
	

mployee	process	for	HR	



	

Start	by	crea2ng	an	Organiza2on	

and	Posi2ons	



	Object	
structure	



	 Posi2on	vs	Vacancy	

•  A	vacancy	is	only	created	when	you	want	new	
candidates/employees	

•  A	Posi2on	can	have	more	vacancies	
•  Recruitment	is	responsible	for	Vacancies,	HR	
for	Posi2ons	(in	most	companies)	



	
Create	a	Vacancy	or	add	

informa2on	to	the	created	record	



	

Publish	the	vacancy	on	the	website	
–	select	the	languages	



	Candidates	registrate/apply	by	
website	or	you	can	enter	their	

informa2on	in	the	system	yourself	



	When	Candidates	apply	on	a	vacancy	a	
Job	Applica2on	is	created.	Otherwise	
create	a	Job	Applica2on	yourself.	



	The	Job	Applica2on	process	knows	different	
phases.This	is	customizable.	So	every	company	can	
have	there	own	process.	Workflow/Approvals/Email	

templates	can	be	linked	to	the	process	



	
The	Interview	object	can	be	used	for	the	registra2on	and	
storage	of	mee2ngs	with	candidates.	You	can	add	mul2ple	
Invitees	(Add	Invitees).	You	can	also	create	an	event	by	using	

the	“Create	Event”	buSon	in	the	Interview	record.	



	

Object	
structure	



	
If	you	want	to	hire	the	candidate,	you	can	use	
the	“New	Employee	and	Job”	buSon.	You	can	
find	this	buSon	in	the	Job	Applica2on	record	



	

AVer	using	the	onboarding	wizard	an	
Employee	File,	HR	Contract	and	a	Job	record	is	
created.	Based	on	the	informa2on	from	the	
Vacancy,	Candidate	and	Job	Applica2on	

records.	
.	



	

To	the	
Employee	
File	linked	
objects	
(ex	Time)	



	
mployee	Time	Management	



	Before	you	can	use	mployee	Time	for	a	user/employee	you	
have	to	Set	up:	

1.	Company	Schedule	(just	1	2me)	
2.	Company	Leave	(per	calendar	year)	

3.	Company	Holidays	(per	calendar	year)	
4.	Employee	Schedule	(just	1	2me	per	employee	and	when	it	

changes)	
5.	Employee	Leave	(just	1	2me	per	employee)	

	&	Yearly	Leave	Balance	(1	per	employee	per	calendar	year)	
6.	Very	important!	Employee	File	must	have	a	lookup/linked	to	

the	right	user.	



	
For	Sickness	and	Absence	registra2on	you	can	
use	the	Sickness	and	Absence	tab.	It	is	possible	

to	link	an	approval	process	to	all	mployee	
objects	(for	instance	Absence	request).	See	the	

Set	up	part	in	your	mployee	App.	



	

Profiles	and	record	ownership	are	very	important	for	
a	good	MSS	(Manager	Self	Servivce/	ESS	(Employee	
Self	Service)	structure.	The	best	way	is	to	start	with	

crea2ng	a	good	structure	for	this.	To	which	objects	do	
they	have	access?	Create	a	CRUD	model.	

	

Than	start	with	the	customiza2ons	and	further	
implementa2on	of	mployee	(Time).		



	
Leave	types	(standaard):		

Regular	
Over2me	
Special	
Unpaid	

	
For	other	leave	types	you	can	contact	us	



	
An	Employee	Yearly	Leave	Balance	will	be	updated	aVer	an	
approved	Absence	request)	by	crea2ng	devia2ons.	Deva2ons	

are	linked	to	the	Employee	Yearly	Leave	Balances.	The	
devia2on	can	have	different	types.	This	type	depends	on	the	

absence	request	type	(for	instance	absence_regular).		
Other	abnsece	types	(parentType):	

absence_over2me,	
absence_special	
absence_unpaid	



Nynke	Lukkes	
+31	20	7997726	

	
	E-mail:	nynke@mployeecloud.com	

www.mployeecloud.com	


