 
employee, and then click Show. 

2. Click the hyperlink of the required employee under the Name column.
3. Under the General section of the personal card, click the hyperlink at Target agreement profi les. 

You will see the following page:

 

 Note: The Confi rm button is available only when the status of the target agreement profi le is    
Reviewed.

4. Click Confi rm to confi rm the target agreement profi le. The status of the target agreement profi le is then 
updated from Reviewed to Confi rmed and a person-specifi c document containing the results of the 
review is automatically created.
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5. Next, search for the corresponding request by clicking Workfl ow on the left menu, and then clicking 
Show. Click the hyperlink of the corresponding workfl ow under the Created or Description column. 
Then, click the appropriate workfl ow step (for example, Process). A scheduled background job will then 
update the status of the target agreement profi le from Confi rmed to Final. At this stage, no changes can 
be made to the target agreement profi le, and hence it cannot be reopened.

6.  Click Close to exit.

4.3 Maintaining Work Schedules and Attendance of Employees

Absence registration should be well-structured and managed accordingly in every organization to speed 
up the process effi ciently. The absence registration process may involve many steps that are manually done, 
such as requesting for a vacation day by fi lling up the absence request form, sending the form to the approver, 
checking and calculating the balance leave, approving the application, recording the request and reverting to the 
requestor. In short, the whole process is cumbersome and can easily be handled by Exact Synergy Enterprise 
because the system eliminates a lot of redundant steps and automates the necessary ones. 

This section contains the following sub-sections:

 – Setting up work schedules and attendance
 – Registering absence

4.3.1 Setting up work schedules and attendance

You need to set up the work schedules and attendance before you can use the relevant features. The following 
must be set up:

 – defi ning public holidays,
 – defi ning request types for absence registration,
 – defi ning entitlements, and
 – defi ning the advanced work schedule mode.

Defining public holidays
A public holiday is a holiday granted to a specifi c country, division, or location. When the vacation of an 
employee spans across public holidays, the calculation of the number of absence days will not include the 
public holidays.

To create public holidays, function right 104 — Maintain public holiday for a country is required. Users 
with the HR or HR assistant role have this function right.

Business 
benefits:  

 – You have the fl exibility to defi ne a public holiday specifi c to a country, division, or 
location only.

 – You can conveniently obtain an insight to public holidays for the country in which 
you are located.
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To defi ne public holidays:

1. Go to HRM  Reports  Planning  Public holidays or HRM  Setup  Schedules  Public holidays.
2. Click Show, and then click New. You will see the following page:

 

3. Select Country, Division, or Location to defi ne the public holiday for a country, division, or location 
respectively.

4. Type or select the corresponding country, division, or location.
5. Type or select the date of the public holiday at Date.
6. At Description, type the description of the public holiday. 
7. Click Save to save the public holiday entry.
8. Click Close to exit.

Defining request types for absence registration
Before you can register absence, you need to defi ne the request types that will be used for that purpose. To 
defi ne request types, function right 5 – Create request types, and edit request types without responsible 
or function right 232 – Edit all request types is required. Users with the General manager or HR role have 
the fi rst function right while users with the Administrator role have the second function right.

To defi ne the request type for vacation request:

1. Go to Workfl ow  Setup  Requests  Request types.
2. Under the All request types section at Absence, select the hyperlink of the request type that you have 

defi ned for a vacation request. You will see the following page: 

 

Note: All fi elds with the “!” icon are mandatory.
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3. Under the General tab, you can customize the general information of the vacation request.
4. Click the Fields tab. You will see the following page whereby you can obtain an overview of the fi elds that 

will be available in the vacancy request. You can also move the sequence of the fi elds, and add or remove 
them as necessary.

 
 

5. Click the Actions tab. You will see the following page:

 

 

6. Under the Planning section, select the Absence check box to defi ne this vacation request as an absence 
request. Once selected,   will be displayed at the Person fi eld in the vacation request and the approved 
vacation day will be indicated accordingly in the planning.
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7. Select the Person check box to allow requests of this type to be shown in the planning.
8. Select the Out of offi ce check box to defi ne this request type as an “Out of offi ce” request. Once selected, 

the employee will be indicated as “Out of offi ce” on his approved vacation day.
9. Under the Entitlements section, select Subtract at Balance as the method to calculate the absence 

balance for the employee specifi ed in a vacation request. Using this method, the absence balance of the 
employee is reduced by the number of days entered in the vacation request.

10. At Buildup, select Monthly as the method to automatically calculate the entitlements buildup for the 
employee specifi ed in a vacation request. Using this method, the entitlements buildup for the employee is 
done on a monthly basis.

11. Click Save to save the changes.
12. Click Close to exit.

To defi ne the request type for sick request:

1. Go to Workfl ow  Setup  Requests  Request types.
2. Under the All request types section, select the hyperlink of the request type that you have defi ned for a 

sick request. You will see the following page:
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3. Click the Fields tab. You will see the following page whereby you can obtain an overview of the fi elds that 
will be available in the sick request. You can also move the sequence of the fi elds, and add or remove them 
as necessary.

 

 

4. Click the Actions tab. You will see the following page:
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5. Under the Planning section, select the Absence check box to defi ne this sick request as an absence 
request. Once selected,   will be displayed at the Person fi eld in the sick request and the approved sick 
day will be indicated accordingly in the planning.

6. Select the Person check box to allow requests of this type to be shown in the planning.
7. Select the Out of offi ce check box to defi ne this request type as an “’Out of offi ce” request. Once selected, 

the employee will be indicated as “Out of offi ce” on his approved sick day.
8. Under the Entitlement section, select No at Balance, as the method to calculate the absence balance for 

the employee specifi ed in a sick request. Using this method, the absence balance of the employee will not 
be affected by the number of days entered in the sick request.

9. At Buildup, select None as the method to automatically calculate the entitlements buildup, for the 
employee specifi ed in a sick request. Using this method, the entitlements buildup for the employee will 
not be calculated.

10. Click Save to save the changes.
11. Click Close to exit.

Defining entitlements
In Exact Synergy Enterprise, entitlements can be considered as vacations, sick days, or other types of 
absence. As such, entitlements will determine the yearly number of absence days of an employee or division. 
Each organization has its own policy on the entitlements and this can also be considered as Personal Time 
Management (PTM) or Personal Time Off (PTO).

To defi ne entitlements for a division or an employee, function right 90 — Maintain division or 145 — View 
Resource card is required. Users with the HR or HR assistant role have these function rights. Users with the 
General manager role have only function right 90.

To defi ne entitlements per division:

1. Go to HRM  Setup  Schedules  Default work schedule, and click the hyperlink of the required 
division under the Division column to view the corresponding division card.

2. Click Entitlements, and then New. You will see the following page:

 

Business 
benefit:  

You can have an insight in the entitlements awarded to a division or employee.
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Note: All fi elds with the “!” icon are mandatory.

Note: All fi elds with the “!” icon are mandatory.

3. At Type, select Vacation. Note: Once Vacation is selected, the following fi eld will change to Days.
4. At Days, type the number of absence days in a year that the division is entitled for.
 Note: The automatic absence entitlement process will calculate the monthly entitlement of an employee 

based on the following formula:

The entitlement per month =  (The entitlement per year)
           12

5. Click Save to save the entitlement.
6. Click Close to exit.

To defi ne entitlements per employee:

1. Go to HRM  Reports  People  People, defi ne one or more criteria to search for the required 
employee, and then click Show.

2. Under the Name column, click the hyperlink of the required employee to view the corresponding 
personal card. Click Entitlements under the Monitor section, and then click New. You will see the 
following page:

 

3. At Type, select Vacation.
 Note: Once Vacation is selected, the following fi eld will change to Days.
4. At Days, type the number of absence days in a year that this employee is entitled for.
 Note: The automatic absence entitlement process will calculate the monthly entitlement of an employee 

based on the following formula:

 The entitlement per month =  (The entitlement per year)
                     12
5. Click Save to save the entitlement.
6. Click Close to exit.           
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Defining the advanced work schedule mode
Exact Synergy Enterprise provides you two options to manage your work schedules, namely the simple and 
advanced modes. You will fi nd more information on these modes under 4.3.2 Registering absence.

To defi ne the HRM general settings, function right 88 – Maintain HRM settings is required. Users with the 
HR role have this function right.

To defi ne the advanced work schedule mode:

1. Go to HRM  Setup  General  Settings, and then click Edit. You will see the following page:

 

2. Under the Person: Planning section, select the Activate: Advanced Work Schedules check box to 
activate the advanced work schedule features. Once selected, a message will be displayed to inform users 
on the corresponding features that will be affected, and that the action is not reversible.

3. Click OK to proceed with the advanced mode and the check box will be disabled. By default, this check box 
is not selected.

4. Click Save to save the changes.
5. Click Close to exit.

4.3.2 Registering absence

A work schedule defi nes the working hours of employees that will be applied when creating tasks, absence 
requests, production, and other business planning. For example, the calculation of the total number of working 
hours will be based on the individual work schedules in work schedule groups that are effective on or within 
the defi ned date(s) when closing the HR period of a division. Together with the Full Time Equivalent (FTE) 
of an employee and the entitlements in general (public holidays and division entitlements), the system can 
calculate the monthly absence entitlements of an employee.

You can defi ne work schedules for different levels: default (corporate), division, and individual. Exact Synergy 
Enterprise provides two options for managing your work schedule, namely the simple and advanced modes. 
The features for creating, listing, viewing, and modifying different levels of work schedules are available in 
both the simple and advanced modes. However, the features for creating, listing, viewing, and modifying work 
schedule groups and linking work schedule groups to employees will only be available in the advanced mode.

Business 
benefit:

You can customize the way the features operate according to the standard processes in your 
organization.
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Simple mode
In the simple mode, an employee can only be linked to one work schedule. This work schedule is fi xed to a 
seven days per week for the default (corporate), division, or individual work schedule. You can only defi ne 
one work schedule per day and it must not overlap with the next day. Each day in a schedule is indicated by 
the name of days; starting from Monday to Sunday. You have the option to automatically calculate the FTE 
whenever a work schedule is modifi ed. This can be done by selecting the Update: FTE checkbox under the 
Schedule section of a division card. The absence entitlement is prorated based on working days, taking FTE 
into consideration, as shown in the following formula:

Monthly entitlement
= FTE x (Yearly entitlement / Number of months per year) x (Number of working days per schedule/ Number 
of working days per month)
Advanced mode
In this mode, you can link one or more work schedule groups to an employee, each with different working 
patterns. Each work schedule consists of a maximum of 99 days for the default (corporate), division, or 
individual work schedule. As such, each day is indicated by a number starting from 1 to 99. This is dependent 
on the number of days defi ned per work schedule. Consequently, the system does not allow the FTE to be 
automatically calculated whenever a work schedule is modifi ed. The absence entitlement is prorated based on 
calendar days, taking FTE into consideration, as shown in the following formula:

Monthly entitlement
= FTE x (Absence entitlement per year / Number of months per year) x (Number of calendar days per 
schedule/ Number of calendar days per month)

Creating work schedules
You can defi ne work schedules for different levels. The following procedures will guide you to create or modify 
different types of work schedules.

Modifying default (corporate) work schedule
The default (corporate) work schedule is the work schedule defi ned at corporate level and will be used by all 
employees that are not linked to any division work schedule and individual work schedule. Note that you 
cannot delete this work schedule. This functionality is available in both the simple and advanced work schedule 
mode. As such, you will see different sets of fi elds in different modes.

To defi ne the default (corporate) work schedule, function right 100 – Maintain default work schedule is 
required. Users with the HR role have this function right.

To modify default (corporate) work schedule:

1. Go to HRM  Setup  Schedules  Default work schedule.
2. Under the Division column, click the Default work schedule (Corporate) hyperlink, and then click 

Edit. You will see the following page if you are in the advanced mode:

Business 
benefits:

 – You can have an insight to different work schedules, which enables you to easily 
compare working hours.

 – By allowing multiple work schedules to be linked to an employee, you can plan your 
employees for staggered working hours.
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 Note: If you are in the simple mode, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, and 
Sunday will be displayed under the Day column.

3. At Number of days, type the total number of work days for the work schedule.
4. Click Calculate to display the list of days under the Work schedule section. The maximum number of 

days is “99”.
 Note: This is only available in the advanced mode because in the simple mode, the number of working 

days is fi xed at seven days, whereby the fi rst day is Monday and the seventh day is Sunday.
5. For each day, select the type of day as Normal, Off day, or Rest day under the Day type column.
6. Defi ne the range of work hours before and after the break under Hours.
7. Click Calculate to calculate the total hours.
8. Click Save to save the changes.
9. Click Close to exit.

Creating division work schedules
The division work schedule is the work schedule defi ned at division level and will be used by all employees 
who are not linked to any individual work schedule. Since a single corporate work schedule may not be 
applicable to a few divisions in a corporate organization, you can defi ne a set of main work schedules for each 
division so that all employees under this division that are not linked to any individual work schedule will 
be, by default, linked to it. This work schedule cannot be modifi ed if it has been linked to an employee. This 
functionality is also available in both the simple and advanced work schedule modes. As such, you will see 
different sets of fi elds in different modes.

To create division work schedules, function right 101 – Maintain company work schedule is required. 
Users with the HR role have this function right.
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To create division work schedules:

1. Go to HRM  Setup  Schedules  Default work schedule.
2. Click New. You will see the following page if you are in the advanced mode:
  
 

 Note: If you are in the simple mode, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, and 
Sunday will be displayed under the Day column.

3. At Division, type or select a division to create a work schedule for this division. 
4. At Number of days, type the total number of work days for the work schedule.
5. Click Calculate to display the list of days under the Work schedule section. The maximum number of 

days is “99”. This is mandatory.
 Note: This is only available in the advanced mode because in the simple mode, the number of working 

days is fi xed at seven days, whereby the fi rst day is Monday and the seventh day is Sunday.
6. For each day, select the type of day as Normal, Off day, or Rest day under the Day type column.
7. Defi ne the range of work hours before and after the break under Hours.
8. Click Calculate to calculate the total hours.
9. Click Save to save the changes.
10. Click Close to exit.

Note: All fi elds with the “!” icon are mandatory.
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Creating individual work schedules
An individual work schedule is a work schedule defi ned for an employee and will precede both the division and 
default (corporate) work schedules of the employee. This functionality is also available in both the simple and 
advanced work schedule modes. As such, you will see different sets of fi elds in different modes.

In the simple mode, an individual work schedule is linked to an individual employee whereas in the advanced 
mode, it is linked to an individual division. As such, in the advanced mode, you need to link an employee to 
one work schedule group or more. Except for the name of the schedule, this work schedule cannot be modifi ed 
if it has been linked to an employee.

To create individual work schedules, function right 102 – Maintain individual work schedule is required. 
Users with the HR or HR assistant role have this function right.

To create individual work schedules:

1. Go to HRM  Setup  Schedules  Work schedules.
2. Click New. You will see the following page if you are in the advanced mode:

 

 

 Note: If you are in the simple mode, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, and 
Sunday will be displayed under the Day column.

3. At Person, type or select an employee to defi ne the work schedule for this employee.
 Note: This is only available in the simple mode because in this mode, an individual work schedule is 

created per employee.
4. At Division, type or select a division to create a work schedule for this division. This is mandatory.
 Note: This is only available in the advanced mode because in this mode, an individual work schedule is 

created per division.
5. At Schedule name, type a name for the work schedule. You can type a maximum of 60 characters. This is 

mandatory.
 Note: This is only available in the advanced mode because in this mode, you can link an employee to one 

work schedule or more. As such, a schedule name is necessary to differentiate the work schedules.
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6. At Number of days, type the total number of days for the work schedule.
7. Click Calculate to display the list of days under the Work schedule section. The maximum number of 

days is “99”. This is mandatory.
 Note: This is only available in the advanced mode because in the simple mode, the number of working 

days is fi xed at seven days, whereby the fi rst day is Monday and the seventh day is Sunday.
8. For each day, select the type of day as Normal, Off day, or Rest day under the Day type column.
9. Defi ne the hours under Hours for days of type Normal.
10. Click Calculate to calculate the total hours.
11. Click Save to save the changes.
12. Click Close to exit.

Grouping individual work schedules
This functionality is available only in the advanced mode. A work schedule group is a grouping of a few 
individual work schedules. For example, you can group the morning, afternoon, and night work schedules 
together. You need a work schedule group before you can link an employee to the individual work schedules.

To group individual work schedules, function right 100 - Maintain default work schedule, 101 – Maintain 
company work schedule, or 102 – Maintain individual work schedule is required. Users with the HR 
role have these function rights. However, users with the HR assistant role have only function right 102.

To group individual work schedules:

1. Go to HRM  Setup  Schedules  Work schedule grouping.
2. Click New. You will see the following page:

 

 
3. Under the Schedule group at Division, type or select a division to create a work schedule group for this 

division. Once selected, the Add button is available at the Schedules section.
4. Type the code of the new work schedule group at Code. You can type up to a maximum of 15 characters. 
5. At Description, type the description of the work schedule group. 
6. Click Add to add an individual work schedule to the work schedule group. You need to add at least one 

work schedule before you can link it to an employee.
7. Click Save to save the work schedule group.
8. Click Close to exit.

Note: All fi elds with the “!” icon are mandatory.
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Linking work schedule groups to employees
This functionality is available only in the advanced mode. The major objective is to link one work schedule 
group or more to an employee. For both modes, if an employee is not linked to any work schedule group, the 
system will automatically link the employee to the work schedule of the division which he is currently under. 
If the division work schedule is also not created, then the system will automatically link the employee to the 
default (corporate) work schedule. Consequently, when calculating the absence entitlement and generating 
MRS, the following logic will be followed:

Priority 1 – The work schedule group linked to the employee.
Priority 2 – The division work schedule if no work schedule group is linked to the employee.
Priority 3 – The default (corporate) work schedule if no work schedule group and division work schedules are 
linked to the employee.

You have the option to:
— link a work schedule group to one employee or more, or
— link multiple work schedule groups to an employee.

Linking a work schedule group to one employee or more
You can link a few employees to a work schedule group at one time. To link a work schedule group to one 
employee or more, function right 100 — Maintain default work schedule, 101 — Maintain company 
work schedule, or 102 — Maintain individual work schedule is required. Users with the HR role have 
these function rights. However, users with the HR assistant role have only function right 102.

To link a work schedule group to one employee or more:

1. Go to HRM  Setup  Schedules  Work schedule linking. You will see the following page:

 

2. Under the Criteria section at Division, type or select a division to display the employees under this 
division. By default, the division of the employee who is currently logged on to the system is displayed.

3. Next, type or select a cost center, job group, job title, and job activity to display the employees of this cost 
center, job group, job title, or job activity respectively. Leave the fi elds blank to display the employees with 
all the corresponding criteria.

4. At Person, type or select an employment ID to display this person. Leave this blank to display all the 
employees.
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5. Select the Employee, Contractor, Student, and/or Temporary check boxes at Type to display people 
with the selected employment type(s). Leave the check boxes blank to display people with all types of 
employment.

6. Select the Active and/or Hired check boxes at Status to display employees with the corresponding 
status. Clear all the check boxes to display employees with any status. You may select more than one.

7. Click Show to display the results according to the defi ned criteria. See the following for a sample results 
page:

 Note: Once you have clicked Show, you will see the Link, Delete, Block, and Unblock buttons.

 

8. Select the required check box(es) next to the employee(s).
9. Click Link to link the selected employee(s) to a work schedule group. You will see the following page:
 
 

10. At Group name, type or select a work schedule group to link the selected employee(s) to this work 
schedule group.

11. Type or select a date to defi ne the start date of the linking process at Effective date. By default, the current 
date is displayed.

12. At Day start, select one of the options to defi ne the start day of the linking process. The options start from 
1 until the sum of total days from all work schedule groups that are linked to the selected employee(s).

 Note: The Link: People section displays the IDs of the successfully linked employees with the Active 
status.
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13. Click Save to link the work schedule group to the selected employee(s). You will see the following page:

 

14. Click Close to exit.

Linking multiple work schedule groups to an employee
You can link a few work schedule groups to an employee at one time. To link multiple work schedule groups 
to an employee, function right 100 — Maintain default work schedule, 101 – Maintain company work 
schedule, or 102 — Maintain individual work schedule is required. Users with the HR role have these 
function right. However, users with the HR assistant role have only function right 102.

To link multiple work schedule groups to an employee:

1. Go to HRM  Setup  Schedules  Work schedule linking and repeat Steps 1 –7 of  To link a work 
schedule group to one employee or more.

2. Click the hyperlink under the ID column of the employee to be linked. You will see the following page:

 

 

3. Click Add to add a work schedule group and link to the employee. You will see the following page:

 

Note: All fi elds with the “!” icon are mandatory.
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4. At Group name, type or select a work schedule group to link the selected employee(s) to this work 
schedule group. 

5. Type or select a date to defi ne the start date of the linking process at Effective date. By default, the current 
date is displayed.

6. At Day start, select one of the options to defi ne the start day of the linking process. The options start from 
1 until the sum of total days from all work schedule groups that are linked to the selected employee(s).

 Note: The Link: People section displays the IDs of the successfully linked employees with the Active 
status. 

7. Click Save to link the work schedule group to the selected employee(s). You will see the following page:

 

8. Click Close to exit.

4.4 Building Up Balances

The absence balances of employees can be built up using three different methods:
 – Manually — In this method, the absence entitlement is added to the absence balance of an employee by 

manually creating requests for credit days.
 – Semi-automatically — In this method, the absence entitlement is automatically added to the absence 

balance of an employee on a monthly basis by manually closing HR periods of a division.
 – Fully automatically — In this method, the absence entitlement is automatically added to the absence 

balance of an employee on a monthly basis by automatically closing HR periods for all divisions.

The best practice is to defi ne a fi xed absence entitlement per division or employee based on the seniority or 
level. This fi xed absence entitlement can be added up semi automatically or fully automatically every month. 
Then, create requests for credit days manually to add bonus absence entitlements when necessary, such as 
when an employee has only created a certain number of sick requests in that year.

Note: All fi elds with the “!” icon are mandatory.

Business 
benefits:

 – Exact Synergy Enterprise provides a systematic and effi cient functionality to 
add up the absence entitlements to employees. As such, you can reduce the time 
required to process absences.

 – Creating requests only involve the employee and the manager in just a few steps.
 – You can easily obtain an overview of absence entitlements and absence balances as 

well as the details of each absence request.
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4.4.1 Settings for building up balances

Before the absence entitlement can be awarded to an employee, you need to defi ne these settings at the HRM 
general settings:

 – the default number of working days,
 – the request types to be used for vacation and sick requests, and
 – the method to calculate absence entitlements.

To defi ne the HRM general settings, function right 88 — Maintain HRM settings is required. Users with the 
HR role have this function right.

Defining default number of working days and request types
The following procedure will guide you in defi ning the default number of working days that will be used in the 
event the value is not defi ned at the division level. Besides that, you need to defi ne different request types for 
different absence requests because the information required are different.

To defi ne the default number of working days and request types:

1. Go to HRM   Setup   General   Settings.
2. Click Edit. You will see the following page:

 
 

3. Under the Absence section, type the number that will be used as the default number of working hours per 
day at Hours per day: Default. This value will be used if the working hours are not defi ned at the division 
level.

4. At Request type: Vacation, type or select a request type that will be used for vacation requests.
5. At Request type: Work time reduction, type or select a request type that will be used for requests on 

work time reduction.
6. At Request type: Sick, type or select a request type that will be used for sick requests.
7. Click Save to save the changes.
8. Click Close to exit.
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Manual absence entitlement calculation
When you select the manual absence entitlement calculation, you will be able to close HR periods for all 
divisions manually and calculate the absence entitlement of an employee automatically.

To define the manual absence entitlement calculation:
1. Go to HRM  Setup  General  Settings.
2. Click Edit. You will see the following page:

 

3. Under the Absence section at Calculation - Entitlements: Automatically, select None so that you can 
close the HR periods of all divisions manually.

4. Click Save to save the changes.
5. Click Close to exit.

Semi-automatic absence entitlement calculation
Using the semi-automatic calculation method, the absence entitlements are automatically added to the absence 
balance of an employee on a monthly basis by manually closing the HR period of a division. To do so, you need 
to do the following:

 – select the option to close the HR periods of a division at HRM settings, and
 – switch on the semi-automatic entitlement calculation option for the relevant division work schedule.

To defi ne the semi-automatic method to calculate absence entitlements:

1. Go to HRM  Setup  General  Settings.
2. Click Edit. You will see the following page:

 

 

3. Under the Absence section at Calculation - Entitlements: Automatically, select Divisions 
(Settings). Once selected, the options to select the day of the next period are available. Select the required 
day to defi ne the day of the month the calculation will be performed.

4. Click Save to save the changes.
5. Click Close to exit.
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Switching on the semi-automatic calculation option
The following is the procedure for turning on the automatic calculation option for a division work schedule.

To switch on the automatic calculation option:

1. Go to HRM  Setup  Schedules  Default work schedule.
2. Click the hyperlink of the required division under Division column, and then click Edit. You will see the 

following page:

 

 

3. At the bottom of the page, select the Calculation - Entitlements: Automatically check box to 
automatically calculate and assign absence entitlements for employees under this division.

 Note: This check box is available only when you select Divisions (Settings) at Calculation - 
Entitlements: Automatically at the HRM general settings.

4. Click Save to save the changes.
5. Click Close to exit.

Fully automatic absence entitlement calculation
Using the fully automatic method, the absence entitlements are automatically added to the absence balance of 
an employee on a monthly basis by automatically closing HR periods for all divisions. To do so, you need to 
select the option to close the HR periods of all divisions automatically at the HRM general settings.

Once completed, the background job will close the HR periods automatically for all divisions and assign the 
absence entitlements to the employees under all divisions, for the previous month, based on the entitlements 
specifi ed for the employees or divisions.
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To defi ne the fully automatic method to calculate absence entitlements:

1. Go to HRM  Setup  General  Settings.
2. Click Edit. You will see the following page:

 

3. Under the Absence section at Calculation - Entitlements: Automatically, select Divisions (All) in 
the fi rst box. Once selected, the option to select the day for the next period is available. Select the required 
day to defi ne the day of the month the automatic calculation will be performed by the background job.

4. Click Save to save the changes.
5. Click Close to exit.

4.4.2 Building up balances from maintenance perspective

Once the necessary settings are defi ned, you can start crediting absence entitlements to employees. There are 
three methods to credit the absence entitlements:

 – crediting the absence entitlements by manually creating requests for credit days,
 – crediting the absence entitlements semi-automatically on a monthly basis by closing the HR period of a 

division manually, and
 – crediting the absence entitlements fully automatically on a monthly basis by closing the HR periods of all 

divisions automatically.

Crediting the absence entitlements by creating requests for credit days
The requests for credit days can be used to manually add or subtract absence days to or from the absence 
balances of an employee. By default, employees with the HR role can create the requests for credit days.
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To create requests for credit days:

1. Click  New: Request on the left menu and select the appropriate request type (in this example, it 
would be Credit days). You will see the following page:

2. At Person, type or select an employee to add or deduct the absence entitlement to or from this employee.
3. Type a description for the credit days request at Description.
4. At Start date and End date, type or select the start and end dates of the day(s) to be credited. By default, 

the current date is displayed at Start date. 
5. Type the number of days to be added or deducted at Days.
6. In the Remarks: Request box, type other useful information, such as a timestamp to indicate the time the 

request is created, the reason for the credit days, and so forth.
7. Click Submit to submit the request. The absence balance will be updated accordingly once the request is 

approved.
Note: The approval may be done automatically or by the manager of the employee depending on the   
fl ow defi ned for the request type used for this request.

Keep in mind: All fi elds with the “!” icon are mandatory.
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Crediting absence entitlements by manually closing the HR period of a division
You can automatically add absence entitlements to the absence balance of an employee every month by 
manually closing the HR period of all divisions. To do this, ensure that you have defi ned the relevant settings at 
the HRM general settings. For more information, see  To defi ne the semi-automatic method to calculate absence 
entitlements at 4.4.1 Settings for building up balances.

To close the HR periods of divisions, function right 87 — Allows to close period for a division is required. 
Users with the HR role have this function right.

To manually close the HR period of a division:

1. Go to HRM  Setup  Miscellaneous  Period closing. You will see the following page:

 

2. At Division, type or select a division to close the period of this division. 
3. At Year and Period, type the year and period respectively to close the period in this year.
4. Click Close periods to close the HR period of the division in the selected period and year. The absence 

balances for the employees under this division will be added up based on the specifi ed entitlements.
5. Click Close to exit.

Crediting absence entitlements by automatically closing HR periods of all divisions
It is possible to fully automatically add absence entitlements to the absence balance of an employee every 
month by scheduling a background job to automatically close the HR period of all divisions. To do this, ensure 
that you have defi ned the relevant settings at the HRM general settings. For more information, see To defi ne the 
fully automatic method to calculate absence entitlements at 4.4.1 Settings for building up balances.

Note: All fi elds with the “!” icon are mandatory.

Caution!  – It is important to determine the appropriate timing to close the HR period for the 
fi rst time because the absence entitlements will be added to the absence balance of 
the employee every time the subsequent period is closed. If required, you can correct 
the absence balance by creating requests for credit days.

 – As soon as a HR period is closed, it cannot be reopened. As such, all unfi nished 
requests, such as credit days in that period should be fi nished.
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4.4.3 Building up absence balances from employee perspective

After you have defi ned the necessary settings, employees can start creating absence requests. As an example, 
the following procedures will describe the steps to create and approve vacation and sick requests.

Vacation requests

The processes involved in the request for vacations are:

– creating vacation requests, and
– approving vacation requests.

Creating vacation requests
All employees can create a vacation request. However, only the request creator and the current actor in the 
request can view or modify the request.

To create vacation requests:

1. Click  New: Request on the left menu and select the Vacation link under the All request types 
section. You will see the following page:

2. At Description, type a subject for the vacation request.
3. At Start date and End date, type or select the start and end dates of the vacation. By default, the current 

dates are displayed. 
4. At Start time and End time, type or select the start and end times of the vacation. 
5. Under the Remarks: Request box, click Timestamp to include your name, date, and time of the remark. 

Next, type your remarks or reasons for the vacation application.
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Note: All fi elds with the “!” icon are mandatory.

6. Click Submit to submit the request. By default, the request will be in the workfl ow of the manager of the 
defi ned employee for approval.

Approving vacation requests
By default, a manager can approve vacation requests created for his subordinates. The approver of a request is 
defi ned in the Flow tab of the request type defi nition used for the vacation request. You can view or modify 
request types at Workfl ow    Setup    Requests   Request types.

To approve vacation requests:

1. Click Workfl ow on the left menu, and then click the hyperlink of the corresponding request type (in this 
example, it would be Vacation) under the Type column. You will see the following page:

 

 

2. Click Approve at the workfl ow step. Once approved, the absence balance of the employee in the planning 
is updated accordingly.
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Sick requests
You need to use a different request type called sick requests to register requests for absence due to sickness. The 
processes involved are:

– creating sick requests,
– approving sick requests, and
– processing sick requests.

Creating sick requests
All employees can create a sick request. However, only the request creator and the current actor in the request 
can view or modify the request. 

To create sick requests:

1. Click  New: Request on the left menu and select the Sick report link under the All request types
section. You will see the following page:

2. At Description, type a description for the sick request.
3. At Start date, type or select the start date where you will be away from work due to illness. By default, the 

current date is displayed at Start date.
4. At End date, type or select the end date of your sick request.
5. Under the Remarks: Request box, click Timestamp to include your name, date, and time of the remark. 

Next, type your remarks or reasons for the sick request.
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6. Click Submit to submit the request. By default, the sick request will appear in the workfl ow of the 
manager of the defi ned employee.

 

Approving sick requests
By default, a manager can approve requests created for his subordinates. The manager is also responsible 
to communicate with the employee on the details of the absence once the employee reports for duty. The 
approver of a request is defi ned in the Flow tab of the request type defi nition used for the sick request. You can 
view or modify request types at Workfl ow  Setup  Requests  Request types.

To approve sick requests:

1. Click Workfl ow on the left menu, and then click the hyperlink of the corresponding request type (in this 
example, it would be Sick report) under the Type column. You will see the following page:

 

 
2. Click Approve at the workfl ow step. By default, the requests requiring processing will be in the workfl ow 

of employees with the HR role.

Processing sick requests
By default, employees with the HR role can process approved sick requests. The processor of the sick request is 
defi ned in the Flow tab of the request type defi nition used for the sick request. You can view or modify request 
types at Workfl ow  Setup  Requests  Request types.

Note: All fi elds with the “!” icon are mandatory.
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To process sick requests:

1. Click Workfl ow on the left menu, and then click the hyperlink of the corresponding request type (in this 
example, it would be Sick report) under the Type column. You will see the following page:

 

 

2. Click Process at the workfl ow step. Once approved, the balance of the sick leave entitlement of the 
employee in the planning will be updated accordingly.

Viewing absence balances
You can view the opening balance of absence balance for an employee brought forward from the previous year, 
outstanding up-to-date balance, and the year-end balance in the corresponding personal planning report. You 
can also retrieve the absence requests that build up the number of absences. Users with security level 10 or 
higher can view the personal planning report.
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To view absence balances:

1. Click Planning on the left menu. Your planning will be displayed, as shown in the following page:

 

 

2. To display the absence balance of a different person, defi ne the required criteria under the Criteria section.
3. Below the Criteria section, click Year to display the absence balance for the required year.
4. Click Refresh to display the absence balance based on the defi ned criteria.
5. Click the respective cells in the calendar to view or modify the corresponding requests.
6. At the bottom of the page, the fi gure under the Actual (Days) column indicates the total approved 

requests in terms of day per absence type. To view how the absence balance of requests are accumulated, 
click the hyperlink for the corresponding request type under the 2012 - Cumulative Absence (Days) 
column. 

7. Click Close to return to the planning page.
8. Click Close again to exit.
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4.5 Generating Reports and Statistics

In order to plan your employees for work, you need to have an insight to the absence trends within your 
organization. With Exact Synergy Enterprise, not only can you easily generate a report on this, but you can also 
easily customize the information that you require.

4.5.1 Generating reports on work schedule groups and employees

You can generate a report on the linkage between work schedule groups and employees. You can customize the 
report to display the following:

 – work schedule groups by employees, or
 – employees by work schedule groups.

All employees can view their own work schedules only. However, you need the following function rights to 
view other work schedules in an organization:

To view the default work schedule, function right 100 — Maintain default work schedule is required. Users 
with the HR role have this function right.

To view the company work schedules, function right 101 — Maintain company work schedule is required. 
Users with the HR role have this function right.

To view the individual work schedules, function right 102 — Maintain individual work schedule is 
required. Users with the HR or HR assistant role have this function right.

To generate reports on work schedule groups by employees:

1. Go to HRM  Reports  Statistics  Work schedule. You will see the following page:

 

 

2. At Group by, select Person. This option is selected by default.
3. At Division, type or select a division to display the work schedule groups linked to this division. Leave 

this blank to display the work schedule groups linked to any division.

Business 
benefits:

 – You can quickly generate a customizable report.
 – You can easily obtain an overview of the work schedule groups and employees in 

your organization.
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4. Type or select a cost center, person, job group, job activity, or job title in the available fi elds to display the 
work schedule groups linked to the cost center, employee, job group, job activity, or job title respectively. 
Leave the fi elds blank to display the work schedule groups linked to any of the corresponding criteria.

5. Select the Employee, Contractor, Student, and/or Temporary check boxes at Type to display the work 
schedule groups linked to employees of the corresponding type(s). Clear all the check boxes to display the 
work schedule groups linked to any employee. You may select more than one.

6. At Status, select the Active, Hired, and/or Inactive check boxes to display the work schedule groups 
linked to employees with the corresponding status. Leave the check boxes blank to display the work 
schedule groups linked to employees with any status. You may select more than one.

7. Click Show to display the report according to the defi ned criteria. You will see a list of work schedule 
groups grouped by employees, as follows:

 

 – Schedule group — This column displays the description of work schedule groups by employees. Click 
the hyperlinks to view or maintain the corresponding work schedule groups.

 – Effective date — This column displays the start date of the linking of the work schedule groups.
 – Day start — This column displays the start day of the linking of the work schedule groups.

8. Click Close to exit.
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To generate reports on employees by work schedule groups:

1. Go to HRM  Reports  Statistics  Work schedule. You will see the following page:

 

2. Under the Criteria section at Group by, select Schedule. By default, Person is selected.
3. At Division, type or select a division to display the employees linked to work schedule groups from this 

division. Leave this blank to display the employees linked to work schedule groups from any division.
4. Next, type or select a work schedule group at Schedule to display only the employees linked to this work 

schedule group. Leave this blank to display employees linked to all work schedule groups.
5. Type or select the start date of the linking of the work schedule groups at Effective date to display 

the employees linked to work schedule groups with this effective date. Leave this blank to display the 
employees linked to work schedule groups with any effective date.

6. Select the Blocked check box at Status to include employees linked to blocked work schedule groups.
7. Click Show to display the report according to the defi ned criteria. You will see a list of employees grouped 

by work schedule groups, as follows:

 

 – Person — This column displays the ID and name of employees by work schedule groups. Click the 
hyperlinks to view or maintain the corresponding employees.

 – Job title, Job group, and Cost center — These columns display the job titles, job groups, and cost centers 
of the corresponding employees respectively. Click the hyperlinks to view or maintain the corresponding 
information.

 – Manager — This column displays the name of the manager of the corresponding employees. Click the 
hyperlinks to view or maintain the personal cards of the corresponding managers.

8. Click Close to exit.
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4.5.2 Generating absence statistics

Exact Synergy Enterprise allows you to generate the absence statistics of employees from the following 
perspectives, based on your selection at Layout under the Criteria section:

 – Absence: Balance – Selecting this option will display the statistics on the absence balance of employees.
 – Duration: Top 20 – Selecting this option will display the statistics on the duration of absence for the top 

20 employees.
 – Duration: All – Selecting this option will display the statistics on the duration of absence for all 

employees.
 – Frequency: Top 20 – Selecting this option will display the statistics on the frequency of absence requests 

for the top 20 employees.
 – Frequency: All – Selecting this option will display the statistics on the frequency of absence requests for 

all employees.
 – Duration: Requests (Content 20) – Selecting this option will display the statistics on the duration of 

absence requests for the top 20 employees.
 – End date: Empty – Selecting this option will display the statistics of absence requests with no end dates.
 – Availability – Selecting this will display the statistics on the availability of employees.

Note: Depending on your selection at Layout, you will see different fi elds.

To generate and/or view the absence statistics of employees, function right 157 – View absence statistics 
is required. Users with the General manager, HR, HR assistant, or Production manager role have this 
function right.

To generate absence statistics:

1. Go to HRM  Reports  Statistics  Absence. Defi ne the relevant criteria to display the absence 
statistics of the employees. Different fi elds are available depending on your selection at Layout, hence you 
need to make your selection at Layout fi rst before fi lling in the other criteria. The following is a sample 
page if Absence: Balance is selected at Layout.

 

2. Under the Criteria section, type or select the code of the required division at Division to display the 
statistics of employees under this division. By default, the division of the employee who is currently 
logged on the system is displayed.

3. At Cost center group and Cost center, type or select the corresponding codes to display the statistics 
of employees under this cost center group and cost center respectively. Leave this blank to display the 
statistics of employees under any cost center group and cost center.

4. At Person, type or select an employment ID to display the statistics of this employee. Leave this blank to 
display the statistics of all employees.

 Note: This is available only if you select Absence: Balance at Layout.
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5. At Show, select Days or Hours to display the statistics in terms of days or hours, respectively.
 Note: This is available only if you select Absence: Balance or Availability at Layout.
6. At Type, select the Employees, Contractor, Student, and/or Temporary check boxes to display the 

statistics of employees of the corresponding type(s). Clear all the check boxes to display the statistics of 
people with any employment type. By default, the Employees check box is selected.

7. At Status, select the Active and/or Inactive check boxes to display the statistics of employees with the 
corresponding status(es). Clear all the check boxes to display the statistics of employees with any status. 
By default, the Active check box is selected.

8. At Request: Status, select the Open, Approved, Realized, and/or Processed check boxes to display 
the statistics of employees linked to the requests with the corresponding statuses. Clear all the check 
boxes to display the statistics of employees linked to the requests of any status. By default, the Open and 
Approved check boxes are selected.

9. Select Year or Reference date to display the statistics on a yearly or daily basis, respectively. If you select 
Year, you will be able to select the respective year by clicking the right or left arrow, or selecting it from 

 . If you select Reference date, you will be able to select the date by clicking the right or left arrow, or 
selecting it from  .

 Note: This is available only if you select Absence: Balance at Layout.
10. If you select any other options at Layout apart from Absence: Balance, you will see the Start date and 

End date fi elds. At Start Date, type or select a start date to display the statistics starting on this date. By 
default, the fi rst day of the current month is displayed.

11. At End date, type or select the end date to display the statistics up to this date. By default, the last day of 
the current month is displayed.

12. At Request types, select a request type to display the statistics of employees linked to this request type.
 Note: This is not available if you select Absence: Balance or Availability at Layout.
13. Click Show to display the report based on the defi ned criteria. The following is a sample of a report:

Statistics on the absence balances of employees:
 

14. Click Close to exit.
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4.6 Exit Management

Each employee in an organization is responsible for a few tasks or customer accounts. Along the process, documents are created 
and modifi ed. However, when the employee leaves the organization, those responsibilities and accounts must be handed over to 
another employee to ensure that the fl ow of the processes are not disrupted and the accounts are managed as usual.

4.6.1 Transfer management

To ensure a smooth transfer of responsibilities, Exact Synergy Enterprise provides a functionality to transfer responsibilities 
from one employee to another. The new employee can then assume those responsibilities or further delegate to other employees 
throughout the organization.

There are two processes that must be carried out when an employee leaves an organization, as stated in the following:

 – to inactivate the employee entry, and
 – to transfer accounts, contacts, people, items, workfl ow requests, and documents from one employee to another.

Inactivating employee entries
If the employee is leaving immediately, you should transfer the accounts, contacts, people, items, workfl ow requests, and 
documents belonging to the employee to another before performing this task.

To inactivate an employee entry, function right 147 – Maintain resource card is required. Users with the HR or HR assistant 
role have this function right.

Caution! Private requests in the workfl ow cannot be transferred using HRM: Transfer - 
Management. Instead, the Exact.Jobs.SysMaint background job will remove the inactive 
employee from the request workfl ow if there are several current actors in the private 
requests, or automatically reject the private requests if the inactive employee is the only 
current actor.

Business 
benefits:

 – When an employee leaves an organization, the fl ow of processes will not be 
disrupted.

 – The accounts, contacts, people, items, workfl ow requests, and documents managed 
by the employee who is leaving will not be neglected.
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To inactivate employee entries:

1. Go to HRM    Reports   People    People. Defi ne one or more criteria to search for the corresponding 
employee, and then click Show. A list of employees will be displayed.

2. Click the hyperlink of the required employee under the Name column to view the personal card.
3. Click Edit. You will see the following page:

 

 
4. Under the Employment section, at Contract end date, type or select the contract end date of the 

employment of the employee.
5. At Inactive, type or select a date when the employee will leave the company. The background job to set 

the employee to Inactive will be based on this date. If you have setup the background job to delete NT 
accounts automatically, the NT account of this employee will be deleted on this date.

6. Select the Blocked check box to block the employee from accessing the Exact Synergy Enterprise portal.
7. Click Save to save the changes.

Caution!  – The access to the Exact Synergy Enterprise portal for the employee will be blocked 
with immediate effect. Therefore, you need to make sure that you only select the 
check box if the employee is leaving immediately.

 – Transfer management is not possible when the status of the employee is Inactive. 
Therefore, you need to process this as soon as possible
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Transferring accounts, contacts, people, items, documents, and workflow requests
If an employee is leaving immediately, you should make the necessary transfers before inactivating the 
employee’s entry. You can transfer the accounts, contacts, people, items, documents, and workfl ow requests 
from this employee to another to facilitate work processes.

To transfer items from one person to another of the same division, function right 34 - Maintain World 
Items, except to change the division is required. Users with the Item management role have this function 
right.

To transfer accounts, contacts, people, items, and documents of an employee, function right 147 – Maintain 
resource card is required. Users with the HR or HR assistant role have this function right.

To perform transfer management with administrator rights on documents from one person to another, 
function right 258 - Allows to edit documents – administrator is required. Users with the Documents 
administrator role have this function right.

To transfer management of contacts and accounts from one person to another, function right 275 - Allows 
batch updates of accounts is required. Users with the General manager, Customer manager, or 
Marketing manager role have this function right.

To transfer the non-private and non-employee specifi c workfl ow from an employee to another, function right 
605 — Allows to re-assign workfl ows in bulk is required. Users with the General manager (Division 
level), Customer manager (Division level), or Marketing manager (Division level) role have this 
function right. Consequently, the Workfl ow check box under the Criteria section is only enabled if you have 
this role and right.

Function right 606 — Allows to re-assign resource specifi c is required when you want to transfer 
non-private employee specifi c workfl ow. Users with the HR (Corporate level) have this function right. 
Consequently, the Workfl ow: Specifi c for a person check box under the Criteria section is only enabled if 
you have this role and right.

To transfer accounts, contacts, people, items, workfl ow requests, and documents from one employee 
to another:

1. Go to HRM  Setup  Miscellaneous  Transfer. You will see the following page:

 

2. Under the Criteria section at From, type or select an employment ID to transfer the selected 
responsibilities of this employee to another employee. This is mandatory. Once selected, the Accounts, 
Contacts, People, Items, Workfl ow, Workfl ow: Specifi c for a person, and Documents check boxes 
will be enabled.
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3. At To, type of select an employee who will receive the selected responsibilities. This is mandatory.
4. By default, the All check box for Accounts, Contacts, People, Items, Workfl ow, Workfl ow: Specifi c 

for a person, and Documents will be selected, if at least one option is available. Clear the All check box 
to select a specifi c option at Accounts, Contacts, People, Items, or Workfl ow.

5. Click Process to process the transfer based on the defi ned criteria.
6. Click Close to exit.
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5. Supporting Processes

In this chapter, you will fi nd the supporting processes for the implementation of the HRM module of Exact 
Synergy Enterprise. These processes, together with the main processes, will help to improve the effi ciency 
and productivity of your organization from the aspects of security and maintenance. This chapter contains the 
following sections:

 – Policies
 – Active directory management
 – Security
 – Assigning security levels to HR-specifi c documents

5.1 Policies

When a successful applicant joins an organization, the person needs to understand the rules and regulations 
or policies related to him and his job scope. In Exact Synergy Enterprise, you can create common policies for 
employees linked to similar groups, such as job titles, job groups, or job activities. As an example, the following 
tasks in this section will guide you to link policies to job titles. These are linked to the personal cards to enable 
the employee to quickly retrieve the policies.

Business 
benefits:

 – The HR personnel will save time by creating only one common policy for a group of 
employees.

 – This provides convenience for employees to easily search and view the policies at any 
time, by linking them via their respective personal cards, which also act as a one-stop 
center for all information related to employees.
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5.1.1 Creating policies

You can create policies related to a specifi c group of employees and link the policies to the respective group. All 
users are able to create policy documents.

To create policies:
1. Go to Documents  Entry  Entry  Document: New.
2. Under the Criteria section at Show, select Type.
3. Under the Select: Document type section, select Policy under the HRM category. You will see the 

following page:

 

 
4. Type the content of your policy in the text box given. You can format your document using any of the tools 

located at the top of the box.
5. At Publish, one of the following options:

 – Normal — Select this option if you do not want to display the document in either the front page or 
headline list.

 – Frontpage — Select this option to display the document in the front page list. Type a short summary of 
your article in the box next to this fi eld. The summary will be displayed together with the subject of the 
document on the front page. The summary is mandatory only if Frontpage is selected.

 – Headline — Select this option to display the document in the headline list.
6. At Subject, type a suitable subject for the document. If you do not defi ne the subject, the system will use 

the fi rst 70 characters of the document as the subject when you click Save.
7. Type or select the rest of the relevant details as necessary.
8. Click Browse at Attachment to attach a relevant document to this policy.
9. Click Save whenever you are ready to publish this policy. Otherwise, click Draft if you still want to edit 

this policy at a later time.
10. Click Close to exit.

Note: All fi elds with the “!” icon are mandatory.
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5.1.2 Linking policies to job titles

From a human resource management perspective, you would fi rst want to link your policies to the relevant 
group, such as job titles, job groups, or job activities. As an example, the following task will guide you to link 
policies to job titles. To link policies to job titles, function right 96 – Maintain job titles is required. Users 
with the HR role have this function right.

To link policies to job titles:

1. Go to HRM  Setup  General  Job titles. 
2. Defi ne one or more criteria to search for the corresponding job title, and then click Show. A list of job 

titles will be displayed.
3. Under the Job title column, click the hyperlink of the required job title to view the corresponding job 

group. 
4. Click Edit. You will see the following page:

 

 

5. Under the Criteria section, at Policy, select the policy document that you want to link to this job title.
6. Click Save to save the changes.
7. Click Close to exit.

Viewing policies
All employees can view the policies related to their job titles via their respective personal card. However, 
they can only modify the documents created by them or for which they have ownership. Users with the 
Documents administrator (Corporate level) role can modify all documents. 

To view policies:

1. Go to HRM  Reports  People  People. Defi ne one or more criteria to search for the required 
employee, and then click Show. A list of employees will be displayed.

2. Under the Name column, click the hyperlink of the required employee to view the corresponding 
personal card. 

3. Under the General section, click the hyperlink at Job title.
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4. Click Edit. You will see the following page:

 

5. Click the hyperlink at Policy to view the required policy.

5.2 Active Directory Management

The main responsibility of the system support personnel of an organization is to ensure that the computer 
systems and network are available, secure and functioning whenever required. Exact Synergy Enterprise 
can help the system support personnel of an organization to focus on these responsibilities by enabling the 
following tasks to be created whenever an employee entry is created:

 – Creating NT accounts and mailboxes automatically for new Exact Synergy Enterprise users.
 – Deleting NT accounts and mailboxes automatically whenever an employee leaves the organization.
 – Switching existing users from one NT domain group to another.

Business 
benefits:

 – Creating the above tasks automatically enables the system support personnel to 
focus on their responsibilities and fully utilize their time productively.

 – The information registered for NT accounts are consistent with the information of 
the employee because they are copied from Exact Synergy Enterprise to the Active 
Directory.

 – Employees can immediately utilize their e-mail when they report for duty 
because the background job will create their mailbox automatically based on the 
employment start date.

 – Since the e-mail is available via internet, employees can access their mailbox 
anywhere and anytime.

 – Maintenance work is signifi cantly reduced because NT accounts and mailboxes are 
automatically deleted when an employee leaves the organization.

 – Your organization will have suffi cient time to fi nalize and close the outstanding 
activities of the employee who is leaving the company because Microsoft Exchange 
can defi ne mailboxes to remain active for as long as a month after the corresponding 
NT account is deleted.

 – You can easily determine the network access from a centralized functionality, based 
on the roles given to an employee.
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5.2.1 Creating NT accounts and mailboxes automatically

An NT account can be automatically created whenever a new employee entry is created in Exact Synergy 
Enterprise, if you schedule a background job. If your organization is using Microsoft Exchange 2003 or 2007 as 
its own e-mail server, mailboxes can also be automatically created for the new employees.

When an NT account is successfully created, the corresponding manager will receive a private task informing 
him of the logon details of the employee. Only the sender and recipient of the task will be able to search and 
view the task.

The process of creating NT accounts and mailboxes automatically involves the following:

 – Creating employee entries. For more details, see 3.2.1 Creating entries for people.
 – Defi ning HRM general settings for automatic creating of NT accounts and mailboxes

Defining HRM general settings for automatic creation of NT accounts and mailboxes
This is a one-time procedure because after the initial set up, consequent procedures will be done automatically. 
To defi ne the HRM general settings, function right 88 – Maintain HRM settings is required. Users with the 
HR role have this function right.

To defi ne the HRM general settings for automatic creation of NT accounts and mailboxes:

1. Go to HRM  Setup  General  Settings.
2. Click Edit. You will see the following page:
 
 

3. Under the Server section at Domain: New - People (Pre-Win2000), type the domain that a new user 
(employee) will be created it. This will create a Windows account in the active directory of the employee’s 
domain. As such, you need to select the use Active Directory check box.

 Note: An active directory is a centralized and standardized system that automates the network 
management of user data, security, and distributed employees, and enables interoperation with other 
directories. An active directory will allow you to differentiate the location of the created NT accounts. 
When using the active directory, the information entered for each employee in Exact Synergy Enterprise 
will be copied to the NT account. You need to use the active directory if you want to create Microsoft 
Exchange mailboxes.
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4. Select the use Active Directory check box for Domain: New – People (Pre-Win2000) to enable the 
background job to create NT accounts in specifi c organizational units. Selecting this will enable the fi elds 
for Organization: Unit (People) and Subdirectory.

5. At Organization: Unit (People), type the active directory container that is used within the domain.
 Note: An organizational unit is a logical container into which users, groups, computers, and other 

organizational units are placed.
6. At Subdirectory, type a sub-directory which acts as the sub-container of the organization unit.
7. Select the create Exchange Mailbox check box if a Microsoft Exchange mailbox is used. Selecting this 

check box will automatically select the use Active Directory check box for Domain: New - People 
(Pre-Win2000) and enable the fi elds for People: Outlook Web Access, Exchange server version, 
and Exchange: Domain.

8. At People: Outlook Web Access, type the Uniform Resource Locator (URL) of the Microsoft 
Exchange server that will be used for accessing webmails. This URL will also be added to the 
corresponding personal card so that the employee can access webmails from their own personal cards.

9. At Exchange: Domain, type the domain that is used by the Microsoft Exchange server for the e-mail 
addresses.

10. At Domain: New - Partner (Pre-Win2000), type the domain that a new Exact Synergy Enterprise user 
(partner) will be created in. You can use the same domain as defi ned for the employees at Domain: New - 
People (Pre-Win2000), or use a different domain.

11. Select the use Active Directory check box for Domain: New - Partner (Pre-Win2000) if an active 
directory is used, to enable the background job to create NT accounts in specifi c organizational units. Once 
selected, the Organization: Unit (Partners) and Subdirectory fi elds will be available. The description is 
similar to Steps 6 and 7.

12. At Domain: New - Customer (Pre-Win2000), type the domain that a new Exact Synergy Enterprise 
user (customer) will be created in. You can use the same domain as used for the employees at Domain: 
New - People (Pre-Win2000) or use a different domain.

13. Select the use Active Directory check box for Domain: New - Customer (Pre-Win2000) if an active 
directory is used, to enable the background job to create NT accounts in specifi c organizational units. 
Once selected, the Organization: Unit (Customers) and Subdirectory fi elds will be available. The 
description is similar to Steps 6 and 7.

14. Click Save to save the changes. Once completed, an NT account and mailbox is automatically created 
whenever an employee is employed by an organization.

Tip: You can also remove the NT accounts and mailbox automatically whenever an employee 
is no longer working in your organization. To do that, you need to defi ne the following at 
the corresponding personal card:

 – Type or select the date that the employee will leave the company at Contract end 
date.

 – Type or select the date that the employee needs to be set to inactive at Inactive date.

The date will determine when the corresponding NT account will be deleted. 
Consequently, the employee can no longer access the network or Exact Synergy 
Enterprise.
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5.2.2 Switching NT domain groups

To effectively manage a number of active NT accounts, you might consider grouping them into different NT 
domain groups. As such, the permission to use each NT account is determined by the group it belongs to. 
From time to time, employees might need to switch from one group to another with the assistance of network 
administrators. To assist network administrators in this task, Exact Synergy Enterprise allows you to run a 
background job to switch NT domain groups automatically. You can do this by linking the appropriate function 
rights to the respective NT domain groups.

Function rights are given to employees to enable them to perform specifi c features. As such, the function rights 
will determine the access to Exact Synergy Enterprise and its network. Users with the HR role can add the 
function rights that are linked to the selected NT domain group to the employee that needs to switch to this NT 
domain group. Consequently, the background job will then switch the user to the domain group that is linked 
to his new function rights.

The process of switching existing users from one NT domain group to another involves the following:

 – Creating roles
 – Assigning roles to employees

Creating roles
To create roles, function right 91 – Maintain roles is required. Users with the HR role have this function right.

To create roles:

1. Go to System  Setup  Security  Roles, and then click New. You will see the following page:

 

2. At ID, type an identifi cation number for the new role. By default, it will show “1000” when you create 
the fi rst user-defi ned role. The identifi cation number for user-defi ned roles starts from “1000” so as to 
allow you to differentiate the system-defi ned roles, which have identifi cation numbers of between “0” 
and “961”, from user-defi ned roles, which have identifi cation numbers starting from “1000”. Once the 
identifi cation number is saved, it cannot be edited.
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3. At Description, type the description of the new role.
4. At Group (NT), type the name of an NT domain group to add the employees with this role into the NT 

domain group.
5. Type or select the rest of the relevant details as necessary.
6. Click Save to save the role.

Assigning roles to employees
After creating the role, you can link it to the respective employee. When the background job runs, it will 
transfer the NT accounts to the designated domain groups. For more details on how to assign roles to 
employees, see To assign roles to employees at 5.3.2 Roles & rights.

5.3 Security

Exact Synergy Enterprise also covers the security aspects of the uploaded information. Apart from ownership, 
the access to certain information is limited only to the employees with the appropriate security level, roles, and 
rights. The details will be described in the following sub-sections:

 – Security levels
 – Roles and rights

Note: All fi elds with the “!” icon are mandatory.

Tip: With this function, which is supported by the SysMaint background job, network 
administrators will have their workload reduced as they can work directly from Exact 
Synergy Enterprise in NT domain groups management.

Business 
benefit: 

You can be assured that only the right employees can view or modify the information in 
Exact Synergy Enterprise.

Chapter 5 | Managing the Employee Life Cycle

 195



5.3.1 Security levels

Security levels are used for limiting access to certain documents, requests, account cards, personal cards, 
item cards, and project cards. For example, a user with security level clearance lower than the security level 
specifi ed in a document does not have access to the document unless the user is the creator or has been assigned 
ownership to the document. For a request, the user with security level clearance lower than the security level of 
the request will only have access to the request if the user is the creator of the request or the user is the current 
actor in the workfl ow of the request. Despite security level settings, only users who are creators, owners, or 
current actors of specifi c information can modify the information. The security levels range from 0 to 101, as 
shown in the following:

Security level Description Who can access and/or modify the information

0 All Everyone, including public users.

1 Customers All customers, partners, and employees.

2 Partners All partners and employees.

3 Customer (Specifi c)

 – The customer that is linked to the 
information.

 – The reseller of the customer that is linked to 
the information.

 – The partner that is linked to the information.
 – All employees.

4 Partner (Specifi c)

 – The reseller of the customer that is linked to 
the request.

 – The partner that is linked to the request.
 – All employees.

5-9 Reserved Not used.

10-98 Internal

 – The creator or owner of the information.
 – The employee linked to the information.
 – All employees with a security level greater 

than or equal to the security level defi ned for 
the information.

99 Creator
 – The creator of the information.
 – The current workfl ow actor of the request.

100 Person (Specifi c)

 – The creator or owner of the information.
 – The employee who is linked to the 

information.
 – The manager of the employee who is linked 

to the information.
 – All employees with the HR or HR 

assistant role, based on the division of the 
employee who is linked to the information.
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Security level Description Who can access and/or modify the information

101 Project (Specifi c)
 – The creator or owner of the information.
 – Members of the project that are linked to the 

information.

For this manual, security level 99 and security level 100 are the most important. Security level 99 allows you 
to create a document or request but prevents that employee from viewing the document or request.
Security level 100 is especially important when uploading personnel archives to Exact Synergy Enterprise, 
which is further described in this manual. Security level 100 means that only employees with HR or HR 
assistant role, the employee himself, and his manager can view the document or request.

5.3.2 Roles and rights

You can also use roles and rights for safe guarding the security of information in Exact Synergy Enterprise. A 
role contains one or more function rights. Function rights are important as they determine the specifi c rights 
held by every employee, allowing different employees to gain access to different modules and perform various 
functions in Exact Synergy Enterprise. As such, roles are useful only when they are linked to function rights. 
For this manual, we will focus on two pre-defi ned roles that are available directly after installing Exact Synergy 
Enterprise:

 – HR
 – HR assistant

You can perform the following tasks with these roles:

 – view person-specifi c documents and requests with security level 100,
 – generate various HR reports available in Exact Synergy Enterprise, and
 – assign roles to employees.

Caution! When you make a clean installation of Exact Synergy Enterprise, no employee will have 
the HR or HR assistant role. As such, you need to select the appropriate employee(s) to 
carry out the HR-related activities.
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An employee with the appropriate role can perform the tasks as defi ned based on the function rights that are 
linked to the role. The following sub-sections will describe the levels in detail, as depicted in the following 
structure and diagram:

 – Group level
 – Division level
 – Cost center group level
 – Cost center level

Corporate level
When an employee is assigned a HR role at corporate level, the employee will be able to perform the actions 
previously mentioned for all employees in the database, regardless of the division or cost center.

Caution! Since a role in this level will obtain absolute power, you need to ensure that you are 
assigning the role to the appropriate person.
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Group level
You can group a few divisions together in a division group. It is then possible for you to link the division group 
to a role by assigning roles at group level. For example, Division A and B belong to Division Group 1. If you link 
an employee to Division A, he will also be a member of Division Group 1.

Consequently, if the employee is assigned a HR role at group level, he will be able to perform the HR 
responsibilities for all employees linked to Division A and Division B, which belong to the same division 
group, except for assigning roles at corporate level.

Division level
When an employee is assigned a HR role for division level, he will be able to perform the HR responsibilities 
for employees linked to the same division as himself. Consequently, you can be given privileges at division 
level, yet you are unable to change the things in another division.

Cost center group level
Under each division, you can create cost centers. You can then group these cost centers in cost center groups. 
For example, Cost center A and Cost center B belong to Cost center group 1. If you link an employee to Cost 
center A, he will also be a member of Cost center group 1.

Consequently, if the employee is assigned a HR role at cost center group level, he will be able to perform the 
HR responsibilities for all employees linked to Cost center A and Cost Center B, which belong to the same cost 
center, except for assigning roles for corporate and division level.

Cost center level
Cost center level is the lowest level where a role can be defi ned. An employee with roles at this level can only 
perform responsibilities for employees linked to his own cost center.

Assigning roles to employees
To assign roles to employees, function right 176 – Maintain role members, 333 – Maintain role members 
– division level, or 334 – Maintain role members – group level is required. Users with the HR role have all 
these function rights while users with the General manager role have only function rights 333 and 334.

To assign roles to employees:

1. Go to HRM  Reports  People  People. Defi ne one criterion or more to search for the corresponding 
employee, and then click Show. A list of employees will be displayed.

2. Under the Name column, click the hyperlink of the required employee to view the corresponding 
personal card.

3. Under the Roles section in the personal card, click Add. You will see the following page:
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4. At Role, select the role which you want to link the employee to, for example HR or HR assistant.
 Note: The available roles are system-defi ned and user-defi ned roles.
5. At Level, select the level to link the employee to the role at the selected level. For this scenario, select 

Corporate.
6. Click Save to save.

5.4 Assigning Security Levels to HR-Specific Documents

You will probably have a lot of information about your employees in hard copy, such as contracts and salary 
slips, before implementing Exact Synergy Enterprise in your organization. The fi rst concern when setting up 
an archive of person-specifi c information is the confi dentiality of the information that you are dealing with. 
Contract and salary details are restricted to HR personnel, the manager of the employee, and the employee 
himself. Therefore, they need to be stored in a secure place. Normally, this would mean a locked archive cabinet 
or room located in the HR department. You can limit access to the archive by making the key available only to 
people who need it for their work. The disadvantage of that system is that the people holding the key would be 
constantly disturbed by people needing information from the archive.

A more practical approach is to transfer these documents to Exact Synergy Enterprise by scanning and 
uploading them in batches to the system. To ensure that only the linked employee has access to a document 
or request without permission, besides his manager and employees with HR and HR assistant roles, Exact 
Synergy Enterprise allows you defi ne the security level for person-specifi c documents and requests linked to 
employees as “100”.

Business 
benefits:

 – It is more practical to store person-specifi c information in Exact Synergy Enterprise 
than in archive cabinets because only the people with the corresponding roles will have 
direct access to those documents. Besides that, and you can utilize the valuable physical 
space for something else.

 – The possibility to upload and archive documents in Exact Synergy Enterprise will make 
paper archives obsolete.

 – Employees can easily and quickly access their personal documents at anytime and 
anywhere via their personal card.

 – Managers can easily and quickly access the personal information of their subordinates at 
anytime and anywhere, without going through the HR department.

 – The time used to search for information is reduced dramatically as all information is 
stored centrally.

 – You can save a lot of valuable time by batch uploading documents to Exact Synergy 
Enterprise, manually or automatically.
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5.4.1 Uploading personnel archives to Exact Synergy Enterprise

The time invested to transfer the documents to Exact Synergy Enterprise is a one-time investment because all 
future person-specifi c documents will be generated digitally in Exact Synergy Enterprise, and automatically 
added to the digital personnel archives.

The following sub-sections will describe the process of batch uploading the documents to Exact Synergy 
Enterprise:

 – Scanning documents as pictures
 – Manual batch uploading of documents to Exact Synergy Enterprise

Note: Before you can upload documents to Exact Synergy Enterprise, you need to install Microsoft Offi ce 
Add-in or Synergy Offi ce Integration. For more information, see Appendix A: Installation of Microsoft Offi ce 
Add-in or Appendix E: Installation of Synergy Offi ce Integration.

Scanning documents as pictures
You need to scan your documents as pictures before you can upload them to Exact Synergy Enterprise. You can 
structure the storage of the pictures by storing them in different network folders. For example, you can create a 
folder per employee and store all scanned documents related to the employee in this folder.

To scan documents as pictures:
1. Scan the document that you want to archive as a picture, using a fl atbed scanner or a scanner that has a 

sheet feeder.
2. Save the scanned picture as a document in .jpg or .gif format. These formats are among the best ones 

available because they will limit the size of the fi les.

Manual batch uploading of documents to Exact Synergy Enterprise
Once the documents have been scanned and saved, you can batch upload them to Exact Synergy Enterprise. For 
smaller organizations, you can batch upload the documents manually, using the following method. However, 
for larger organizations, to batch upload scanned documents manually is time consuming. To provide 
convenience to organizations of this nature, Exact Synergy Enterprise provides an option to combine with FTP 
Flowport, so that you can upload documents directly from the scanner into Exact Synergy Enterprise using 
XML.

All employees can batch upload documents manually to Exact Synergy Enterprise.

To manually batch upload documents to Exact Synergy Enterprise:

1. Open a Microsoft Word document. For Microsoft Word 2007, click Add-Ins at the menu, and then click 
Exact Synergy Enterprise.

2. Click Batch Upload.
3. In the Upload Type section, select Document.
4. In the Type Settings section, select the Multiple Document check box to create an individual document 

in Exact Synergy Enterprise for each document.
5. Under the File List section, select the scanned documents that you want to upload.
6. Under the Process File section, the selected picture fi les will be listed.
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7. Click Continue to continue with the uploading process, or Cancel to cancel the process. If you clicked 
Continue, you will need to fi ll in the following details:

 – For person-specifi c documents, type or select the security level at Security as Person (Specifi c) 
 or 100.

 – Type or select other properties of the document, if required.
8. Click Save or Save as Draft to save the selected documents in Exact Synergy Enterprise.
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Appendix A: Installation of Microsoft 
Office Add-in

To install Microsoft Offi ce Add-in:

1. Before you begin the installation, make sure all Microsoft Offi ce applications are closed.
2. Start Microsoft Internet Explorer and log in to Exact Synergy Enterprise.
3. Go to System  Setup  Other  Installation: Microsoft offi ce Add in. You will see the following page:

 

4. Click Install under the Offi ce Add-In section.
5. Click Download. You will see the following:

 

 

6. Click Run to start the installation process. The process will fi rst detect if the user’s computer has the 
required Microsoft components (the MSXML and MS ActiveX components). If the components are not 
found, they will be automatically installed. After that, the installation of Offi ce Add-in will continue.

7. After the installation of Offi ce Add-in is complete, the message “You must restart your computer before 
the new settings will take effect. Do you want to restart your computer now?” will be displayed.

8. Click Yes to restart your computer. If you click No, the System: Installation page will be displayed to 
inform you of the successful installation.
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9. Click Close to exit. You can now see the Offi ce Add-in function in Microsoft Offi ce applications, such as 
Microsoft Excel, Microsoft Outlook, and Microsoft Word.

To set up the website for Microsoft Office Add-in:

1. At the Microsoft Word or Microsoft Excel menu, click Add-Ins, and then click Exact Synergy 
Enterprise. You will see the following page:

 

 

2. Select Settings to defi ne the required settings to set up the website. You will see the following page:

 

3. At Web site, type the URL for the website where you want to upload your Microsoft Word documents.
4. Click OK to save the changes and exit.
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Appendix B: Creating Mail Merge Layouts

To create new mail merge layouts:

1. Go to Documents  Setup  Layouts  Mail merge. You will see the following page:

 

2. Defi ne the relevant criteria, and then click Show. You will see the existing mail merge layout(s) divided 
over the various document categories as shown in the following page:

 Note: Mail merge layouts are document templates that are customized with information that will be 
reproduced when you create a document using the mail merge layout.
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3. Click New to create a mail merge layout. You will see the following page:

  

4. Defi ne the relevant criteria and the contents of your mail merge layout. If you want to get an overview 
of all available tags, click Help. You will see a description on the function of the mail merge layout, and 
examples on how to use the tags in the mail merge layout. There is a list of tags available and corresponding 
descriptions of the specifi c data that the tags make references to in the Exact Synergy Enterprise database. 
These tags are used to customize information within the document layout.
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Note: All fi elds with the “!” icon are mandatory.

5. Click Save to save the defi ned criteria for the new mail merge layout. The following is a sample of a mail 
merge layout:
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Appendix C: Entering New Accounts

An account type usually starts out as a Suspect, when opportunities have been identifi ed for your 
organization. You will then contact the accounts with the type Suspect to try and interest them in your 
products and services, or the business of your organization.

When a suspect becomes interested in learning more about your organization’s products and services after 
the initial contact, the account type then becomes a Lead. The Lead account progresses to a Prospect account 
when the lead expresses a strong interest in conducting business with your company. At this point, you will 
be presenting your business proposals to try and secure the business deal. When customer meetings and 
negotiations are fi nalized and a deal is reached between the prospect and your company, the Prospect account 
becomes a Customer account.

In conclusion, the types of accounts in Exact Synergy Enterprise are able to capture all information about the 
accounts at any stage of the sales cycle. The information captured during the sales cycle is important to help 
you to make accurate decisions in winning business deals. Thus, the fi rst step in this process is of course, the 
creation of accounts in Exact Synergy Enterprise.

All users can create accounts. You can only create Customer accounts if the Mandatory: Contract check box is 
selected at Customers   Setup   Other   Settings.

To create accounts:

1. Go to Customers   Entry  Entry  Account.
2. Select the type of account that you want to create. You will see the following page:

 

3. Under the General section at Code, type a unique code to identify the account. By default, the account 
code is automatically generated and fi lled in. 

4. Type the name of your account at Name.
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Caution! When creating an account, it is mandatory to create at least one contact. If you save 
the account without entering the contact, an empty contact entry line will be saved 
automatically.

5. Defi ne the relevant information at the respective fi elds. By default, the country defi ned in the division card 
of the account (the division selected under the Financial section) is selected at Country. 

 
 

6. Under the Contact section, defi ne the relevant details of the main contact for the account at the respective 
fi elds.

 

7. Under the Marketing section, defi ne the relevant properties of the account that can be used to categorize 
the account at the respective fi elds. By default, a security level of 10 at Security level and the default 
marketing properties are automatically selected at Type, Since, Status / Since, Classifi cation, Rating, 
Source, Sector, and Size.

 Note: You can set up the default values for the marketing properties at Customers  Setup  Other  
Settings.
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Note: All fi elds with the “!” icon are mandatory.

8. Under the Relations section, type or select the manager, reseller, or account that is related to the new 
account at Manager, Reseller, and Parent account. By default, the reseller is the account in the division 
card and the manager is the employee defi ned as the account manager of the account in the division card.

 
 

9. Under the Financial section, select or type the information related to payments from the customer 
account at the respective fi elds. By default, the division of the creator is selected at Division and the 
account code is selected at Debtor code.

10. Click Save to save the changes and exit.
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Appendix D: Calculation Methods for 
Competency and Performance Review 
Management

There are three methods supported by Exact Synergy Enterprise in the calculation of competency and 
performance review profi les. Before the calculation of the ratings can be done, it is important to have the 
competency and/or performance review frameworks set up. For more details, see 4.1 Setting Up Employee 
Evaluation Systems.

The following document will provide some examples on how the ratings are calculated using each of the 
methods available. The examples of the calculations are based on the profi le and ratings assigned, as shown in 
the following page:
 

Average method
See Table I in the following example for the fi eld values used in calculating competency and performance 
review profi les for the average method:

 

Note: The system provides you with the ability to set the ranges and adjust them to the specifi cations of your 
organization.
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Formula:
Result of fi nal rating = Sum of (the value of each rated competence or attribute x Weight of the competence or 
attribute) / Sum of (Quantity of competence or attribute involved x Weight of the competence or attribute)

Based on the scores given for the profi le and the fi eld values in Table I,

The score for Knowledge:

= Sum of (Value of code A x Weight for Product knowledge) + (Value of code B x Weight for Technical 
knowledge) / Sum of (Quantity of Product knowledge x Weight) + (Quantity of Technical knowledge x 
Weight)
= [(90.00 x 1) + (50.00 x 1)] / [(1 x 1) + (1 x 1)]
= 140.00 / 2
= 70.00
From Table I, the score of 70.00 falls in the range of “40 – 79.99”. Thus, the score for Knowledge is B.

The fi nal rating:

= Sum of (Value of code B x Weight for Knowledge) + (Value of code C x Weight for Creativity) / Sum of 
(Quantity of Knowledge x Weight) + (Quantity of Creativity x Weight)
= [(50.00 x 2) + (20.00 x 1)] / [(1 x 2) + (1 x 1)]
= 120.00 / 3
= 40.00
From Table I, the score of 40.00 falls in the range of “40 – 79.99”. Thus, the fi nal rating fi lled at Rating is B.

Percentage method
See Table II in the following example for the fi eld values used in calculating competency and performance 
review profi les for the percentage method:

Note: The system provides you with the ability to set the ranges and adjust them to the specifi cations of your 
organization.
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Formula:
Result of fi nal rating = [Sum of (the value of each rated competence or attribute x Weight of the competence or 
attribute) / Sum of (highest value of the fi eld value x Weight of the competence or attribute)] x 100%

Based on the scores given for the profi le and the fi eld values in Table II,

The score for Knowledge:
= {Sum of [(Value of code A x Weight for Product knowledge) + (Value of code B x Weight for Technical 
knowledge)] / Sum of [(Value of highest fi eld value x Weight for Product knowledge) + (Value of highest 
fi eld value x Weight for Technical knowledge)]} x 100%

= {[(90.00 x 1) + (50.00 x 1)] / [(90.00 x 1) + (90.00 x 1)]} x 100%
= (140.00 / 180.00) x 100%
= 77.78

From Table II, the score of 77.78 falls in the range of “71 – 100”. Thus, the score for Knowledge is A.

The fi nal rating:

= {Sum of [(Value of code A x Weight for Knowledge) + (Value of code C x Weight for Creativity)] / 
Sum of [(Value of highest fi eld value x Weight for Knowledge) + (Value of highest fi eld value x Weight for 
Creativity)]} x 100%
= {[(90.00 x 2) + (10.00 x 1)] / [(90.00 x 2) + (90.00 x 1)]} x 100%
= (190.00 / 270.00) x 100%
= 70.37

From Table II, the score of 70.37 falls in the range of “41 – 70.99”. Thus, the fi nal rating fi lled at Rating is B.

Summation method
See Table III in the following example for the fi eld values used in calculating competency and performance 
review profi les for the summation method:

Note: The system provides you with the ability to set the ranges and adjust them to the specifi cations of your 
organization.

Formula:
Result of fi nal rating = Sum of (the value of each rated competence or attribute x Weight of the competence or 
attribute)
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Based on the scores given for the profi le and the fi eld values in Table III,

The score for Knowledge:
= Sum of (Value of code A x Weight for Product knowledge) + (Value of code B x Weight for Technical 
knowledge)
= (9.00 x 1) + (6.00 x 1)
= 15.00

From Table III, the score of 15.00 falls in the range of “5.01 – 15”. Thus, the score for Knowledge is B.

The fi nal rating:
= Sum of (Value of code B x Weight for Knowledge) + (Value of code C x Weight for Creativity)
= (6.00 x 2) + (3.00 x 1)
= 15.00

From Table III, the score of 15.00 falls in the range of “5.01 – 15”. Thus, the fi nal rating fi lled at Rating is B.
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Synergy Offi ce Integration (SOI) allows for closer integration between Exact Synergy Enterprise and 
Microsoft Offi ce. With SOI, you will be able to access Exact Synergy Enterprise and all its related functions 
using Microsoft Outlook. In addition, you will be able to perform functions, such as saving and viewing 
documents, saving presentations, and spreadsheets directly and easily to Exact Synergy Enterprise.

Requirements and prerequisites
The following software must be installed before SOI can be installed:

 – Windows Installer 3.1 or above. If you do not have this pre-installed, 
you can obtain it at http://www.microsoft.com/downloads/en/details.
aspx?FamilyID=889482FC-5F56-4A38-B838-DE776FD4138C&displaylang=en.

 – Microsoft .NET 4.0 Framework (Web installer). If you do not have this pre-installed, you can obtain it at 
http://www.microsoft.com/download/en/details.aspx?id=17851.

 – Microsoft Visual Studio Tools for the Microsoft Offi ce system (version 4.0 Runtime). If you do not have 
this pre-installed, you can obtain it at: 

 – (x86 for 32-bit machine) — http://download.microsoft.com/download/F/3/9/F395E3C2-   
28A0-4F0D-9E20-FF4D1ADB08D8/vstor40_x86.exe.

 – (x86 for 64-bit machine) — http://download.microsoft.com/download/F/3/9/F395E3C2-   
28A0-4F0D-9E20-FF4D1ADB08D8/vstor40_x64.exe.

 – Enable the Binary, DocumentManagement, DocumentType, and Profi le web services at System  
Setup  Web services  Settings.

Installing Synergy Office Integration

To install Synergy Offi ce Integration:

1. Go to System  Setup  Settings – General  Preferences.
2. Click the General tab, and then click Synergy Offi ce Integration in the Offi ce: Installations section. 

Alternatively, you can also go to System  Setup  Other  Installation: Microsoft offi ce Add in, or 
Customers  Setup  Other  Installation - Microsoft offi ce Add in.

3. Click Install under the Synergy Offi ce Integration section.
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4. Click Download. 

 

5. Click Run.
6. Click Run again to verify that you want to run the software. You will see the following page:

 

7. Click Next and follow the onscreen instructions.
8. Once the installation is completed, click Finish.

Configuring Synergy Office Integration
After the installation, some confi gurations need to be done to ensure that no problems are encountered when 
you use SOI and save documents or e-mails to Exact Synergy Enterprise.

a) Default document type
The default document types need to be determined for the different usage within the different applications. To 
do this, go to System  Setup  Settings - General  Preferences, click the Offi ce Integration tab, and then 
defi ne the fi elds under the Default document type MS Offi ce section.

b) SOI Confi guration Wizard
When you open a Microsoft Offi ce application for the fi rst time after the SOI installation, a welcome page will 
be displayed, followed by the confi guration wizard. You can opt to skip the confi guration at that moment, but 
you will have to complete it before you can use the SOI features. The confi guration wizard will be displayed 
again if you have clicked on any SOI feature.
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To confi gure the Confi guration Wizard:
1. Open Microsoft Word, Microsoft Excel, Microsoft Outlook, or Microsoft Power Point. You will see the 

following page:

 

2. Click Next. You will see the following page:

 

  

3. At Web address, type the website URL of the Exact Synergy Enterprise software that you want to 
connect to.

4. At Username and Password, type your Exact Synergy Enterprise user name (for example: "domain\
username") and login password.

5. Click Next. A check is done to see if your system fulfi lls all prerequisites needed for the confi guration. If 
the system fulfi lls all prerequisites, the confi guration process will proceed.

6. Once it is completed, click Finish to exit the confi guration wizard.
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Using Synergy Office Integration for the first time
When you access any SOI features in Microsoft Offi ce applications under the Synergy ribbon or toolbar for 
the fi rst time, a login page will be displayed for you to type your user name and password, as shown in the 
following: 
 

Note: If you have selected the Remember me check box, you do not need to login again the next time you use 
SOI until the password expires.

Updating Synergy Office Integration
When you login to SOI, it will check with the version available in the server. If there is a newer version, an 
update will be offered.

If you proceed to update to the latest version, you will have to manually remove the existing version before the 
update is performed.

Once the existing version has been removed, you may proceed to Step 5 of To install Synergy Offi ce 
Integration.
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A mail merge document is often a very useful and an effi cient way of creating letters using contact details 
obtained from your database. It usually contains the same content meant to be sent to targeted recipients. 
The only differing point from one letter to the next is the information specifi c to the recipient, such as the 
recipient’s name and address, company's name, and date.

The mail merge document will contain special tags that are used to insert data from the database to the 
document when it is generated. Synergy Offi ce Integration (SOI) can be used to create a mail merge 
template using Microsoft Word. This document can then retrieve data from Exact Synergy Enterprise to create 
a mail merge.

To create a mail merge, the following steps need to be taken:

 – Create mail merge templates
 – Select the target recipients
 – View the results of the mail merge
 – Complete and process the mail merge

Note: You are able to perform this function only if you have the Professional role.

Create mail merge templates using Synergy Office Integration

To create mail merge templates:
1. In Microsoft Word, click Make a merge document and select either CRM or HRM to load the 

corresponding tags in the Task Pane, as displayed in the following:
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2. Click the required group in the Task Pane to expand it.
3. Click and drag the required tags from the Task Pane to the document to insert the tags into the document.
4. Save the template when you have fi nished composing the mail merge template.

Select target recipients using Synergy Office Integration
Once the template has been created, you can begin to merge your data into it. To do this, you have to select the 
relevant target recipients.

To select target recipients:

1. Open the mail merge template.
2. Click Select target group and select either CRM or HRM as the corresponding data source.
3. Next, select Search to search for the target group or Template to search using an available search template. 

The following page will be displayed:

 

 
4. If you select Search, enter the relevant criteria in the pop-up window and click Merge. If you select 

Template, select the required search template in the pop-up window and click Merge.
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View the results of the mail merge using Synergy Office Integration

To view results of your mail merge:

1. In Microsoft Word, select the Mailings ribbon.
2. Use the Next Record and Previous Record arrows to scroll through the results, as displayed in the 

following page:
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Complete and process the mail merge using Synergy Office Integration
The mail merge is complete when it is processed. The options available to process a mail merge include creating 
a document with the merge results, sending the results to a printer, sending the results to recipients via e-mail, 
and saving the results to Exact Synergy Enterprise.

To complete the mail merge process:

1. In Microsoft Word, click Perform mail merge and select the relevant option, as displayed in the following 
page:

 
  

2. If you select New MS Word Document, Send to printer, or Save to Exact Synergy Enterprise, select 
the required record to process. If you select Send email, select the required record to process, and then 
select the e-mail address to send it to. Enter a subject for the e-mail, and then select whether to send the 
mail as an attachment.

3. Click Merge when you have specifi ed all relevant options.
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Product Update Chapter

250 All chapters

251 4.2.1, 4.6.1
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