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1 Abstract
With the new version many new features are available through the HR module. These

features allow the administration of “Human Resource” data. It is possible to save the
entire curriculum vitae for a user or create birthday-, or anniversary-reminders.

Moreover, you can view an organisation chart for markets or employees.

The HR module provides a vast amount of new properties in the user profile, like a career
path or the ability to fill in additional information about an employee’s education. You
can also set a user's supervisor to create an organisational structure, which can be

viewed later in a graphical format.

eTAS is able to acquire most of this data via the Infobase interface, which is a tool to

automatically fill information stored in the European Infobase system.

In addition, eTAS has new search options, to help you find users based on Human
Resource data. There are new reports which will give you information about employees
based on the HR module and you are also able to export this information in various

formats.
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2 HR-Module Overview
The “HR Module” can be found in the “Organisation” menu.

| ORGAHISATIOHN |

Mew organisation
Zirganisation Search
Structure Types
Organisation Overview
Market Overview
Departrents

HR Module

Sales Module

CPM Loader

If this menu is not available to you, please contact your NSC or Servicedesk, who will assign the missing

permissions to you.

HR OVERVIEW SCREEN ﬁ\,

The HR Cwverview Screen provides an owverview of all important information's regarding the human resources of the selected market '
Docurnentation

HR Overview Screen

Market IMAG - Mazda Austria GrnbH ;I

Markets only i ]

Include subcompanies {of
the market)? r o

Show employees - 0

Show also inactive r
employees

You can take a closer look at the markets including the sub companies and employees.

First, choose your market then select which details you want to display (markets only,
sub companies, employees). Press the “OK” button and the data will be presented

below.
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HR Owverview Screen

Market IMAG - Mazda Austria GmbH A

Markets only i ]

Include suborganisations {of the
market)? D o

Show employees (] [i]

Show also inactive employees O

Headcount: 3.77 # employees: 107
({In this owerview, you can see all the values of the selected market, If
sub organisations are also displayed here, they are included in the
calculation)

One entry found, 1 . 2
4] 4] Mo. | Organisation name Type  O-Tvpe 150 Address Street Headcount  # emplovees = 5Tl Jeaterey
M&G Mazda dustria GmbH  Handler NSC AT 9022 Klagenfurt  Ernst-Diez-Str. 3 3.77 wr| B B HEQOS

Export options: CS% | Excel | XML | POF

1. Below the “HR Overview Screen” you can find the market or company overview. You
can choose “markets only” and you will get an overview of the markets. Choose
“include sub companies” and you will get the company overview. The displayed
headcount and the number of employees include active users only. Be aware, that
system users are not taken into the calculation. The headcount value is calculated
from the internal and external user, whereas the employee number is calculated

from the internal employees only.

2. With the action icons W i i i Y #EQS you can get additional

information.

Export active employees to Excel: Get an excelsheet with the active
employees of the company. This Excel sheet can also be exported in simple

format.

a
;i |
1

Export all employees to Excel: Get an excelsheet with all (active and inactive)
employees of the company. This Excel sheet can also be exported in simple

format.

¥ Export detailed Headcount to Excel: See a detailed view of the
headcount of every employee of the selected organisation.
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Export Headcount overview to Excel: Exports a simple overview of the
headcount of every employee of the selected organisation.

Birthday Reminder: Find out how many vyears employees are
working for Mazda or check, whose birthdays are coming up.

Show Employee list (active): Here vyou can get the list of
employees of the selected company like in “User Search”.

Employee list (Organisation View): Get a list of employees and see
the details like in the “Company View” do.

Organisation chart: Shows the chain of command between the
employees of an organization (see “Company  View -

Employees” in chapter “Organisation chart”).

For more Information about the Excel exports see Chapter 5 “Reports”.

3. Choose “Show employees” only, to get the employee list at the end. Hence, you have

to scroll down to the end of the page to see the list.

92 entries found, displaying 1 to 45. 3-

[First / Prev] 1]2|3 [Next / Last]

P Name Cost Center Employee Type Employment status Company name Headcount

2 B 123 123
o 1 3 Full-time
2 Retired

Angermann, Bernhard Full-time

¥ asdf, asdf Traineefintern

1.00
1.00
1.00
1.00
1.00

Birthday and Anniversary Reminder

In the “HR Module Overview” you can find out, which users have birthday in the next

time or celebrate their anniversary. Click on the “Birthday Reminder” icon ( ﬂ) in the

market/company overview to open the “Birthday Reminder” page.

For the anniversary reminder type in the minimum number of years and press the “OK”

button. Then you get a list of users, who are working at Mazda for a certain period of

time.
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BIRTHDAY AND ANNIVERSARY REMINDER q

The Birthday Reminder is used to check birthdays of employees or to search as long employees are already working at Mazda

Birthday and anniversary Reminder

Market/Company MAG - Mazda Austria GmbH

Working at mazda (in years) [s

OKI

Birthday Reminder - Datum Von Bis

Date Range (from - to) [yyyy-MM-dd] & e e

Working At Mazda ||

Employees Which Working At Mazda Since 5 Years

3 entries found, displaying all entries.
\ Name Check in Check out Employee since (years)

Osterreicher, Josef 1985-04-01 1995-05-12 10
Haobel, Georg 1980-01-01 29
Genser, Fritz 2008-04-08 2020-10-10 12

‘ Export options: CSV | Excel | XML | PDF

Additionally, you can view the upcoming birthdays. Choose a date range and press the

“OK” button. Subsequently, all birthdays in this period from the chosen market will be

shown.

BIRTHDAY AND ANNIVERSARY REMINDER q

The Birthday Reminder is used to check birthdays of employees or to search as long employees are already working at Mazda

Birthday and anniversary Reminder

Market/Company MAG - Mazda Austria GmbH

Working At Mazda

Working at mazda (in years)

Birthday Reminder - Datum Von Bis

Date Range (from - to) [yyyy-MM-dd] @ [z00s-11-10 | [ @ [2005-11-30 | 1 @
|

Employees With A Birthday Between The November 10 And The November 30

One entry found.

5
%

‘Mustermann. Franz

Age

29

‘ Export options: CSV | Excel | XML | PDF

If you wish you can subscribe to a birthday reminder e-Mail. According to predefined

settings you will get a list of upcoming birthdays. Please contact your NSC or Servicedesk,

who will arrange that for you.
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Preferences

In the market preferences it is possible to setup mail addresses and other information
for automatically delivering (via mail) some reports.

|

| User ~|| COMPANY || COURSE || HoTEL |[ MAINDATA || MAINTENANCE H R
Preferences
| Job Roles
PREFERENCES Hotel Categories

Edit the preferences, which concerns the whole system. Gopti kacations

| Course Forms

Company Types

Preferences-type IMarket preferences _;I Certifications

o £ Oy lmd;

Automatically e-mails can be sent for:
e Birthday Reminder
e Headcount Reminder
e New Employee Reminder
e Employee list

It is also possible, that the exports of the headcount and the employee list are written to
the file system. Therefore you have to mark the checkboxes for “Back up headcount to
the file system?” and “Save employee list to the file system?”.

For the headcount it is possible to choose whether inactive employees, employees with
personnel number and employees with a headcount should be included.
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HR Maodul

HR module

Birthday Reminder

Birthday Reminder (user)

Birthdays Reminder e-mail recipient
Birthday Reminder Interval {years)

Birthday Reminder {days in advance}

Headcount

Headcount-Reminder

After separation set inactive

Headcount- f new Employee-Reminder e-mail recipient{s)
Back up Headcount to the file system?

New Employee-Reminder e-mail selection

Wew Employee-Reminder e-mail user-types

Headcount-Reminder {day)
Employee list

Employee list

employee list e-mail recipient{s}

Inactive employees too?

Show only employees with personnel number
Show only employees with headcount

Save employee list to file system?

Interface Preferences
Infobase Interface
Infobase Interface

Logging

Simulation (send e-Mail only, no change of data)

I
V@
& hath  anly internal © anly external i)

— . O

[Sp——
o
- ©®

—

~ O

re

; o
~ @

@ Market only © Dealer and market i)

M nternal I External T System i ]

ramt

~ @

re
~ @
rne
F O

i ]
Opesuc OmrFo @wearn Oerror OFaTaL OorFF @
i ]

These settings allow you to activate or deactivate the Infobase interface for your

Market.

The Logging preference sets the level of log messages eTAS should be storing. You can
easily access these messages on the Logging page in the Maintenance section.

By selecting the third check-box, you allow the Infobase interface to overwrite all data
from non-Infobase sources (like MUM) and also prevent MUM from overwriting

infobase data.

The Interface settings can be found in the Global Preferences.
For more information regarding the Infobase interface see Chapter 7.
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3 HR data

For viewing the HR related data, click on the user name in the quick

access navigation.

E

[U;er,..

|[company...

0]

[course...

Quick Navigation

Company

Mazda Austria GmbH (MAG

Now you are in the “User View”, which provides different sections like “Personal Info”,

“Registrations”and “Certifications”. The “HR data” can be accessed via the % icon. If the

user does not have the right to view his HR data, he is still able to access his curriculum

vitae.

USER VIEW

Here you can see information about the current user. To see the details about the registrations or certificates click on the tabs.
To perform some action with this user, use one of the action-buttons to the right of the name of the user. For additional actions please
use the menu.

You have recommended courses for your qualification path - select the registrations-page (below) to see them.
You have mandatory courses to do - select the registrations-page (below) to see them.

LCELIEIRGILY Registrations | Certifications |

) Max Mustermann / 2063640 (33view(s) E X @ % © £ E) & ¢ CR N
MID  AF-123'45-2063640
job-role Lagerist e )
. Lror N
Language de - ¢
Birthday  2007-09-06 (3) A ) s
Check-In Date  2007-09-06 (43 month) ' P EdReyiTYitAs
Check-Out Date

The HR data can also be accessed via the W icon from the usersearch.

SEARCH RESULT (USERS) &

3 entries found, displaying all entries.

5 8 8 | User Age Company IS0 Address Street

2 & Mustermann, Franz 31 Mazda Austria GmbH (MAG) AT 9029 Klagenfurt Ernst-Diez-Str. 3 w E/ x
2 & Mustermann, Marko Ing. 30 Mazda Austria GmbH (MAG) AT 9029 Klagenfurt Ernst-Diez-Str. 3 w R Ef X
) & [ WMustermann, Max 3 MyCompany (123'45) DE ™, Strasse 2 #ERZ X

Export options: CSV | Excel | XML | PDF

Mazda Austria GmbH

Petek, Hans-Peter

Ernst Diez Stral3e 3 | A 9029 Klagenfurt

Tel: +43 463 3888-0 | Fax: +43 463 3888 61
etas@mazda.at | http://etas.mazda.at




mazba
The HR module data is divided into five sections:
o Contact Information:
e Company
e Phone Number
e Mobile Number
e Fax Number
e Room Number
e Private address
e UserImage
e Curriculum Vitae
HR DATA from & Max Mustermann [/ £
Company MyCompany (123'45) (dealer)
Phone Number 123 VO |
Mobile Number 456
My Curriculum vitae

Fax Number

Room Number

Private address

789

Fakestreet 1
9999 Entenhausen
AFGHANISTAN

o Personal Data:

Personnel number
Social security number
Headcount

Cost Center

Entry Date

Checkout Date
Department

Role

Responsibility
Reports to
Employment status
Limitation

Vacation entitlement
Severence pay
Specifics

Employee Type
Band, Grade, Family
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Personnel Number
Social security number
Headcount

Cost Center

Entry Date

Checkout Date

Department

Role

Responsibility
Reports to
Employment status
Limitation
Yacationentitlement

Severencepay
Specifics

Employee Type
Band

Grade

Family

11111
1234

1.00

EDW
2007-07-11
2011-03-31

asdf
Developer
Software development (eTAS]

Fritz Genser ¥
Part-time

ves, to 2011-03-31
25 dayis)
e

Termporary help
2

11

i

10
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.
\\
o Career:
. . Career [f
e Career inside Mazda
Career at Mazda
e (Career Break ,
fram to Entry as in the department Other
° Activities/job histor‘y 2009-04-01  2010-03-30  assistant  EDY
before the entry to
. . Career Break
Mazda, Apprenticeship
from to Tasks/activities Name of the company Other
L] HOW the user found 2010-04-01 2011-03-31 education university
Mazda

Activities /Field of work/Job history before the entry to Mazda

from to Tasks/activities Name of the company Other
2005-01-01 2009-03-30 Developer EADS

How did you get to Mazda?

Job Fair

o Education:
e Military service status
e Highest graduation
e University education

e Vocational education/apprenticeship

e School education

e Specific education (shows also all Courses that an employee has done using eTAS)

Education &
Military service complsted
from 2002
to 00z

Highest graduation in education  Other highschool

University Education

Field of
study

2002-10  2008-02  IMFO

fram to Focus an

Distributed Systems | Stati

Yocational Education

from to Apprenticeship as
Q|| 2008-03-01  2009-03-02  clerk Mazda
2007-02-24  2008-03-23  car mechanic Mazda

School Education

fram to Type of school
1994-01 2002-01 Gymnasium
1990-01 1994-01 Wolksschule

Specific Education

fram to Education
2000-04-01  2000-04-07 | english wWifi

Diploma thesis

In the company

University/Location Completed? Other

stic analyse  Klagenfurt Yes

Location  Completed? Master Certificate
Klagenfurt es

Klagenfurt Mo

Location
Klagenfurt
Gallizien
Institute Location Cther
Klagenfurt
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o Additional information:
e Known languages
e Specific knowledge, Certificates
e Honory activities, memberships
e Hobbies & interests
e List of uploaded files (there is 5 MB upload size limit)

Additional Information E/

Known Languages

Language Level
| English  Advanced
German  Mative

Specific Knowledge

Cisco

|Honory Activities / Memberships
auxiliary fire brigade

Hobbies / Interests

politics

List Of Uploaded Files
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Job History administration

In this section details about previous jobs and apprenticeships as well as the
employment at Mazda can be inserted. For statistic purposes the field “How did you get
to Mazda?” should be answered. When entering the information, some of the data fields

can be left empty.

HR Module - Job History

Career At Mazda Q

from @ to @ Entry as in the department Other
2009-04-01  2010-03-30  assistant EDV & X

I il ]| I [ Add

Career Break

from @ to @ Tasks/activities Name of the company Other
2010-04-01 |2011-03-31  education university & X

I & | I | Add

Activities /Field Of Work/Job History Before The Entry To Mazda

from @ to @ Tasks/activities MName of the company Other
2005-01-01  2009-03-30  Developer EADS & X

[ E}| ]| | [ Add

How Did You Get To Mazda?

IJob Fair .'_I
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Education administration

Here you can add and edit some information about the users’ education:

» Military service status
Open, freed or completed (this enables “From” and “To” fields to enter the date
in format YYYY)

» Highest graduation in education

» University education

e Date from, to e Field of study e Focus on
e Diploma thesis e University/Location e Completed
e Other

» Vocational education
e Date from, to e Apprentice as ¢ In the company
e Location e Completed? e Master Certificate

» School education
e Date from, to e Type of school e Location

» Specific education
e Date from, to e Type of education e Institute
e Location e Other

At the administration page you will not see the courses an employee has done using
eTAS, because they should not be edited using the HR- module. They are only visible on

the main HR data page and in the PDF Export of his curriculum vitae.
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HR MODULE

HR Module - part 1 - Education

Military Service @

' Not set open © fread ® completed :

from [2004 | to [2005

Highest Graduation In Education

[Technical College =

University Education

from @ to @ Field of study  Focus on Diploma thesis University/Location Completed? Other

2001-09-20 2009-07-15 CEIT Networks Investigation on optical UNI KLU Yes & X
fibre networks

EI EI I I I Yes [z

Vocational Education / Training

from @ to @ Apprenticeship as In the company Location Completed? Master Certificate
1996-10-06 2001-09-06 Electrician Electro & Co KLU Yes Electrician & X
= H bdd
I I I I I ves =]

School Education

from (i ] to o Type of school Location
1992-09-10  |1996-08-31 | Technical College KLU & X
1987-03-01  |1992-07-06  Grammar Schaol KLU & X
1987-03-01  |1987-09-01  Elementary School KLU & X
Add
[ Ef =] [

Specific Education

from @ to @ Education Institute Location Other
2004-10-12  2009-10-08  Cisco Certification wifi KLU & X
1999-08-10  2005-09-10  MBAA wifi KLU & X
2dd
| E | E | | |

Additional information administration

Contains a file upload system, personal data like entry/checkout dates, social security
number, personnel number, headcount, department, role, responsibility, reports to,
employment status, band, grade and family. An overview which languages a user knows
and on which level, specific knowledge, certificates, honorary activities/memberships

and hobbies/interests can also found there.

Mazda Austria GmbH 15
Petek, Hans-Peter

Ernst Diez Stral3e 3 | A 9029 Klagenfurt

Tel: +43 463 3888-0 | Fax: +43 463 3888 61

etas@mazda.at | http://etas.mazda.at




Personnel Management, e-Learning and Training Administration System

HR Module - Additional Information

List of uploaded files g

Filenarme |

[ Browse.. J

Save

Personal Data

Entry Date

Limited to / Checkout Date
Social security number
Personnel Number
Headcount

Employee Type

2007-09-06 El
2011-05-31 El

s
Bere
e

0.9

|Temp0rary help (HC: MAWorkforce: v/ Type: A) % (i)

Cost Center EDY
Department IEDU
Role IAssistant v
Responsibility I
Reports to  not yet set
Employment status IW

Yacation entitlement

Severence pay

E Specifics

5

®new Cold

wery important

T

Band
Grade

Family

Specific Knowledge

il

11
CiE b

Cisco

Honory Activities / Memberships

auxiliary fire brigade

Hobbies / Interests

politics

Known Languages

| English Advanced X
| German Mative X
‘I- please choose - w - please choose - w Add
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4 Search options

HR data has been integrated into the “User Search”. Now it is possible to search for a
social security or personnel number. If you are interested in finding user with certain
language skills at a given level, you can do that in the HR search options. In addition, you
can find out if users with a university degree or another education are available. You can
also search for a specific employment status like full-time, apprentice and so on.

With the field “Years in Mazda from ... to ...” you can search for employees, which are
working in the company for certain years. You can define the period with the “from” and
the “to” field. As example you can search for user, who worked between five and ten
years at Mazda. Then you have to put in the number “5” for the “from” field and a “10”
for the “to” field. The information for this search is based on the entry and checkout
date. If a user is still working for Mazda, the checkout date is empty. In this case the
current date is taken to determine length of work.
T

Last Name First Name
Middle Name

e-mail

I
steet [

@ [ ay [

Country [~ all - =l

Trainers only @ [
Technicianonly & [T
Manageronly @ 7
Age from to [ ]

Gender CF R & pow
job-role |-

planned certification level

L]

without reached
,
certification level

reached certification level

(0-Type) [-all- ]
Company type -all - 2
Company [~ all, in this list - =l
Region |- all, in this list -

el

Country (company) |- all -

HR search options

Social security number Personnel Number

Knows language [~ all - 2 Atlevel - all -

fon in
education =91~ I

Employment status
Employee since (years)
from

Limitation
Vacationentitlement

Severencepay

- all - X
[ w [ ®
Coyes O ono
Cas €3

T onew  © old

Inactive too?

Page size

2
- default - =

0K I Reset l
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Additional you can search for:

e Social security number

e Known language

e Level of known language

e Highest graduation in education
e Employment status

e Employment since

e Limitation

e Vacation entitlement

e Severance pay

e Personnel number
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5 Reports

There are three reports available for the HR module. They can be found in “Static

Reports” from the “Reporting” menu as well as in the “HR Module” under the

“Organisation” menu.

HR module

‘I How users found Mazda? " Employment status report

t’ Women/Men Quota

Employee list export

The complete “Employee list” can be accessed from the company view via the % jcon,

COMPANY INFORMATION

Here you can see detailed information of companies.

General Information BI04 Registrations |

) Mazda Austria GmbH (MAG) (3274 view(s)) = ¢ £

You can choose between active and inactive employees.

AlB| € u E F (<] H 1 J K L ] ™ u F *] R = 1 u
Maozda Austria GmbH (MAG)] sct. active(Y)/inactive(N)/internalil}/external [E)/system|s)
sxported on 2011-04-14 12:14:48 [All Active Employees) PNr: Personelinumber
HC:Headcount

Employeelist
act.lT'ltIdF'lrstname |Lastname |5.|Phonenu|PNr |Age|E|'|rthdav Company |Costcend‘wpe |Departmen‘Ema'|I |5tatu5 |Entrvdate|Ex'|tdate |HC |Joh role |Re;:|0rts to
Y Bernhard  Angermann M Mazda Austria GmbH Vollzeit 1,00
Y asdf asdf F 4| sasusass Mazda Austria €1234 1,00
Y| S Ameisen  Bar M - 2 Mazdz Austria CIT 01 WHITEC #|30.11.2012 1,00
Y . Brosche M # Mazda Austriz GmbH 01 WHITEC 1,00
Y Michae Bruckner M # Mazda Austria GmbH 1,00
Y Sandra Bullock F # Mazda Austria € Marketin 02 BLUE EDV 0,00
Y dada dada F # Mazda Austria GmbH : 1,00
Y without department M # Mazda Austria GmbH Aushilfe # 1,00
Y with Cepartment M 22 Mazda Austria GmkH ECY Lehrling & 1,00
Y Gero Dicke M # Mazda Austria GmbH gdicke@ma Vollzeit & 1,00
Y Raz Dwa M Mazda Austriz GmbH test@test.p Aushilfe # 1,00
Y gins einstein M 10| #E A2 | Mazda Austria GmbH aftersales im Ruhe # 1,00
Y Hermann  Enzi M 47 A Mazda Austria GmbH EDV Vollzeit # 1,00
Y Gerfried Essler M 3 # Mazda Austria GmbH .mangaman'\fu zeit| # 1,00
Y Danie F. M 4 2 222 Mazda Austria GmbH EDV Vollzeit # 1,00
Y Danie Felsing M 10 25 A#2 Mazda Austria GmbH EDV S s
Y Heinz Genser M 4 #EEasssd Mards Austria GmbH Volizeit 1,00 Mulyk, Walter
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The employee list shows the following data:

e Active/inactive e Department b
e First name e Email

e last name e Status

o Sex e Entry date

e Phone number e Exit date

e Personal number e Headcount

o Age e Jobrole

e Birthday o Title

e Company e Employee type

e Cost center

Be aware, for the employeelist it is possible to choose at the market preferences if
inactive employees, employees with personnel number and employees with a headcount
should be included (see chapter Preferences).
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Headcount Export

To export a detailed headcount statistic from eTAS, choose a company or market from

the “HR Module Overview”. Click on the “Export Headcount to Excel” icon () to open

an Excel document as shown in the example below:

A B C D E F G H | J K L M N
1 MME
2 HC Overview
3
4
c
6 Status of 2011-04-14 01 WHITEC 02BLUEC 03 WHITE EXT 04 BLUE EXT _ Specifics
=
8 - MO COSTCENTER -
9 | E Bridger, Samantha 044 separation date: 2009-11-30
10 | S Olesen, Jorgen 0,70
1
12 Accounting
13| | Schleissing, Manfred 045
14
15 HR
16 | | Kahl, Ute 0750
17 I |
18 IT
19| | Kerth. Klaus 0,30
20
21 LAW
22 | | Weils, Wilhelm 0.20
23
24
25 Sum 0,50 1,59 0,20 0,30
26
27 HC TOTAL 0,50
28 Workforce TOTAL 2,59
29
30
31 HC 01 WHITE C (A}
32 Workforce 01 WHITE C (A). 04 BLUE EXT (A), 03 WHITE EXT {A). 02 BLUE C (A)
33 (I Internal. E  External. S System A Al

Here you can see the different employee types (blue or white colour, temporary help),
the corresponding head count, the cost centre (Accounting, HR, IT, LAW), the total
headcount and workforce. In this overview the internal and external user are displayed
and included in the calculation. System users are generally excluded from calculations.
Be aware, that only active users with an employee type and a headcount greater 0 will
be exported to the list. In the specifics column you can find the specifics of one person; if
available, the separation date is shown in a comment box. The column left to the
employee defines if he is an internal (1), external (E) or system (S) user. On the bottom of
the page you can see which employee types count for HC and Workforce. If there is a

“(A)” after the employee type for example: “01 White C (A)” then this means, that All
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employees with this employee type are counted to HC or Workforce. If there is a “(I

then only the internal users are counted to the HC or Workforce.

Employment status

“Employment status” is based on data from the HR module. Here you can see the
number and the percentage for each possibility. Moreover, a pie-chart with graphical
interpretation of results is attached.

EMPLOYMENT STATUS REPORT

Shows numbers and percentage for selected markets.,
Employment status report

Market ™ Mazda sustria GmbH (MAG)
Select all | Uncheck all |

Include subcompanies {of the market)? ]

7 entries found, displaying all entries.
I : Number Percentage
Apprentice 3 1.90%
Full-time 13 8.23%
Part-time 3 1.90%
Retired 2 1.27%
Temporary staff 2 1.27%
Trainee/fintern 4 2.53%
- unknown - 131 82.91%
Export options: CSV | Excel | XML | PDF

Employment status report

{Part-time (2%)
- i ) b £, \1Traineelintem (3%)
|Temporan sar 1)

\ Retired (1%)

y y Full-time (3%)

4 y Apprentice (2%)

- unknown - (83%)

|o Part-time @ Traineelintern @ Temporary staff . Retired @ Full-time < Apprentice © - unknown -
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Women/Men quota

“Women/Men quota” shows the proportion of each gender in a company (with or

without sub companies). Selecting more markets is possible.

WOMEN/MEN QUOTA

Shows the quota of women/men for the selected market.

¥ Mazda Austria GmbH (MAG)

Market
S sejectall | Uncheck all

Include subcompanies (of the market)? I

One entry found.

[ Gompams— Men Women Men/Women WomenMen

& Mazda Austria GmbH (MAG) 2186 137 15.96 0.06

Export options: CSV | Excel | XML | PDF
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How users found Mazda

“How users found Mazda” is based on data from the HR module. This report shows the
number and percentage for each possibility. Additionally, a pie-chart with graphical
interpretation of the results is added.

HOW USERS FOUND MAZDA?

Shows numbers and percentage for selected markets,
How users found Mozda?

Market ¥ Mazda Austria GmbH (M&G)
Select afl | _Uncheck all |
Include subcompanies (of the market)? r

OK
11 entries found, displaying all entries.

L Type | Number Percentage

Advertisement newspapor R S.56%
Advertisement online R S.56%
AMS 1 1.39%
Homepage - 5.56%
Image advertisement S 56.94%
Job Fair 2 2.78%
Personnel consulting 2 2.78%
Recommendation from relatives/fnends 4 S.56%
Reference Mazda employee 0 0.00%
- unknown - 43 $9.72%
Unsolicited application 3 4.17%

Export options: CSV | Excal | XML | PDF

How users found Mazda?

[Umsslicited ;
(%)

3 "'(Mﬂiﬂhmuﬁ rewsyazer ]

\ %)

‘:Job l‘nuaﬂli'
.'-;Rozn-cndahon fiom |

“-\;Alﬂmmonl online
| &%)

- «’I;!;a'l ;&ommoni G‘)‘

{Homepage ®%)]

JAMS (1%)]

© Unsolicitad application @ Advertisement newspapar @ Job Fair - Recommendation from ralatvesiinends
© Parsonnel consulting © Adverisement online © Image advertisament @ Homepage @ AMS @ - unknown -
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6 Organisation chart

The organization chart is a new exciting feature of eTAS, which provides an overview of
the hierarchical structure. This includes markets as well as the relationship between
employees. You can find the organization chart on three different pages: “User View”,

“Company View — General Information” and “Company View — Employees”.

To do so, click on the “Organisation chart” icon (!'i‘), which opens a new browser

window.

User View

If you search for a user and click on the “View” icon ( ), you will be forwarded to the

“User View”.

USER VIEW

Here you can see information about the current user. To see the details about the registrations or certificates click on the tabs.
To perform some action with this user, use one of the action-buttons to the right of the name of the user. For additional actions please
use the menu.

You have recommended courses for your qualification path - select the registrations-page (below) to see them.
You have mandatory courses to do - select the registrations-page (below) to see them.

L EIR GO Registrations | Certifications | HR data |

Fritz Genser / 2070251 (983 view(s)) & 2 X @ "% f:ﬁ N
I, -2

After the “Organization chart” icon (1':‘) has been clicked, you will get a user chart like

this:
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ORGANIZATION CHART OF
HOFRAT HANS-PETER PETEK

Hofrat
Hans-Petar
Petek

Sonja TestRoboter
Perdacher UnitTest

Andreas Egger J Christian Ogris J Fritz Genser Giinther Krenn J

BSc Daniel ] Bakdctechn ]

Lesjak Cilonberd (oL ] Manuel Oraze

Wialter by J

Heinz Genser

This chart maps the relationship between employee and supervisor. If you click on the

box with a name, the box will turn to yellow.

Fritz Genser

At the same time a small card pops up, which displays all contact information.

.S

Personnel Number 12345

Role Janitor

Internal yeS

Mobile Number 0987654321

Phone Number 01234586789

Fax Number 023456789

e-mail fritzgenser@mazda.at
Company Mazda Austria GmbH (MAG)
Department 12345

If you see only one box with the name of the viewed user, the “reports to” field has not been
set. To set this item, you have to switch to the “HR data tab” in the “User View” (c.f. chapter
Headcount Export)

In “Personal Data” the “Change” icon (*¥#) can be found right beside the “reports to”
field.
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HR DATA from @ Max Mustermann [ £

Organisation MyCompany (123'45) (dealer)
Phone Number 123
Mobile Number 456

Fax Mumber 739
Room Number

Fakestreet 1
Private address 9999 Entenhausen
AFGHAMISTAMN

Personal Data &

Personnel Number 5673
Social security number 1234
Headcount 0.90
Cost Center EDV
Entry Date Z2007-09-06
Limited to f Checkout Date Z011-05-31

Department EDV
Role  Assistant
Responsibility

Reports to E

Employment status Temporary staff

Limitation yes, to 2011-05-31
Yacation entitlement 25 day(s)
Severence pay Mew
Specifics  very important

Employee Type Temporary help

Band 4
Grade 11
Family CG

Click on it, and you will be redirected to the “User Selection” page. Type the family name

in the “Last Name” field and press the “OK” button.

USER SELECTION
Search for users you want to select.

User Selection

I Last Name angermann I First Name

e-mail |

Inactive teo? [©

Page size - default - =

Afterwards, the user with the corresponding data will be searched and the results are

displayed. Click again on the “Change” icon ( "J) to confirm your action.
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8 2[5
) & Angermann, Bernhard

Now the user reports to the chosen person and the user organization chart changes.

Personal Data &

User

' rDF EXPORT

Personnel Number
Social security number
Headcount

Cost Center

Entry Date

Checkout Date

12345

0123456789

1.00

I

2008-10-21

Department

Role

T
Administrator

Deyelopment

I Reports to

Bernhard Angermann ‘4

Employment status

Full-time

Employee Type
Band
Grade

Family

White color
4

11

DC

Company View - General Information:

You will find the “Company View” if you search for a company and click on the “View”

icon ( Ti).

COMPANY INFORMATION

Here you can see detailed information of companies.

[ SR GG B LD Employees | Registrations |

) Mazda Motor Europe (MME) (205 view(s)) & X QE Heo e

If you click the “Organization chart” icon (f:‘), you will be able to view an organization

chart:
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ms ORGANIGRAMM VON
e MAZDA MOTOR EUROPE

nMc
Mazda Motor
Japan
MME
Msazda Motor
Eurcpe
MCSEE MM MUK HSC
Mazds Central and Mazda Maotors Mazda NSC
South East Europe Deutschland Motors UK -
MAG MAF MMPOFF MMPON
rana MMPON_NOID
Mazds Mazda MU i MU IMT15278
) . Mazda L MUM Provisicning L
Austriz Automaobiles WMatars ltaly Provisionisrung Test Test (Fingar: n Provisioning Test IMT
GmbH France SAS ) & {Finger weg!) IR =ra {Finger weg!)

With this chart you can see the relationship between the different markets as well as the

connection between the parent- and child organisations.

Company View - Employees

This chart can also be found in the “Company View”. Switch to the “Employees” tab, to

find the “Organization chart” icon ( ﬁ‘).

COMPANY INFORMATION

Here you can see detailed information of companies.

General Information e g Registrations

) Mazda Austria GmbH (MAG) (2332 view(s)) & E

After the icon has been clicked, you will get an organization chart like this:

ems ORGANIGRAMM VON
GOLDEN DACHL AUTO

Alskzandar Varfa) Astrit Strati Deniz Shandar Nir Mulgeci Markus Hansl

Above you see the company and all employees of this company. If you click with the

mouse on a name, the box will turn yellow.
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Markus Hansl

With this click also a small card pops up, which displays all contact information.

b
Z Personnel Mumber 12345
g Role Analyst
Internal yes
Mobile Humber 0123456788
Phone Humber 0123458789

Fax Number 0123456788
e-mail Prakiikant04@mazda.at
Company Golden Dachl Auto (1201}

Department
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7 Infobase interface

The Infobase interface allows eTAS to import data from the European Infobase system. Once
a new user is created in the Infobase, the interface will try to find this user in eTAS and
synchronize the account-information from the Infobase with the information stored in eTAS.
If this user's details are being changed, these changes will be synchronized as well, if the
employee is new he/she will be created in eTAS.

After the successful creation of a user through the Infobase interface or if a user has been
changed through the interface, the HR-Administrator will receive a notification-email.

& ChAadS

Dear HR-Administrator of Mazda Central and South East Europe (MC SEE)!

Anewemplovee joined Mazda

Name: Steinschweiger, Sebastian(1234)
Sex: M

Organisation: MC SEE

Location:

CostCenter.

Department: Information Services / Software Development
Role: Developer

Responsibilty GW Basic

EntryDate 2012-01-01

ExitDate

Personalnumber. 1234

Reportsto: Low. Jogi

Email: basti@mazda.at

Phone +43463 38881234

Mobile +436641234567

Fax: +43 46338881235

Room:

Tvpe E (External)

Active: Y

Pleasefillinthe additionalinfo (HR-Data) like social security number, headcount.
bithday and costcenter. Please add alsothe “reportsto’ value to have the correct

(hitps/mapps mazdasur comvportal’serverpt)

+++thisis an automatically generated message +++

If a new employee has been transferred to eTAS, you just need to provide data, which is not
available in the Infobase. This data includes the social security number, the HeadCount (a
value from 0 to 1) and the date of birth.

For more information consult the Infobase interface documentation.
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