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Personal Data Module

Personal Data is the core of the Parklane System. There are a number of functions within this module that are
critical to the overall systems operation. The Department and Group structure setup for accurate data entry and
extraction. The Employee demographic information which can be manually entered or electronically downloaded.
And the master table of up to 1,000 user-defined Attributes, or descriptions used by various modules to build
detailed data bases of reportable information. A variety of additional features exist in Personal Data and are also
described in this user guide.

Options

Departments & Groups

Before you use the system, it must be populated with your organization’s employees. There are two fields that
must be completed to have valid employee records — Department and Surname. If you manually enter employee
demographic data and plan to run a Data Transfer in the future, make sure that the Social Insurance Number/Social
Security Number is also entered on every employee record to ensure that duplicate employee records are not
created by the Data Transfer.

As such, one of the first steps to making the system operational is the setup of the Department table. The
Department table defines your organization’s structure for reporting purposes in this, and other modules. As part
of the initial system setup, the Client is asked to complete a questionnaire which asks for a listing of department
Codes (10 digits or less) and a Department Description (25 digits or less). The system will include these predefined
fields at the time of installation. If the Client has arranged to have a download of their employee demographic
information from another source, and when the Department Description field has been completed, the Data
Transfer will automatically add the Department Code and Description to the Department Table. If the department
already exists in the table, the Data Transfer will update the table with the Description if provided.

If no Data Transfer of employee demographic information is being generated, all department additions will need to
be entered manually.

Departments & Group Tables

¢ In Personal Data click on Options/Departments & Groups/Department & Group Tables.

[ptons] Home .
| Departments & Groups | Department & Group Tables
Form Letter Templates C3J) Employees /w Invalid Departments
Standard Review Dates Enter Hours Worked By Department
L leeeibie Teololes » Dot Clmns oz oz
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The Department Panel notes the current number of Active and Terminated employees in each department, and if
setup, also shows the Group Set and Group Assignment for each department.

CC17 Manage Depariments and Groups

Department Table CC20 Dopastment Table

Add Departments
C28B List or Expoit Depis

Abbreviation Description
Import Departments

12349

Define Group Sels 56881 |Fairmont PS - Princ

Select A Group Set 6882 | [Fairmont PS - vP
Enter Group Names

Assign Depariments 56883 |Fairmont PS - Teacher

1o Groups
€45 List Deptsin Groups '3844-3 | [DoNotuse

Choose Add Departments to add departments. Click on the Abbreviation field and enter a department abbreviation
up to 10 characters. Tab across to the Description field and enter the name of the department up to 25 characters.

CC17 Manage Departments and Groups
CC25 Add Departments
~
CloT—— poitDepts : |i'-\bbreviation ] IDescription ]
Imiport Departments 2 | I I ]
o | | |
Define Group Sets 4 | I I J
g | | | |

A hierarchy of reporting structure can be developed using Group Sets. A maximum of 15 Groups Sets may be
defined. In Personal Data click on Options/ Departments & Groups/Department & Group Tables. Choose Define
Group Sets from the Sidebar menu to add the Group Set name.
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CC17 Manage Departments and Groups

Department Table CC4A Define Group Sets

Add Departments
C2B List or Export Depts Name of Group Set

1 Cororate Group Set

Import Departments

‘ Define Group Sets

Select A Group Set 5 ‘NON EMPLOYEES
Enter Group Names
Assign Departments

to Groups 7 ‘Site Group Set

C45 List Depts in Groups

2 ‘Director Group Set ToAdd A Group Set

3 .
’ |Location Group Set Go to the first blank line and

|
|
|
4 ‘VF’ Group Set | type the name of the Group Set.
|
|
|
|

Mever leave a blank line
between Group Sets.

6 |ALL Group Set

8 ‘Zone Group Set

Click on the next available field and enter the name of the Group Set.
The next step will be to define the Groups within each Group Set.

On the Sidebar menu select Select a Group Set. From the list provided, choose the Group Set in which Groups are
to be defined.

CC40 Select a Group Set

Org Chart Group Set To define your Work Groups and assign Departments to each group,
Director Group Set first select the Group Set from the list.

Location Goup Set

From the sidebar select:
VP Group Set Enter Group Names
All'in One or
Assign Departments to Groups
Testw Blank Groups
ElenvSec
JHE&S

Program Group Set
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On the Sidebar menu select Enter Group Names.

CC46 Enter Group Names
Group Name
~
1 | Administration Y ou are working with
2 |Plant Services Group Set: 01. Org Chart Group Set
3 |Health Services

4 lInformation Services Don't leave blank lines interspersed between

- group names
5 |Maintenance

Define the Group Names by clicking on a numbered field and entering the name of the Group.

Next, Departments must be assigned to each Group Set under the appropriate Group Name. On the Sidebar menu
select Assign Departments to Groups. Click on a Group and press Select F2.

CC47 Assign Departments to Groups S ‘-—l
SN F2 Department Semch
You are working with
Group Set: 01, Org Chart Group Set Check if Depantment
Department belongsinthis group  Group Assignment
L ~
Groyp Selected 12349 Operator Information Services
, 56881 Fairmont PS - Princ Fairmont PS
@0001 Adminisiration 156882 Fairmont PS - VP Fairmont PS
JUU - p—
0003 Health Services 56883 Fairmont PS - Teacher Fairmont PS
| 0004 Information Services 8844-2 D
. oNotUse
0005 Maintenance
0006 Food Services 1884401 Tweedsmuir PS - Princ Tweedsmuir PS
0007 Fairmont PS = :
0008 Tweedsmuir PS 884402 Tweedsmuir PS- VP Tweedsmuir PS
0009 Prof Practices 884403 Tweedsmuir PS - Teacher Tweedsmuir PS
| 0010 Div 11
A-ADMIN T-Admin Prof Practices
A1234-1 A Admin Sec Prof Practices
| | ABC123 Southlake HR Administration
‘ ABC234 Southiake HC Heaith Services
ADMIN Admin 1 Administration

Check boxes will appear next to unassigned departments. In the example above, the group “Administration” was
chosen. Check the boxes corresponding with the departments belonging to Administration.

These steps must be repeated for each Group defined within each Group Set.
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Move Employees

This feature will move all employees from one department to another.

On the Sidebar menu click Move Employees. Click on the arrow under originating department to access the
department list and choose employees department you wish to move. It will auto-fill the abbreviation and

description.

CC24 Move people from one department to another

Originating Department

1 [A-ADMIN 72 [T admin
3 18

Destination Department

& 72 |Human Resources

—
18

SL28 Selecta Department

ADMIN Administration
CONTRACT Contractors
FINANCE Finance

L&L 2010 Logistics

MAINT Maintenance
MNZ234 MW FOOD SERV
PHYSICIANS Physicians
PLANT Plant

UNKNOWN Unknown
VOLUNTEER VOLUNTEER
VOLUNTEERS Vvolunteers
WARDNW North West Wing
WAREHOUSE Warehouse

WELD SHOP Welding Shop
ZZNONSTAFF NON STAFF

HEALTH Employee Health
HR Human Resources
IT Information Technology

KML1234 Kitchener - sub office

FHCHARTING %XCharting

56883 Fairmont PS5 - Teacher

Search Name

Search Code

sort by Name

Sort by Code

Next click on the arrow under Destination Department to access the department list and choose the department
you wish to move employees to and it will auto-fill the abbreviation and description.
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CC24 Move people from one department to another

Originating Department Destination Department
1 |A-ADMIN 72 [T Admin [HR &4 72 |Huyman Resources

o [ |8
3[ 1@ [ 18

Press Start F5 to initiate the move of all the employees from the
originating department to the destination department. A note will
appear indicating the move was completed.

Remove Obsolete Departments

This feature will compare each department with the employee records to determine if the department is still being
used. If not, it will delete the department from the system. This will also delete any exposure hours associated with
the obsolete department. A password is required to execute this feature.

Enter Hours Worked

e —
Options = Home

Departments & Groups -] Departrnent & Group Tables

Form Letter Templates C3) Records fw Bad Departments
Standard Review Dates Enter Hours Worked By Depart.

Attribute Tables - Enter Hours Worked By Group

Print Hours Warked
Skill Sets Table

Import Hours Worked

Hours worked may be entered monthly in order for the Inc/WSIB module to calculate your organizations accident
frequency and severity rates by Departments or Groups and to generate analysis and performance reports in the
Attendance Management Module. Hours can be entered manually or imported electronically. In Personal Data click
on Options/Departments & Groups. Select an entry option by Department or Group and follow the panel
instructions. To access the record layout information for electronic entry, click on Import Hours Worked.
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CCT1 Enter Mours Worked by Degartment
|
Total Hours Workad by Month
Parioa [11/2023 o
Fabruary
March
Degartment Apil
I || @ May
Juna
July
[ e | -
September
October
by St Aoy e November
o4 ehe 116 HOUTS by Ospatmenl, B sy st sl December
Julare 1 o ], WS the denarma
( ¥l w of the impbcalic cor Fan ¥ m
Import Hours Worked
Record Layout for Electronic Download of Hours Worked
Farklane Demo Data
Perszonal Data
Hours worked Record Layout
File Format: ASCII, Un-delimited
File Id: HSHOURS. DAT or wour choice
Record Length: 27 Characters
Field Alpha/Num Length Comments
Department A 10 Must be a walid department code in the
System or translated in Maintenance
Period M [ Format = ¥¥¥Y¥MM
Hours worked M 9 Totals hours worked Tor the period.
This number will replace any hours
currently in the system Tor the
department & period specified (if
applicable).
Filler A 2 can be spaces or CR & LF

run each one separately.
identifies the company.

If wou are running multi-company, wou must create one file for each company and
It is suggested that each file has a name that
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Form Letter Templates

Form Letters can be used to send notices or letters to your employees. To create up to 100 templates, click on

Options/Form Letter Templates

Choose an

SL94

1. Benefit Eligibility Letter -

2. Dental Ben Elig Letter

3. Demographic Check Letter
E bt defined

existing Template, or Not Defined (to create a new one).

Select one from the list

Name the Form Letter and then begin to compose the letter using text and variables which will auto-fill when a

form letter is printed for an employee.

CC2E FormLotter Tomplades

al
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@) Name of Form Letier l—émc& Ellﬁbilﬁ Lmr(Sara) i

Options  Home

Departments & Groups

Form Letter Ternplates
Standard Review Dates

Attribute Tables

Skill Sets Table

Time Markers

|
«Today—>

<First 3and Last Name--————————>
R —

<City, Province——ee———->

<DpPog.)

Dear <First Name

Hire Date: <EmplyDate->
<Position——>

>

Based on your iength of sérvice, you are now eligitle for Company benefits as identSied in the enclosed
Beochure.

Please review Bis brochure caredully and contact the Employ ée Benefits Depantment should you have any
questions.

Dental benefits are not Included in this package. ENgitility requires an addtional 80 days of senvice
Employee Benefits will notify you at that time

4,1

Sincerely,
Sara Kane
Director, Benests and Compensation
fPimFontSize:@apt  O10pt O12pt ,,ﬂ;:' oo et e

Fristruchons 71

bj Vanaties
!Tc-zsy‘s Oate

| Fust Narme

| Last Name

| Fiest & Last Name
|Address

| City, Province

| Country

|Postal 29 Codo
|Foreign Phone
\EED

| Dopastment Code
| Depanment

| Pos®on

{ Supervisor

| Telephone

|SIN

| Status

{Union
{Employment Date
| Birth Date

| MarRal Statys

| Sex

i Contact Name

| Phy sician

{ Pnysician Address
Physician City

| Physician Postal
| Physician Phone
| Heaith No

| To ngcalg 25 BCatan of

N voriabie
1: Type ®
tter

2 [Ta%] st thay powt wil
0 10
Varaties

3. Chek o8 or GOWnD
arrawa 10 vacuble name
& Sekci F4

§ Varaba wil be
riseted 303 cursds wil
retur 10 the letint

ISR Sl n e

Ve S

A

Pot P £5 e 2 |
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Click the Instruction F1 button to see detailed instructions and additional features in Form Letters.

PARKLANE

BYSTEMS

Form Letter Templates

Introduction

Form Letters give you the means to set up letters that you will use repeatedly.

You initially create a template for a letter and from that point on, you may easily produced personalized
letters with the original text and applicable information included.

The letters may then be printed or emailed directly from the software. All emailed form letters are
automatically added to Document Links.

A form letter may be one to three pages in length.

How to Use

Template

Select a template from the list.

For a new template, select the first ‘Not Defined”.

Provide a name or description of the template.

Under “Variables” there is a list of the personalized information that can be inserted in the
template.

In the Template area, type the text as it is to appear in the letter.

Where a variable is to be inserted, type # (Shift 6) and click on the appropriate variable. The
software will reserve space for the variable.

If you need more than one page, you may switch to Page 2, then Page 3. Three pages provided
24000 characters of text.

Indicate the size of the font (9 pt, 10 pt or 12 pt).

Due to font size and spacing, be sure to print a sample to ensure that text fits on the page.
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Standard Review Dates

e Standard Review Dates, or global reviews, for your organization can be defined under Options/Standard
Review Dates. Read the panel instructions for details.

Options | Home

Departments & Groups 2

Form Letter Templates
Standard Review Dates

CC13 Standard Raview Dates

Interval (Days) Activity
o R - You may enter standard of routine activities (procedures or tasks) that are

1 ‘ I |ﬁ||gd out new hira forms : nommally done when following up on an employee. For each activity you

- miay identily the inferval of the procedure in relation 1o today's data
2 10 | |benefn forms filled out You may defing up 10 50 pra-dalined procadures
1 I l 1 Qn his scraon, onter

Interval Days

4 I I This number will be used to determing the target date for this activity

L L i The sargst date will b2 basad on today's date plus the number of interyal
5 I days including weskends

= This number must be
6 l Betwean 1 and 366 days
7 —'_| | Or, for 18 months entor 540 (1 year, plus 180 days)

| Of, Tor 2 yoars entor 730
g | | | | Activity

L Enter the procedure to be done
9 | | l Onee your standard or roufine activihes ara defined

— For an smployee, go to the Review Dates screen and click the “Standards”
10 ‘ button. The system will apply the standard o routing aclivibes and
11 7] detarmine the target dale for each task
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Attribute Tables

Attributes are a table of descriptors or tags. This master list of up to 1,000 user-defined Attributes may be used by
various modules to build detailed data bases of reportable information. To define your attribute list click on
Options/Attribute Tables/Attribute Descriptions. Add a Description to any blank field and choose a Type from the
drop down menu. Selection of “Date” in the Type column will attach the record date to any selected attribute.

Options  Home
Departments & Groups >
Form Letter Ternplates Personal Data
Standard Review Dates
Attribute Tables > Attribute Descriptions
Skill Sets Table C2V Module Attribute Totals
Tirne Markers Move/Merge Attributes Entries
Import Employees' Supervisors A

Attribute Descriptions

CCT6 Attribute Descriptions

@ -

D escription Type

| »

101 WHAT WAS EMPLOYEE DOING? Date

102 Break/Lunch Warning

103 carpentry Date UUse thiz panel only for adding new attributes or
correcting verbage. Mever use this panel for
changing or moving an attribute unless you're sure
that the attribute has never been used in the
system. “ou could cause absolute irrecoverable
damage. See Re-organize Attributes.

Contact Parklane if you have a requirement to
change a description.

104 Cleaning Date
105 Cutting Cardboard Date
108 Digging/Shoveling Date
107 Dishwashing Date
108 Driving in Vehicle Date
109 Dpoor Closing Date
10 Electrical Work Date

1 Fall from Elevation

) [=) =]
[ | [ M
o o
4 4 4 4 4 4 4 4 4 4 A

PEE S—

The Attribute Table can be exported to a text file by selecting the Export Table feature on the drop down menu of
Options/Export Table.
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Move/Merge Attribute Entries

The Move/Merge Attribute Entries feature provides functionality to move or merge Attribute descriptions and all
associated system data from one number to another. Print the C2V Counts report before proceeding.

All users must be out of the system before using this feature.

Enter the attribute number you want to move/merge in the From Table no. field and press Tab. Enter the number
you want the attribute to move to or merge into in the To Table no. Enter or revise the attribute Description if

needed. Select Go SF4 to proceed with the move/merge.

| CC4K Movemerge Afibuta Table Entries

1Head -
2Face

3Eye

From Table no \

[
ToTableno |

40 last 18 Finger(s) LT

4 Ear
5.Teeth
1 6 Neck

7.Chest
8.Back (Upper)
9 Back (Lower)
10.Abdomen
11 Pelvis/Groin
12.8houlder LT
13AmUpper LT
14 Etbow LT
15 AmLower LT
15 WnistLY
17 Hand LT

12 HipLT
20.Leg Upper LT
21 Knee LT
22LegLowerLT
23 Ankie LT

24 Font T

A question box will appear asking you to confirm that all users are out of the system.

system, the process may fail.

QUESTION CCHC4K

Please confirm that everyone is out of the system
or proccess will fail at some point.
Proceed?

Yes ' | No I

If all users are not out of the

If merging one attribute into another, a question box
will appear to confirm and a second question box asking
if you are sure you want to merge into another
attribute. A message box will confirm the move/merge

is complete.

QUESTION CCHC4K

You are about to merge one table entry with another.
Proceed?
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QUESTION CCHC4K

0 Are you sure?
T

o Move Complete

Export Table

CCHC4K X

Print the C2V Counts report and compare with
the initial report run prior to running this
process.

This feature allows the user to export the Attribute Table by creating an export file with tab or comma delimiters or
by sending the file directly to Excel. Click on the selected option, indicate the location and name of the file and

proceed with on panel instructions.

SL42 Select one option

F1 Create export file
F2 Export results to Excel

F3 Export results to Excel as .csv

SL42 Select one option

F1 Use tab delimiters

F2 Use comma delimiters

. AT 11707 Z0IU 20 FIVI FHETOIAETr ‘ I
) Libranes | XTN 11/01/2010 4:26 PM File folder i
5| Documents v e | b
25 items
File name: v | Selectfiles (C7P*.TXT) ~|
[ Open ]v] [ Cancel I

Skill Sets Table

This feature gives users the means to track employee levels of education, skills, courses, seminars, certifications,

etc. The associated reporting allows the user to search the data base and find those employees who have specific

levels of education, skills, or taken specific courses. Up to 5,000 skill types can be tracked.

To begin using the Skills Set feature, the user must first define the categories to be tracked. Click on Options/Skills

Sets Table. The name of the category can be revised if necessary. Enter the field number and press tab, enter the

field Description and press tab, enter the field Abbreviation and press tab. Continue the above process until this

Category is complete.
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Categary Coursas

m Safe

Description 0004. Hand Hyglene

Abbreviation

Targeted Fositions

§ Equipment
R Attsndance

Vaccines

To enter a record for an employee, see the section on Skills Set on page 25.
Import Employee’s Supervisor (OLIR)

An import file can be built which will populate the Supervisor name and title on the employee’s Personal Data
record. For instructions and the record layout to create this file click on Options/Import Employees’
Supervisors/F3 View record definition. A link will be established to the internet which will open the instruction
document.

Import Email Addresses

An import file can be built which will populate the Email Address on the employee’s Personal Data
record. For instructions and the record layout to create this fill click on Options/Import Email
Addresses/F3 View record definition. A link will be established to the internet which will open the
instruction document.

Import Badge or Card Numbers

An import file can be built which will provide alternative access to an employee through the Parklane SIMON or
KICS products by swiping a card with a bar code or magnetic strip. For instructions and the record layout to create
this file click on Options/Import Badge or Card Numbers/F3 View record definition. A link will be established to
the internet which will open the instruction document.
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Reassign Staff, Review Dates

As staff depart, vacation, take leave, or changes in user caseload are necessary,
this utility provides the ability to permanently or temporarily change the
Managing Staff field for all outstanding Review Date records from one User ID to
another. In the case of a temporary reassignment, the records can be reassigned
back to the original user or another user.

Under Options select Reassign Managing Staff on Review Dates. Select the
intended procedure by clicking on the radio button. Type or select the User ID of
the Managing Staff the records will come from, then type or select the User ID of
the Managing Staff the records will be reassigned to and press Continue F5.

o

CT3L Change Managing Staf

Ingicate which procedure 10 pesform

Permanently assign records from one Staff Membder 10 anothér

9 ' Regardng 3 Stalf Member who 18 temporanly unavaliable

Options = Home

Departments & Groups

Form Letter Templates
Standard Review Dates
Attribute Tables

Skill Sets Table

Time Markers

Import Employees’ Supervisors
Import Email Addresses
Import Skills Set

Import Badge or Card Numbers
Export File for Badge Import

Data Purge / Destruction

Reassign Staff, Review Dates

C3R Temporary 5taff Reassigns

ASSign records to another stalf member with the intention those records might de
reassigned back or, 10 another person

QUESTION

Refarring to records that have been temporanty assigned 1o another Staff Member
Reassign those records 10 the original or another staft member

From To
Type Uiser Id of Managing Staff ot Select Managing Staff from table
select fromtable

KFERRELL 51,

N

SARA > L

KAREN - CLMS MGR SARAK

i & | Reassigning KFERRELL to SARA
&Y Change Review Dates,
Temporary reassignments,

Continue?

V! Change Managing S1aff on ouistanding review dates

Once the utility is complete, a report will be generated which provides the details of the reassignment.

PKD-Company 1
Personal Data

Page 0001 C3T
Date 30 Mar 17

Review Dates Reassigned from KFERRELL  to SARA Time 10:01
Temporarily Assign

Employee Date To B8e Done Key
AARON, PETER 125 tF/t 13 Mar 17  cccccccccccececcEccccoccocccee 25
AARON, PETER 125 ¢tF/t 20 Mar 17 5555555S55555555555S 25
AFFRAID, BERT 2142 F/t 11 Nov 17 KPI REQUIRED BY NOV 30/17 142
ANDERSON, JENNI 2160 F/t 30 Jan 17 000000000000000NNN0X 160
ANDERSON, JENNI 2160 F/t 22 Feb 17 ELIGISLE FOR DENTAL BENEFITS 160
ANDERSON, JENNI 2160 F/t 21 Mar 17 cCceeceeeeceeececece 160

-
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Employees

Open/New Employees

Open Employee

The next significant function in Personal Data is to maintain employee | NewEmployee
Delete Employees

demographic information that is used by the other modules. Click on Employees,

Review Dates Work Sheet

choose New Employee to manually add, or click on Open Employee to see
current employee demographics information.

NOTE: Populate electronically by using the Data Transfer feature. (See the User

Guide on Importing Your Employee Demographics.) 1. Open Employee Record

Selecting an Employee

CT30 Search for Employee Open Employee Record

FirstName | | Search keyword |:]
F1] LastName | | SystemAssignedkey [ |

vl I ' [ ]
bt a8 Employee no. or ID

Includes terminated employses Getlast employee ABRAHAMS, F’E

Show last 25 employees you accessed,
.
by last time accessed

Show last 25 employees you accessed,
by last name

Employee Records consists of several panels of information.

You may select the appropriate panel from the Sidebar menu on the left of the Employee
Record Information Panel. Each panel reveals more information about the selected
employee.
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Personal Data Module

Alternatively you can use the control functions noted on the bottom of the panel to move from one panel to

another.

Using keyboard: [Ctrl Return] Go to any panel
[Ctrl a, etc] Move cursor to field labeled a] etc.

Last Panel CtrQ | Next Panel Ctrv Home F11 Menu F12

Work Detail

CC02 Work Detail

3] First Name ]

Last Name [ABRAHms

Department [55883 Bre

‘Fraurmont PS- Tea(;her

Status | Full-time v Permanent v

Position [CUSTODIAN ]
Paosition Date [0_1/01120_03 -
Union |UNIONA ]

12 [ Renire

Hire Date [01/0122003

Termination Date l =

Supervisors

Last Name (RANE

First Name [MAE
Title MANAGER

[0 glPronibit access to this employee’s records
(However, records will appear on reports.)

[J b] Works Multipie Departments / Positions
'. |

d) Employee Id @ ;._;s‘!em Key
Daily Hours [ 8:00
Weekly Hours {@TI
Work Hours El 10 EEI
............... =
LastReviewDate | | @
Next Review Date [—j3

Years Experience | i [ Months

1] Miscellansous [('_JVINSC’#‘IV ' J

Miscelianeous 2 [.','”SC #2 J

Miscellaneous 3 !MISC #3 ]

SIN, SSN & Salary

CCO9 SIN,SSN & Salary
Social Insurance No. Warning. SIN is invalid
Salary &Date | 3500 | |Houly ~| [oan12022 |=
Exemptions Amount Code
Federal |11038 | l1 I
Provincial I 9574 | l1 I
Salary History Salary Type Salary Date Date
35.00 Hourly 03/01/2022 161112022
35.00 Hourly 05/04/2022
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Personal

CCO3 Personal

8] Address
City. Province
Province Code
Postal Code

Country

1585 NUT ROAD

LONDON ONTARIO

ON ~
GIXSC3

CANADA

Contact Information

b] Home Phone

Business Phone
Cell or Foreign

d] Business
Emall Address

Personal
Emall Address

Badge Number

Badge as of

Contact, Health

816 | |222-2222

519 | |857-3386

416 222.3333

Ext 2240

Marital Status ‘Married v

k ferreli@parkianssys.com

f] Birth Dats |10/10/1964

Gender Male -

Langusge ENGLISH v

O NA
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CCO04 Contact, Health

Contact information

3] Emergency Contact

Telephone |237 | [224-9876

MARY .’.'E RAHAMS

[EMERG CONTACT AT SPOUSES WORK

Addttional Info. |SPOUSE

b} Physician |DR DOUTTLE

iPHYSIClAN AT OFFICEADDRESS

Physician Address |87 PINE ST

City, Province !LOf-IDON. ON

Postal Coge [NGV 2L8

Telephone (519 | [453-0008

Health Information
8] Health Number (987654321

LTOATIP. 06022021 |
LOA Start Date |09/102021 | =

LOA Stop Date (2511272021 | =

Matémity Start Date |010052022 | =

Matemity Stop Date L3_1_ _foif2322__]3

Estimated Dalivery |05/05/2022 -
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Attributes

Attributes that are unrelated to a specific Parklane module can be highlighted using the Attributes panel in
Personal Data. Up to 20 dates can be captured for any one attribute. Click on the appropriate attribute and click
Select, followed by entry of a date. Comments regarding the attribute can be entered below the data entry fields.
The Reports/Attributes dropdown provides several reports related to highlighted attributes.

CCO6 Attributes

List of 3l attnbutes

.,
w
2
>

[

wNn -
<O

2

—-_— “
[=
-
i

|

—

mmmyx

—
o

®
5

—

eck
Chest
Back (Upper)
: f ‘ \ | | Q Back (Lowar)
‘ | { i 10 Abdoman
, 0 T 11 Palvis/Groin
| | { 3 | L - 12 Shoulder LT
13Arm Upper LT
14 Eibow LT
, . 15ArmLower LT
b} Comments 16 Wnist LY
| 17 Hand LT
18 Finger(s) LT
19 HIpLT
20 Leg UpperlT
21KneelT
22 Leg LowerlT
23Ankle LT
Z4 FootlLT
25 Toe(S)LT
26 Shoulder RT v

0 00 N O

Select another attribute by
ciickng on the attribute above
{hen Select
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Skill Sets

To enter a record for an
employee, open an employee
record, select the employee and
from the Sidebar menu click Skill
Sets. Choose the Category from
the drop down menu and press
tab, choose the Skill from the
drop down menu and press tab.
Continue to fill in the remaining
fields as required.

General Comments

Unlimited comments for each
employee can be recorded. In
Personal Data, access an
employee and select General
Comments from the sidebar. The
system will auto-fill the User ID,
date and time the comment was
entered and will show the current
number of comment panels for
this employee. The User ID, date
and time will also be captured if
these comments are changed.
Comments can be printed at
anytime.

CCO08 Skill Sets

ategory [Seminars & Courses

Skill  Project & Time Management

Description = =
sl |Project & Time Management
Addl information |

Dates

Institution o = =
|Business Management Institute

Locaton |Toronto. ON

Results |Completed

Costs [ 750.00

Comments

|Session 2 - scheduled for Sepy23

CTM1 General Comments

Comments can be setup to prevent future changes to the text via Security. Contact Parklane Support for details
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Review Dates

Activities or follow-ups for an employee may be tracked under Review Dates. Pull pre-defined reviews by clicking
Standards F6 or click on Add Activity. Enter a date of the activity and tab to the User ID. The User ID will auto-fill
based on the user currently logged into the system. The User responsible for completing the activity may be
changed by clicking on the arrow at the top of the User ID column or by clicking the Change User F9 button at the
right of the panel. Tab to the Activity field and enter text instructions related to the activity. The Done checkbox
will auto-fill a review date item, stamping it with today’s date and the User ID of the user currently logged into the
system.

CC11 Review Dates a— | |

Date 3 User Id J &1 Activity

1501011202

OB KEE
oooo

The See Details checkbox will open a panel which CE1F ‘Activity Detals
allows the user to enter the Action taken for the
Activity, and a Completion Date. Do NOT click the

Done check box, the system will auto-fill.

User |SARA ‘J‘:‘;'
Archive SF4 will place completed review dates in an :
. ACtivity | call ee re dental ben
accessible spreadsheet. - ,
Action | Completed on 13 Apr 23 by SARA & Done
Several reports are available related to Personal Completion Date [T70a023 1=

Data Review Dates.

Page 25.



User Guide

Form Letters

To generate a form letter for an employee click on Get Template and select from the drop down list provided. The
variables associated with the chosen template will auto-fill as the form letter is displayed. Text may be inserted or
deleted throughout the letter is required. Doing so will not change the master form letter template content. Each
letter may be a maximum of three pages in length.

Print the letter by clicking on Print to PDF. Once the PDF opens, all application features are available to the user.
Clicking Print will send the letter to a default printer to create a paper copy.

Clicking Link Doc will store the letter for future reference on the Document Links panel of the record.

By entering a Reply Due Date and clicking on Add Reminder, the system will add an activity to the Review Date
panel of the record.

When a form letter appears outdated, click Reset Letter to initialize the panel to the master form letter template
content.

To send the letter, click SF8 Email letter to: This opens a panel in which the worker’s email address will auto-fill,
allow for the additional recipients and provide editable text indicating the Form Letter is an attachment to the
email. Ten additional attachments may be sent with the letter by clicking attach File F9 or Doc Link SF9 and
selecting a file from the browser or from the list of document links. A copy of the letter, a copy of the email and a
copy of each additional attachment will be automatically added to Document Links. The emailed Form Letter, the
Letter Attachment and all additional attachments will be recorded in the TMB Audit.

CC2F Form Letters Ly

3

f
ilun 30,2023
Title

Peter Abrahams
210 Angela Street
London, ON

N4K 1R9

Dear Peter 4 3

Last Pninted

According to our records, you are now eligible for Company dental benefis. Enclosed is a brochure
oullining benefits and limitations to this plan

§0ul plan is administered by the Fabulous Life and Medical Insurance Co. A supply of dental forms has
ibeen enclosed for your convenience. A sample is provided to guide you through the form completion

[

|process.

|

iwe are pleased to provide you with this benefit. Should you have any questions, piease contact a Benefits
{representative by calling Ext 250

iSmcerely,

|BarbaraA. Scott
| Director, Benefits and Compensation

Any content changes will not affect the actual template
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Module Usage

The Module Usage panel

CC18 Module Usage

This empioyee has recorss In

Date Record Added

07 Nav 17

provides a read-only view of

2 Personal Data Doc Links Last Changed 19 May 21

the modules in which the

Recall, Tests taken & Doc links Last Data Transfer

current employee has 5 Incident Reporting A ———

records. & Work Accommadation

& Disabllity Management Previous Last Name

2 Aftencance Date Changed

2 Chant Previous Depariment LTCH

[0 Lifestyle Date Changed 104 Apr23
& Simon Previous Status LOA

Date Changed 07 Apr 22

Document Folder

The Document Folder feature allows the user to paste text documents or type notes for future review. (Text only,
no pictures or images.) The maximum number of characters is 8,000 (equivalent to approximately two pages of a
MS Word document). The format of the document may vary slightly from the original document. Once a
document is entered, changes may be made until midnight and only by the original author. The See List button lists
all documents in the Document Folder.

Access to the Remove function is controlled by Security.

CC21 Document Folder 4 A Ridod i3 ok Lt S Fe i B i
Reference |Dental Eligibility Letter |
[Jun 30, 2023 1
Peter Abrahams
{210 Angela Street
London, ON
N4K 1R9
Dear Peter 0T e 2
"™ - Fed A/
cnieread oy
|According to our records, you are now eligible for Company dental benefits. Enclosed is a brochure L
outlining benefits and limitations to this plan S A "
ARA
|Our plan is administered by the Fabulous Life and Medical Insurance Co. A supply of dental forms has been
enclosed for your convenience. A sample is provided to guide you through the form completion process 30,’06{2023

11:19
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Document Links

The Documents Links feature allows the user to link and view electronic documents that are related to the
employee.

Documents that can be linked include, but are not limited to:

e Documents (.doc, .pdf)
* Images (.jpg, .gif)

e Spreadsheets (.xls)

e Emails (.msg, .html)

In Personal Data, documents are linked directly to the employee. Move the cursor to the Origin column of the first
blank line. Enter an Origin and Description of the document. The system will auto-fill the user and date entered.
Click on Link. The Windows dialogue box will open and allow the selection of the document to be linked. A note
will appear confirming the document was linked successfully.

To see a document, highlight the appropriate line and click View. The system will call up that document. Up to 800
documents may be linked to one employee.

Access to the Remove function is controlled by Security. Click Remove to delete link.

For details on Document Types, Scanning Documents, Location of Original Document, and other considerations,
please refer to Parklane Support of the Special Features User Guide.

CTL1 Document Links -3, 78 Sori Dwx Q\ FS Find a Socurman No of Links: 89

No. User Date Origin DocDate = Description

1 [sara  joaozro1s | [Formir | |[Benent Exigivility Letter 1 £
2 lsara 2421201 | [Fomir | |[Benent Exiginility Letter |

3 saRA (1111122014 | [HR | |[Diploma Req for File

4 ISARA 1111172014 :—For;n Ltr | E?BehénfEngibmt,' Letter

5 [sara 1112014 | [HR |[B-Day Email ]

5 ISARA 101022015 | [FormiLtr ':Denlaliairjﬂg Letter |

7 |SARA 12/0572015 | |FormLtr |Dental Ben Elig Letter ‘

8 SARA 18/11/2015 EVFAor."\ Lt t;@emqsabﬁacbn‘ercl‘»'Leﬁé;

o !sara  loz12201s | [Formir | |[Benefit Exigivility Letter

o [oamnlooizaors | JEE | JFevyiureomatis

11 [sARA (150372016 | [FormLir i E?‘{’,‘,"’f,‘ Ben Elig Letter.

12 [sarA__ 15032016 | [FR I [Emait e Atendance |

13 [SARA 26/04/2016 | [FormLu [IVPS sample itr j

14 |SARA  |26/0412016 | [Formit | |[Benefit Eligibility Letted] v

"indicates no ;C‘;:’;\;M was inked, x = Document may not be daileted
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Employee Labels

CC2R Demographic Labels

This task prints demoagraphic information on labels. Two duplicate Iabels are printed.

Labels must be 4" wide and 2 high. Use labels that are "2 up™ and have 10 labels on a page.
(There's no space between each |abel).

To reduce waste: The systemwill ask you each time, which Iabel number to print on. This number
applies to the label in the left column.

Continue F5 | Close Fi2

Dept: Fairmont PS - Custodial DOB: 31 Oct 80
ABRAHAMS, PETER Mar: Married
210 ANGELA STREET Sex: Male
LONDON, ON Con:
CANADA
N4K 1R9 13 oA
(519) 432-0087
SIN: 112-345-678 HC#:
ID: 125 Pos: CUSTODIAN
Stat: Full-time DOE: 01 Jan 03 Date 26 Sep 18

Additional labels are available under the Reports dropdown in varying sizes and formats.

Employee Activity

Employee Activity produces an Excel spreadsheet listing of an employee’s records from the Incident
Reporting/WSIB Claims Management, Disability Claims Management and Work Accommodation modules based on
the variable and date selections.

Employee Activity
ABRAHAMS, PETER Activity by Year
Date of Birth Range
October 31, 1580 L0005
Employee 10: 203220
125
& Dsabilny Masagemant
Doty dets does not inclode R05 s i
B werk Mesemodetea
Position (AN 205 W07 09 20137 N4 2005 06 2017 018 20019 200
Values
Days Lost
Oate Inc/Acc Status Desc (If RTW Date (if Total Costs (if ¥
Module  / Prog Class. applicabie) Type Reason applicable)  Closed Date licable) Nicable)
Disability Management Claims $23,293.00 595 7
(Blank) Short Term Disabviity Approved liness 15-Ape-18 FHApr-1d §0.00 43 1
21-Apr19 Short Term Dosability Approved Injury 10ct19 $100.00 57 1
27-Now-17 Long Term Daabdity Approved 1Aness SFeb-128 S Feb-18 $5,068.00 a3 1
24317 Long Term Desabulity Pending Injury 31-tan-19 15-Feb-19 $50.00 07 1
40017 Long Torm Cuability Approved Injury 23 k017 30-Jan A7 $3,725.00 15 1
13.Nowld  Short Term Disabslity Approved Injury 1S-Dec-l4  0Marls $600.00 70 1
S-jun-14 Short Tortn Disabiity Approved Ingury 23-bun-14 30 un-1¢ $13,750.00 20 1
Incident Reports and Clalms $109,953.47 562 21
15-430-20 Reoceurrerce Approved 20-120-20 $0.00 1
6hn20  LostTine e Pending Steuck By 1392020 $4,.212.50 23 1
_— e e — - 1
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TMB Audit Report

The TMB Audit Report provides several options to sort and generate audit reports related to entered data.

£ 12|

User Notes & Email

The User Notes & Email panel provides three features:

e A Note area to enter text, which will globally pop-up in any module opened for the specific employee. The
system will auto-fill the original user name and date entered, along with user name and date of most
recent edit. A date field is also provided to automatically remove the note if time sensitive.

¢ F2 Open mailto to send email to this employee wherein an email will open applying the employee email
address from Personal Data. If no email address exists in Personal Data for the employee, a completely
blank email will open. Proceed by entering Subject and the email text.

¢ F3 Open mailto to send email to another user wherein the list of Parklane Users will appear at which point

clicking on a name will open applying the users email address from Security. When using either email
option, a copy of the email will be added to your Email Program’s sent folder.
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CTLS User Notes & Email
These notes will be shown to 3 usaer when they access this employee anywhere in the system

They are avallable o only thoss who have access to this panel

3] Noles

l b] Enter date if these notes are 1o
removed automatically

1=

Edited by

Date

Employee's Email. s kane@parklanesys.com

EEB) Send email to this employee
EE2 Send email to another user

Copy of email will be addad to your Email Progranm's Sent folder

Security controls which users will see the note when accessing this employee or their records.

Demographics
The Demographics panel provides a read-only pop-up of the employee’s general demographic information. The

Demographics panel is available in various module records for easy reference. Security controls which users will
have access to the Demographics pop-up on module by module basis.
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CT35 Demographics
Surname AFFLECK Department TES Parking - Meters
Given Name BEN Employee id. N170
Address 155 NUT ROAD Status Full-time
City. Prov.State BURLINGTON ONTARIO Position PARKING METERS
Country CANADA Hire Date 01/02/2012
Postal Zip Code GIX5C3 Union UNION A
Home Phone 416222-9688 Supervisor FERRELL, KAREN JOAN
Business Phone 519657-3385 2240 SUPPORT
Cell, Foreign 416 222-6632
Birth Date 10/10/1964 Dally Hours 8:00
Age 60 Waekly Hours 40:00
Sex Male Work Hours 8:00 to 17:00
Marital Status Married Miscellaneous MISC 1 FIELD
Language ENGLISH Key 170
Business Emall kferreli@parkianesys.com
Personal Emall

In A Nutshell

The In a Nutshell panel provides the user with a one-page overview of an employee’s current records from various
modules. The modules included are Incident Reporting, Disability Management, Work Accommodation,

Attendance Management and Chart.

Depending on the user’s Security access, checkboxes provide access to more detailed record information. The “R”
checkbox opens the actual record and the “C” checkbox opens the General Comments related to the record. In the
case of Incident Reporting, Disability Management, Work Accommodation we can see the most recent five records.
Attendance Management will show the most recent twenty-five records, as well as an indicator and date if the
employee is in an Attendance Case Management Program. The date of the last Health Centre visit is provided from

the Chart module.
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cTLA ployee Records in 8 Nutsheil Aok chack bar undar 'R 1o aocass achual recond
Click check box under “C to v ganéral commants
incident Reporting Last 5 tecoedied incidents showing (excludes hazaeds) ‘C'R
Inc. Date  Class Expect Rtw Rtw Date  ModDuty Dt Depanment Injury Status Days 8] 3
10/11/2023 |FA FXH Per Qo
" "
16/1002023 LT FXH Per (M
Disabiiity Management No chasms recorced |
First Day Off Type Expect Rtw Riw Date  ModDuly8Dt Department Dascription Cays b] 2
"N
"
Work Accammadstion Last & recorded programs showng
Start Date Occ? Est Siop  Est Tem Compistion Act Term Oepartment  Result dl o]
01/1272023 FXH oo
04/09/2023 13/11/2023 | 10 Weeks FXiH oo
.
k| Arendance Last 25 time racords showing 1] Diste of Last Heah Center Visit 02/08/2023 | O
Day Department Type Hours Cont. =
Fri FXH Sick 8:00| |C
Thu | [FxH Sick 8.00| [C 1
Wed | |FXH Sick 8:00| (C in Case Management Program? Yes
Tue FXH Siek 800 IC

Delete Employee(s)

The function Delete Employees allows the user to delete one or more employees or to automatically delete
terminated employees.

To delete an employee record, use Employees/Delete Employees.

Employees who have records in various modules will not be deleted.

If you attempt to delete an employee who has any of these types of records, you will be warned accordingly and
your request to delete will be denied.

" Parklane

Employees Reports  Graphs Exports  Lists  Amalgamated Reports  Options  Home
Open Employee .
MNew Employee
Delete Employees » Delete Employee

Review Dates Work Sheet Auto Delete Terminated

You can delete one or more employees at a time or have your system delete all employees who were terminated
prior to a specific date. Using this option, employees with the above mentioned records will not be deleted.
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Review Dates Work Sheet

The Review Dates Worksheet provides immediate access to the currently signed in user’s review dates in this
specific module.

Assgnments that are Overdue (up 10 3 menths

bl Dua batween

The view from the module Menu panel are your review dates for all employees from this module which are
overdue for up to three months prior. Alternative views are listed on the right side of the panel along with fields to
enter specific date parameters or specific due dates.

The Done check box will auto-fill a review date, stamping it with today’s date and the User ID of the user currently
logged into the system.

The View check box will open a subsequent panel which allows the user to enter text related to the Action taken
related to the activity, and enter a Completion Date for the Action. Do NOT click on the Done check box here, the
system will auto-fill.

The Get Record check box will open the record associated with the review for the user to add, review or revise
information on the panels specific to the record.

The Reassign check box, in conjunction with the Assign F9 or the Reassign All F14, will allow the user to assign the
review dates to another user one-by-one or on masse.

See the C3A Review Dates report for an alternative method to access review dates for one or more users. The C3A
Review Date report may be accessed from the sidebar or from the Reports dropdown menu.
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Reports
Attributes
C78 Select Attributes
C7C** One Attribute
C2J Attribute Totals
Skills Set
C65 Selected Skills
C68 Employee Skills
Cc67 Skills Totals
C66** Export Skills
Labels
Cc2p Labels2 up (4" x1” -
20/pg.)
C2s Labels 3 up (2.75" x1” —
30/pg.)
C3A Review Dates
C2G Form Letters
C19 Employee Changes
Graphs
CHA  Employee Statistics
CHB Experience Report
CHC  Activity Dashboard
Exports
CHC  Activity Dashboard
CHE  Exporrt Open Claims/Programs
CHF Export Who's Off
TM9  Time Markers
Lists
C35 By Group or Department
C3G  Alphabetical List
C3H By Surname
C39 List by Union
C3K Terminated Employees
C3L Maternity or LOA
C3l Employment or Birth Date
C33 Missing Fields
C34 By Age Group
C2M  Potential Duplicates

** QOption to Create Export File in Addition to Report.

Reports Available In Personal Data

c2T
C2N
C3S
C32
C36**
C37
C38
C56

Potential Duplicates Export
Miscellaneous Fields

Report of Comments
Deleted Employee Records
Home or Email Addresses
User Notes

Those in Multiple Sites

List of Badges/Card Numbers

Amalgamated Reports

C3E
C3F
C51
C52
C53
C54

Options

Employee Profile
Employee Chronology
Dept/Group Summary
Employee Totals
Dept/Group Costs
Employee Costs

Departments & Groups

C2B** List or Export Departments
C45** List Departments in
Groups

CaD List Obsolete Departments
C3lJ Records/w Bad
Departments

C74 Print Hours Worked

Attribute Tables

C76 Attribute Descriptions
C2V  Module Attribute Totals
C7P** Export Attribute Table

Skill Sets Table

C3R
C3M
C3v
Cc2L
CMD
CcMC
C4M

Ce0 Skill Set Definitions

Temporary Staff Reassigns

Hidden employees

Employees Added Between Dates
Departments Added in Date Range
Audit Report

Audit Export

Import Skills Set
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Export Table - 17
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