SOFTWARE

QNE KNOWLEDGE BASE

Go to Payroll Menu Bar > View, click Employees.
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Maintenance Transactions Rates Tools

Choose an employee to customize the layout.

Employees

£ Tasks
e — Drag & column header here to group by that column
Manaqe Emplovee Loans Last Mame “ | First Name Department Job Position Tax Status Cost Center Employment Status
Employee Alowances Castilo a o 3 Single Monthly = .
shifts Manager Teyoung Taranne SURROTt DEpartment  Junior SUpport TIarTied EmpIGyee W... SemMonty —TONE- O~ Regular
Gingging Veronica Admin Department ~ CEQ [ Manager Single Semi-Monthly ~NONE-- Management Regular
& HRIS Jones Janine Support Department  Juniar Support Single Weekly ~NONE- ~HONE—- Reqular
Leffler Kirk Admin Department ~ CEQ Single Monthly ~NONE-- ~HNONE- Reqular
Sl Maggio Daniel Admin Department  Junior Accountant  Single ieekly ~DONE-- ~HONE- Reqular
;ﬁves Nelson Reed Research and Devel... Senior Software De... Single Monithly ~NONE-- ~HONE- Reqular
. Paula Madzwel Support Department  Senior Support Single Monthly ~NONE-- ~HONE- Regular
Educational Backaround —
| Roy Mary Sales and Marketing... Junior Sales Staff Single Semi-Monthly -NONE-- ~HNONE-—- Regular
Tranings & Seminars HIl
H Sean Charles Support Department  Junior Suppart Single Semi-Monthly ~NONE-- ~HNONE- Reqular
Mema History —
Tomlinson Deborzh Sales and Marketing... Sales Supervisor Single Monthly ~DONE-- ~HONE- Reqular
Employment History o
Medical Records
PRC/Professional Licenses

QPS-KB2018-007

Unit 806 Pearl of the Orient Tower, 1240 Roxas Blvd., Ermita Manila, 1000 Philippines
Tel. No.: +63 2 567-4248, +63 2 567-4253 Fax No.: +63 2 567-4250

Website: www.gne.com.ph

Facebook: https://www.facebook.com/QnEPH

Follow our Twitter and Instagram account: @qnesoftwareph



http://www.qne.com.ph/
https://www.facebook.com/QnEPH

SOFTWARE

— QNE KNOWLEDGE BASE

under Employee Maintenance, right-click the Form > Customize Layout
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Employees

£ Tasks

| ¥

Picture Main Detaiis | personal Detals |

Create 3 New Employee
Manage Employee Loans
Employes Alowances LastName  |Castilo |atetired  [1/1/2017 =

Employee Code |UU’J | Biometric Code |009 ‘ [C] Minimum Wage Is Active

shifts Manager No image data FirstName  |Bessie | Birthday 71241994 -

% HRIS

Status |Regular - ‘ Email Address |

|
|
Middle Name |Mermdn ‘Gender |Fema\e - | Civil Status: Single v|
|
|

Upload Clear Rank [rank and Fie - | ContactNo.  [512-297-5055

skills
Relatives Payroll Details | withholding Tax / Contributions Settings | Miscellaneous |

Educational Backaround

T Customize Layout
Department |Sales and Marketing Department = - | Region |

Tranings & Seminars I Custom Fields Editor
: | Locale [

Job Position |Jur|icr Sales Staff

Memo History Save Layout to File
| . ~ -+ | Work Place

Emol t Histo Cost Center
i e Restore Layout from File
Medical Records s [sngle - | Bank | s

Restore Default Layout
PRC/Professional Licenses Rate Type |M°”ﬂ"|¥ ~ | Bank Account No | |
Leqal Records Frequency [semionthiy L g7 s - | Gsistia [s7218736218 |

Organizations 555 Mo |97—6652136—1

Salary History Basic Rate [ 50,000.00 | TINNo 309-802-933-127 .

Indude 535
Benefits History Hourly Rate [ 284,08 © | HOMF No 341312038712 el

V| Indude WTax
Manage Dependents i .
Manage Dependents Daily Rate [ 27273 % Phil Health No  |96-725312361-2

Indude HOMF

After clicking Customize Layout, it will prompt the List of Hidden Fields. Then just drag the Field you
want to be showed.

Employee Allowances Lt e |astng J|oa= ey | Heuar al

Shifts Manager No image data [First Name |EESSIE ‘ Birthday |,"_:'24.'1994 .

Middle Name |Me| cado ‘ Gender |Fema|e - |Civil Status: | Single -

A HRIS

Status |Regula\ - ‘ Email Address
Customization x

[Rank and Fie -|lcontact o, [512-27-5055 |

e
— H
‘El _‘ - E Miscellaneous
Hiden ttems | Layout Treeiew |

Skills

Relatives

Educational Background

B ---|Regic-n
Empty Space Item | - ‘
A Label ]
m Separator '|Ean)' | B é{‘
\
|
|

Tranings & Seminars

»

Mema History

Emplovment History

Medical Records
PRC/Professional Licenses
Leqal Records

<ﬂr Splitter '|EanP Account Mo |

© blood Type 14 - csisio [cr218736218

Organizations © Branch 255 No |97-3652136-1

Salary History

© changed By User 1d 50,000.00 2 Days 264.00 :|Imno 909-802-939-127
@ company 1d 284,09 2 HDMF No 941312938712
) Indude WTax LA
cost Center 2272.73 :| Phil Health Mo |96-725312361-2
Indude HDMF
| Date Raised Indude PHIC
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Benefits History. Indlude 555
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After closing, Employee layout will be updated.

Picture | Main Detals | Personal Detaik | E
Employee Code Biometric Code [C] Minimum Wage Is Active
LastName |Castilo |patetired  |1/1j2017 |
Mo image data First Name |Bessie | Birthday |?I24! 1994 - |
Middle Name |Merado | Gender Civil Status:
Status |Regular - | Email Address | |
Upload Clear Rank [Rank and Fie -| contacto.  [512-297-5055 |
J Payroll Details " Withholding Tax / Contributions Settings ” Miscellaneous
Department |Sales and Marketing Department v e | Region | - | =
Job Position |Junior Sales Staff - ---|Loale | - |
Cost Center | LIE | Work Place | - |
Tax Status [singe - | Bank | - |
Rate Type |I’«'Ionﬂ’1|\-I v | Bank Account Mo | |
Frequency |Ss_-mi-|'«1::mi1h-I ¥ | GSISNo |9}'218}'36218 |
555 No |97-8652136-1 |
Basic Rate | 50,000.00 { | Emr Days 264,00 - [N No |309-802-939-127 | e s
Hourly Rate | 284,09 © HOMF No 341312938712 | e o
Daily Rate | 27273 2| PhilHealthNo  [96-725312361-2 | e HOME B
Hours Per Day | 8,00 - | Date Raised | T | Include FHIC s
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