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EDITO

In recent years, developments in the
HOMERE HR management software
have multiplied: about three new
versions of HOMERE are released
every year, always with the ambition
to facilitate the administration of
MSF's national human resources by
the HR administrative  teams
(HR  Assistants, HR  Managers,
Personnel Administration Manager, HR
Coordinator...) and to minimise the
risk of errors

This guide was written in 2019 by the
HOMERE referents of the OCB and
OCP sections. Its purpose is to
present the functionalities offered by
the software.
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Some of them being specific to one
or the other of the two sections, the
name of the section is specified in
the title of the sheet concerned.

The user guide and its component
sheets will be updated as regularly as
possible.

Hoping that this guide will be useful
to you in your daily work in the
service of MSF missions and
activities, the HOMERE Referents
wish you all a good reading.
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A0 - INTRODUCTION TO TECHNICAL REQUIREMENTS

AO - INTRODUCTION TO TECHNICAL
REQUIREMENTS

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001+ 12/11/2019 N/A

Why is there a need to know some technical points?

HOMERE has been selected by MSF because of its ability to be used offline and to answer most of our
needs in terms of HR.

The implications of this offline feature, a key point for the HR management on the field where internet
connection is not always ensured, are that a lot of the updates must be done manually as they can't be
done through an online update that would affect all HOMERE software at once.

Users have a responsibility in ensuring they understand very well the software construction. If they don't,
this might lead to errors in the output of the payroll, loss in data etc.

The aim of this chapter is to explain the technical points that must be known and understood by each
user in order to use this software properly.
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A1.A-OCB_HOW TO INSTALL HOMERE

A1.A- OCB_HOW TO INSTALL HOMERE

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001+ 09/11/2019 A3 - How to login/logout of HOMERE

A4 — Introduction to HOMERE data
management and parameters

A5 — How to import general parameters
A6 — How to update field parameters
A7 — How to create-restore a backup of
your database

When?

When you arrive at the project and receive your computer, if you don't have HOMERE installed
on your computer.

Why?

HOMERE is the HR Management software in use in the projects in the field.

Without using the software HOMERE, there is a risk of loss of information and staff data can't be
shared in a proper way.

What to be careful with?
Make sure you follow all the steps defined below.

How?
Follow me.
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A1.A—-OCB_HOW TO INSTALL HOMERE

1. DOWNLOAD THE INSTALLATION FILE > i

This first step is only for the case you haven't receive the installation files.

e Connect on your Office 365 account (https://login.microsoftonline.com), enter your MSF email
and password.

e Once connected, click on the upper left icon and select the icon “SharePoint":

e Look for the GRP-BRU-HOMERE group (https.//msfintl.sharepoint.com/sites/grp—ocb—
homere/Shared%20Documents/Forms/Allltems.aspx) :
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https://login.microsoftonline.com/

A1.A—-OCB_HOW TO INSTALL HOMERE

e If you don't have access to the “Documents” folder, request it:

e Once in the HOMERE group, click on "Documents (1)” and select the “"HOMERE 5" folder (2):

e Select the file "Homere 5.0.00X OTA.7z"(1), click on Download (2) and save it (3):
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A1.A—-OCB_HOW TO INSTALL HOMERE

2. LAUNCH THE INSTALLATION > &

e Check the capacities for Drive C: and Drive N: in your computer:

You should have at least 20GB space in each drive. If it is not the case, contact your IT office to see
how to free up some space.

e Retrieve the Homere 5.0.00X OTA.7z file that you have received from either the mission
coordination or downloaded from the HOMERE group. Extract the installation files included in it:

e Click twice on the folder created with the same name:

Name Date modified Type Size
| Homere 5.0.008 OTA 24-05-18 13:03 File folder
Homere 5.0.008 OTA.7z 11-11-19 13:02 7Z File 27.482 KB
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A1.A—-OCB_HOW TO INSTALL HOMERE

e Click on "Install HOMERE OTA" shortcut from the unzipped folder to launch the installation
process:

e Once the software HOMERE is installed, you'll receive this confirmation message:

e Click on the HOMERE icon that's been created on your desktop:

e Enter with the default username and password: ADMIN/ADMIN

HOMERE installation is completed.
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A1.A—-OCB_HOW TO INSTALL HOMERE

Tips and tricks

In case you are encountering a problem with the upgrade of your HOMERE
version, you can always use the team viewer integrated in your HOMERE to
request help:
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A1.B-OCP_HOW TO INSTALL HOMERE

A1.B- OCP_HOW TO INSTALL HOMERE

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001+ 09/11/2019 A3 - How to login/logout of HOMERE

A4 — Introduction to HOMERE data
management and parameters

A5 — How to import general parameters
A6 — How to update field parameters
A7 — How to create-restore a backup of
your database

A11 - OCP_ How to install mission-specific
stats

A12 — OCP_How to install models

C5 — How to generate and attach a
contract

When?

If you don't have HOMERE installed yet on your computer.

Why?

HOMERE is the HR Management software for National employees in use at field level.

Without using the HOMERE software, there is a risk of loss of information and employee’s data can't
be stored and shared in a proper way.

What to be careful with?
Make sure you follow all the steps defined below.

How?
Follow me.
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A1.B - OCP_HOW TO INSTALL HOMERE

1. LAUNCH HOMERE INSTALLATION FILE > &

(1) Double click on the HomereinstalIXXXXX.exe file provided:

% Homereinstall50008.exe

(2) Click on Exécuter button:

(3) Choose the language version according to the common language of your mission and then on
OK.
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A1.B - OCP_HOW TO INSTALL HOMERE

(4) Click on Next.

(5) Click on Browse in order to select where to install HOMERE on your computer.

(6) Select the disc on which there is more free space; and click on OK.
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A1.B - OCP_HOW TO INSTALL HOMERE

(7) Click on Next 3 times.

(8) Click on Finish.
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A1.B - OCP_HOW TO INSTALL HOMERE

(9) Click on OK.

(10) Restart your computer.
(11) Right=click on the HOMERE icon on your desktop; click on Properties.

(12) Go in Compatibility, tick the box Run the program as an administrator and click on Apply.

OCB & OCP HOMERE USER GUIDE 20




A1.B - OCP_HOW TO INSTALL HOMERE

2. INSTALL THE GENERAL PARAMETERS (GEN FILE) > =

A shortcut has been created on your Desktop.
(1) Double click on the it

(2) Enter with the default username and password : ADMIN/ADMIN.

(3) Click on File> receipt.
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A1.B - OCP_HOW TO INSTALL HOMERE

(4) Click on Start.

This operation is getting back all the entries sent under a 7Zip file format. t's an update of field
entries. WARNING ! if files coming from the field are already existing on your computer,

this operation wil replace the previous entries by the new entries. We recommend you to do a
back up before to do this operation.

(4]

(5) Select the General Parameters GEN_AAAAMMJJ.7z file provided and click on Ouvrir.

Once the reception proceed is done, HOMERE will display the following message Operation
ended.

(6) Click on OK.
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A1.B - OCP_HOW TO INSTALL HOMERE

(7) Enter in Homere with the OCP Login and Password provided by your manager

3. (RE) INSTALL THE MISSION SPECIFIC STATISTICS (IF ANY) > [~

4. (RE) INSTALL THE MODELS (IF REQUIRED) > -
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A2.A - OCB_HOW TO UPGRADE HOMERE

A2.A - 0CB_HOW TO UPGRADE HOMERE

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.007+ 12/11/2019 A3 - How to login-logout of HOMERE

A5 — How to import general parameters
A7 — How to create-restore a backup of
your database

When?

When you are informed that a change of HOMERE version must be implemented in your project.

Why?

Because it is very important to have the same version of HOMERE in the missions, for compatibility
purposes between the projects but also to enjoy the new functionalities developed by the software
editor and the bugs resolved.

What to be careful with?
Create a backup of your database before following the steps defined below.

How?
Follow me.
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A2.A-OCB_HOW TO UPGRADE HOMERE

1. DOWNLOAD THE UPGRADE FILE> i

The first step is for when you haven't received the upgrade file from the mission coordination.

e Connect on your Office 365 (https://login.microsoftonline.com) and enter your MSF email and
password:

e Once connected, select the icon “SharePoint":

e Look for the GRP-BRU-HOMERE group (https.//msfintl.sharepoint.com/sites/grp—ocb—
homere/Shared%20Documents/Forms/Allltems.aspx):
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https://login.microsoftonline.com/

A2.A - OCB_HOW TO UPGRADE HOMERE

e If you don't have access, request it:

e Once in the HOMERE group, click on “Documents” (1) and select the "HOMERE 5" folder (2):

e Select the file “Patch Homere 5.0.00X OTA.7z"(1), click on "Download” (2) and save it (3):
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A2.A-OCB_HOW TO UPGRADE HOMERE

2. LAUCH THE UPGRADE > &

e Create a full back up your database and save it in a specific folder in your
computer:

e Close HOMERE:
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A2.A - OCB_HOW TO UPGRADE HOMERE

Unzip the upgrade file (Patch Homere 5.0.00X OTA.7z).

e Click twice on the folder created with the same name:

Patch Homere 5.0.008 08-05-18 15:09 File folder
Patch Homere 5.0.008.7z 11-11-19 15:50 7Z File 23.587 KB

e (Click on the “Install HOMERE PATCH" shortcut in the upgrade folder to launch the upgrade
process:

e Once the software HOMERE is upgraded, you'll receive this confirmation message:
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A2.A - OCB_HOW TO UPGRADE HOMERE

e (lick on the HOMERE icon on your desktop:

e Enter with your username and password:

HOMERE upgrade is completed.
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A2.A - OCB_HOW TO UPGRADE HOMERE

Tips and tricks

In case you are encountering a problem with the upgrade of your HOMERE
version, you can always use the team viewer integrated in your HOMERE to
request help:

OCB & OCP HOMERE USER GUIDE 30




A2.B - OCP_HOW TO UPGRADE HOMERE

A2.B - OCP_HOW TO UPGRADE HOMERE

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001 + 14/11/2019 Al - How to install Homere
Assistant, A3 — How to login—logout of Homere
HR Manager, A5 — How to import general parameters
HRCO Assistant, A7 — How to create—restore a backup of
PAM your database

A1l - OCP_ How to install mission-
specific stats

A12 — OCP_How to install models
C5 — How to generate and attach a
contrat

When?

When you are informed that a change of HOMERE version must be implemented in your project.

Why?

Because it is very important to have the same version of HOMERE in the missions, for compatibility
purposes between the projects but also to enjoy the new functionalities developed by the software
editor and the bugs resolved.

What to be careful with?
Create a backup of your database before following the steps defined below.

How?
Follow me.
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A2.B - OCP_HOW TO UPGRADE HOMERE

1. LAUNCH HOMERE PATCH FILE > i@

a. Do a backup of your data base with all boxes ticked

Create a full back up your database (with all boxes ticked) and save it in a specific folder in your
computer:

—The backup wil contain the items checked below:

I..:II Databaze

|/ {MODELS file (generated files):

|/| DATA file (attached files)

| i Backup | | F] ciose

b. Save your "Models" and “stat” files

Do a right—click on the Homere icon on your desktop,

Select Properties.

Click on the button “Find the target...",

Copy and paste the content of the models file (on your desktop),

Save as well your mission specific Statistics (if any) located in the XML>STAT folder.

Launch the Homere Patch
Save on your Desktop the Homere patch file sent by your Coordination Team or your HQ Homere
referent.

Launch the Homere installation process by double—clicking on the file Homereinstallpatch X.X. XXX
to X.X.XXX — MSF.exe.

| Homereinstallpatch 4.0.009X to 5.0.007 - MSF.exe

Example:

Click on Exécuter.

A successful patch installation window will popup.
Click on OK.
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A2.B - OCP_HOW TO UPGRADE HOMERE

A Text file will also be created
on your desktop.

You can share that file with your manager to confirm him/her that the HOMERE
migration process went well on your computer.

Open Homere again

That step may take some time as long as Homere is performing some automatic recoding
of the database. Don't close Homere until the process is finalized.

Your HOMERE has been migrated to HOMERE new version.

Example:

Restart your computer

2. IMPORT THE GENERAL PARAMETERS (GEN FILES) > =

3. (RE) INSTALLING YOUR MISSION SPECIFIC STATS (IF ANY) > -

4. (RE) INSTALL THE MODELS (IF REQUIRED) > |~
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A2.B - OCP_HOW TO UPGRADE HOMERE

5. GET ADMINISTRATIVE RIGHTS ON HOMERE >

Close HOMERE.
Right click on the Homere shortcut of your Desktop.
Go to Properties and then Compatibility and tick the box Run the program as Administrator.

Then click on Apply and OK.

(D

If new HOMERE manuals have been written or previous manuals updated they will be
automatically installed when GEN parameters are received and directly avalaible in the
HOMERE Manuels menu:
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A3 - HOW TO LOGIN/LOGOUT OF HOMERE

A3 - HOW TO LOGIN/LOGOUT OF HOMERE

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS

HR Manager V5.0.001 + 29/10/2019 A1 - How to install HOMERE

Assistant, HR A7 — How to create-restore a backup of
Manager, HRCO your database
Assistant, PAM A9 — How to create your username and

password?

When?

Every time you need to use HOMERE (login) or you are done using it (logout).

Why?
HOMERE is the HR Management software in use in the projects in the field.
After installing it, the first step is to login in HOMERE.

What to be careful with?

You must be careful to logout from HOMERE every time you are done with it as if you don't,
somebody else could access HOMERE and all the confidential data it contains in your computer.

How?
Follow me.
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A3 - HOW TO LOGIN/LOGOUT OF HOMERE

1. LOG IN HOMERE > &

Click twice on the HOMERE icon shortcut that has been created on your desktop after installation:

If it is the first time you connect, connect with the generic username and password: ADMIN/ADMIN,
if it is not the first time, use your own login and password and click on ‘OK'":

You are now connected.
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A3 - HOW TO LOGIN/LOGOUT OF HOMERE

2.LOGOUT IN HOMERE > &

To logout from HOMERE, go to File > Close:

The software will ask you if you want to do a backup or not:

Click on Yes if you have done a lot of changes since the last backup and No if you only used HOMERE
for consultation.

Once done, you will be disconnected from HOMERE.
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A4 —INTRODUCTION TO HOMERE DATA MANAGEMENT AND PARAMETERS

A4 - INTRODUCTION TO HOMERE DATA
MANAGEMENT AND PARAMETERS

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001 + 19/11/2019 A5 — How to import general parameters
Assistant, HR A6 — How to update field parameters
Manager, HRCO A7 — How to create-restore a backup of
Assistant, PAM your database
A8 — How to send or receive a database —
PER and DOC

This schema present the different elements that HOMERE is made of and the
ways data are managed in HOMERE through various components (BACK UP
file, PER file, DOC file, GEN file, Fields parameters):

In the next technical sheets, we will define in detail each of these components and:
e how to update them (GEN file, Field parameters),
e how to use them (PER file, DOC file and BACK UP).
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A5 - HOW TO IMPORT GENERAL PARAMETERS

A5 - HOW TO IMPORT GENERAL PARAMETERS

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001 + 08/11/2019 A4 — Introduction to HOMERE data
Assistant, management and parameters
HR Manager, A9 — How to create your username and
HRCO Assistant, password?
PAM
When?

When you upgrade the version of your HOMERE and/or when there is an update of the general
parameters linked to a revisal of what's included in these parameters.

Why?

Without the general parameters linked to the operational center, the HOMERE functionalities are all
activated, the access levels and rights are not correct, the basic users and passwords are not defined,
the dictionaries, the reports/statistics and options are not harmonized nor updated.

Without the general parameters imported, access rights, active features, mandatory fields to fill in will
differ from the other projects and missions and this will create compatibility issues.

What to be careful with?

At each reception of the general parameters, you must reconnect with your username and password to
update the modifications related to these new general parameters.

How?
Follow me.
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A5 - HOW TO IMPORT GENERAL PARAMETERS

After receiving the GEN_YYYYMMDD. zip file from the HOMERE referent, save it on your computer.
Open HOMERE with your username and password
Go to File > Receipt then click on Start:

Select the .7z/.zip file received and click
on Open:

Once finished, this confirmation message
will appear:

Reconnect with your username
and password:
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A6 — HOW TO UPDATE FIELD PARAMETERS

A6 - HOW TO UPDATE FIELD PARAMETERS

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
Receiving is for all V5.0.007+ 19/11/2019 A4 — Introduction to HOMERE data
HOMERE users, management and parameters
sending is only for C2 — How to renew or amend one or
PAM/HOMERE various employee contract(s)?
Mission referent

When?

When there is a change of one or several of the field parameters within your project or when a new
project is created within your mission and you are requested to update them.

Why?
Because these parameters are specific to each mission and/or project and are adapted to the
specificities of each context or country. The field parameters are created by the HOMERE referent

(payroll calculation, salary grid, function grid) or the mission (employer, projects, project subdivision, tax
office, accounting codes, financing contract, analytical axis, ...).

Field parameters

CREATED AND CREATED AND CREATED AND
MODIFIED AT MODIFIED AT MODIFIED AT
HQ LEVEL MISSION LEVEL MISSION LEVEL
—LH-QM-EB-EI-iEEERENIJ— {COORDQ) (PROJECT)
| Payroll calculation ‘ Employers | | Tax office |
| Salary scale | ‘ Financing contract | Project subdivision
Function scale ‘ Analytical axis |

Accounting codes

What to be careful with?
Make sure to import ALL the specific field parameters of the project.

Don't forget to import any updated field parameters while requested to do so, because this is going to
create discrepancies with the rest of the mission.
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A6 — HOW TO UPDATE FIELD PARAMETERS

As these parameters are essential to create pay slips and contracts and integrated in each
contract, make sure that the update of the parameters is done before generating the pay
slips, or the change won't be considered. Make also sure you know when there is a change

in the parameter that requires the creation of new contracts/amendments for the
employees.

How?
Follow me.
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A6 — HOW TO UPDATE FIELD PARAMETERS

1. RECEIVE MANUALLY ONE FIELD PARAMETER > i@

Save the updated/new parameter .7z/zip file on your computer in a specific folder.
For manual import of field parameters, there are 2 cases:

a. Payroll calculation

If it is a change of payroll calculation, go to Parameters > Payroll Calculation.
Click on Import and select the .zip file you have received:

If it is an update of an existing payroll calculation, you will receive this message:

Click on Yes and let the software import the new calculation.
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A6 — HOW TO UPDATE FIELD PARAMETERS

b. Others field parameters

Go to the field parameters you want to update in Parameters > Field parameters.
Choose the parameter to be updated and click on Import:

In this example, we are updating the salary scale:

Once you have clicked on Open, the parameter will be updated.
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A6 — HOW TO UPDATE FIELD PARAMETERS

2. RECEIVE MORE THAN ONE FIELD PARAMETER AT ONCE > &

In the event more than one of the mission field parameters must be updated, you will receive a
PAR_PROJECTCODE_YYYYMMDD .zip file. This PAR file will contain 2 or more field parameters. By
receiving this PAR file you will receive all field parameters it contains at once.

Save it on your computer.

Go to File > Receipt.

This screen will appear, click on Start:

Select the PAR zip file received and click on Open:

Once done, you will receive this confirmation message:
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A6 — HOW TO UPDATE FIELD PARAMETERS

3. SEND ONE FIELD PARAMETER > W

a. Payroll calculation

You can't modify what's inside the payroll calculation, the changes are made by the HQ HOMERE
Referent and you'll be in charge to share the updated version in your mission.

This said, you may be responsible to modify some of the general variables of the payroll calculation.
These general variables will impact the way the payroll is calculated in your mission.

A typical example of a general variable that must be adapted from time to time is the exchange rate.

In case you want to change one of the general variables in the payroll calculation and share it with the
mission’s projects, go to Parameters > Payroll Calculation.

Click on Modifiable headings:

Adapt the one(s) that must be changed and click on Apply:

Click on Export:
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Save the file in a specific folder without renaming it:

b.Field parameters

You are ready to share it with your mission’s projects.

Go to the field parameters you want to export in Parameters > Field parameters.

You are not allowed to modify the Salary Scale, the Function grid and the Accounting codes. If there is
an update of one of this, the .zip file will come from the HQ HOMERE Referent and you'll be in charge
to share it with the projects.

Basically, there are 6 field parameters you can update (Payslips with translated headings, Options,

Employers, Projects, Project Subdivision, Tax office — for OCB) and 8 for OCP (same as OCB with
Financial Contracts and Analytical Axis added).

Paysbw’mtranslateﬂ?veaﬁngs Salary scale | Function scale | Employers | Projects | Project subdivision | Tax Off 4 | »
) Current headings Your headings
3 Paid-leaves |
i Previous balance |
|E Leave taken in the month |
5 Leave acquired in the month |
It Remaining leave |
| Netto pay |
Method of payment |
Bank name |
Accountn® |
signature. |
Employee |
Employer |
Comment |
Payment date |
o] (o] [
] ciose
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To modify one of these parameters, go to its subfolder, and either you adapt directly and click on

Apply or click on New or Modify and then on Validate.

In this example, we are creating a new project:

Once you have validated it, click on Export:
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Save it in a specific folder:

You are now ready to share with your mission’s projects.
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4. SEND MORE THAN ONE FIELD PARAMETERS AT ONCE > &

When there is a change of more than one parameter, there is as well an option to send them all at
once.

Go to File > Sending > Field parameters

This screen will appear:

You can either choose to send them all (All) or to select manually the ones to be sent (Selection of
parameters).

If you choose to only send some of them (Selection of parameters), you'll have the opportunity to
make a sub selection:

Active — you will only have the option to choose between active parameters
Inactive — you will only have the option to choose between inactive parameters
All — you will see all parameters in each section (active/inactive)

Once you have chosen which parameters you want to send, click on Run. This will generate a
PAR_PROJECTCODE_YYYYMMDD zip file.

OCB & OCP HOMERE USER GUIDE 50




A6 — HOW TO UPDATE FIELD PARAMETERS

Save it on your computer in a specific folder:

You are ready to share with the mission’ projects.

Tips and tricks

Receiving a PAR might be easier for the project than having to update
manually within the right folder the field parameter so don't hesitate to use
this option rather than the manual one for the sending of parameters. This is
also an opportunity to make sure the projects have the right parameters active
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A7 - HOW TO CREATE/RESTORE A BACKUP
OF YOUR DATABASE

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001+ 16/10/2019 A4 — Introduction to HOMERE data

management and parameters
A2 — How to upgrade HOMERE

When?

You should backup your HOMERE database every time you are about to implement an important
change, or you are done with an important entry of data in your database.

We advise you to do a backup in the following cases:

e After a large data entry

e Before each import/export of data

e After the entry of advance and/or pay slip variables

e Before generating the pay slips

e Before and after the monthly closing

e Before a parameter modification (payroll calculation, salary scale, etc.)
e Before and after a field sending/receipt

e Before installing a new version of HOMERE

Depending on your OC policy, you might as well be requested to a backup on a regular basis.

Why?
The backup contains everything from your HOMERE:
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Creating a backup and being able to restore the full previous database is very helpful to avoid loss of
data or to solve problems of corruption of data after a big change in your database.

The database is not shared amongst the different users as HOMERE is not a connected software and
there is only one master database in each project.

What to be careful with?

Creating a backup should not create any issue. Restoring a backup will erase what was previously
encoded in the database, meaning that if you restore a wrong backup (ie. with a database less
updated that the current database), all the newer data and files of your database will be bost (if there
is no backup for these ones).

The backup restores all data from the HOMERE user database, logins and passwords included. It
means that you restore the backup of someone’s else HOMERE will prevent you to connect with your
login and password.

How?
Follow me.
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1. CREATE A BACK UP > i

Every time you exit HOMERE, you'll be asked if you want to create a backup:

If you click on Yes, the backup will automatically be created and saved in the BACKUP subfolder of your
HOMERE installation folder:

Backup files always have the same format: BACKUPHOMERE_PROJECTCODE_YYYYMMDD HHMM
As for any other file automatically created by HOMERE, do not change the name of this file.

If you decide to create a backup before or after a big change, go to File > Back-up:

There are 3 options in the backup menu:

e Database: all the data entered in HOMERE — mandatory

e MODELS file (generated files): every document template saved in the folder MODELS.

e DATA file (attached files): all attached documents linked to the employee identity slip, such as
contract, evaluations, disciplinary measures and job descriptions.

If you tick the 3 boxes, the size of your backup will be higher than if you only backup your database.
Depending on the changes that is about to be implemented or the last changes made, you'll decide which

one is more relevant. It is not always needed to backup models and data files.

Click on Backup, when the window opens to launch the backup.
Save the backup in a safe folder or on a USB key or on the cloud.
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2. RESTORE A BACKUP > &

Go to File > Restore.

As for when you create a backup, you'll have the choice between restoring the database or the database
and the models files and/or the data files:

Click on Recover and select the backup you want to restore:

You'll receive this message at the end of the restoration:

And you'll be asked to enter again your credentials to connect on HOMERE.

Tips and tricks

You'll see next what's the difference between a backup and the
sending/receiving of PER/DOC and you'll understand that backup is used for
your personal database while the PER/DOC sending/receiving is more about
updating someone’s else HOMERE database.
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A8 - HOW TO SEND/RECEIVE THE DATABASE:
PER/DOC

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.008+ 08/11/2019 A4 — Introduction to HOMERE data

management and parameters
A7 — How to create-restore a backup of
your database

When?

Every time HOMERE master data has been updated and every time the month has been closed,
respecting certain deadlines that are decided within each OC.

Why?

Since HOMERE is a local database, it is essential to be able to receive and send a database (PER) and
the documents attached in this database (DOC) otherwise your HOMERE database (or your colleagues’)
will not be the most up to date and you risk having to re-encode data/encode data twice. It is also
important for the coordination and the headquarter to receive on a regular basis the update of the
projects’ databases for reporting matters.

Here are the elements that comprises these two files used to exchange data between users:

Attached documents

Contracts

Job descriptions

Evaluations

| Any other attached document (picture...) ‘
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What to be careful with?

PER and DOC sending and receiving erases data with the most updated ones, so it is
important to know which data is the most updated before receiving them or you are at risk

of losing data.
Don’t modify the name of the PER/DOC file or users may face difficulty to receive it afterwards.

How?
There are 2 types of sending/receiving:

o Database (PER): all entered or generated data (identity slips, contracts, pay slips, etc.).
e Attached documents (DOC): all attached documents linked to identity slips, contracts...

For each database sending, there are different kinds of choice that can be summarized this way:
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1. SENDING PER OR DOC > i

Go to File > Sending and choose either Database (PER) or Attached documents (DOC).

If you choose to send the database, you will first have the choice between the type of content:

2 options are possible:

e  Monthly sending: select the month you want to send (be careful — to send one month it must
be closed)
—> PER_MOISPROJECTCODE_YYYYMMDD.zip
This option is the one to be used when sending the database to the finance software.

e All: all months present in the database are sent (closed or not)
—> PER_AII_PROJECTCODE_YYYYMMDD.zip
This option is the one to be used when sending the database to the
coordination/headquarter.
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Options: there are 3 options for the project database to be sent, and they are the same whether you
choose to send the database or the attached documents:

e Send only the selected field
e Send all fields (active)
e Send all fields (active and inactive)

As explained in the schema above, the last two options are used by the coordination for the monthly
sending of the mission database/documents to the headquarters or by the project that includes more
than one project.

Once you have chosen the type of sending you want to do, click on Start and choose the location of
the zip file that will be created (eg. PER_PROJECTCODE_DATE):

A window will pop up regarding the progress of the creation of your PER/DOC_XX.zip file:

And then a confirmation message once it is done:

You are now ready to share with your HR colleague or the coordination/headquarter.
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2. RECEVING PER OR DOC > i

Before launching the process, make a backup and make sure the file you are going to
receive has the proper format (PER_PROJECTCODE_DATE.zip or
DOC_PROJECTCODE_DATE.zip)

Unlike the restoration of a backup, the received fields are added to the different fields already existing
in HOMERE and the existing ones are not erased if they are not included in. However, if you receive a
field already existing in your database, the data regarding this field will be updated with the one you

are receiving.

The process to receive a PER file (database) or a DOC file (attached documents) is the same.
Go to File>Receipt:

This warning message will appear, click on Start:

Select the file you want to receive and click on Open:
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If you have already data about the field(s) in your database, the following message will pop-up:

Click on Yes if you want to update all the fields mentioned. A new window will pop up regarding the
progress of the update:

After receiving the field, a message will inform you that the operation ended:

Enter HOMERE again your login and password.

Tips and tricks

Choosing the right way of sharing (through sending/receiving) can be
difficult. It is important to understand fully the difference between a BACKUP
and the PER & DOC.

The backup process erases everything and rewrites it (documents attached,
users and passwords, general parameters, etc.)

Backup and restore apply to all fields present in the database, which means
that if you restore a backup with only one field, but you had more than one
field in your database, the other fields will disappear.

It is really advised to use PER and DOC to share data between different

databases instead of the backup, which is more for recovering your own
database.
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A8.A - OCP_HOW TO UPLOAD PER AND
DOC ON EPIFILES (COORDINATION ONLY)

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HRCo V5.0.001 + 07/05/2020 A8 — How to send/receive the database —
HRCo Assistant PER/DOC
PAM F11 - How to send the updated database
and attached documents to HR

When?

Once a month when all fields have sent their closed data base to Coordination.

Why?
To update the Headquarter Homere server on a regular basis and to ease the consultation of MSFF
National employees files by Headquarter HR

What to be careful with?

Insure that the data base of all fields have been received to the central data base at Coordination
before generating a PER_ALL (including all mission Homere datas) and DOC_ALL (including all
mission Homere attached documents) to be send to Epifiles Website.

Be careful to always load PER first before the DOC file.

How?
Follow me.
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1. ACCESS TO https://epifiles.voozanoo.net > ‘

¢ Go to https://epifiles.voozanoo.net

e Enter:
e your login (identifiant): MSF_XX
(ex: MSF_HT, MSF_YE..)),
e your password (mot de passe)
(created and given by the Homere
Referent).

e Click on connexion.

2. UPLOAD AND SEND FILES > &

e The depot is already selected

(ex: msf_PI for the warehouse
dedicated to Palestine mission),
e You can write a comment (optional)
in the field notes for uploaded file(s),
e Click on browse to select the file (PER
then DOC) to be uploaded.

e Be careful you must ALWAYS upload the PER file before uploading the
DOC file.

e Each month, you must send 2 files :
- 1 PERfile (including all the fields)
- 1 DOC file (including all the fields)

To ensure that your files include all your field datas, you just have to check
whether the word ALL appears in the file name:
ex: PER_ALL_TD1011_20170817 DOC_AlLTD1011_20170817
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A/ A8.A - OCP_HOW TO UPLOAD PER AND DOC ON EPIFILES (COORDINATION ONLY)

Wait until the files are uploaded (100%).

Uploads dashboard

26/05/2020 a 15:53:19 - HOMERE > msf_BF X

100% ) PER_BF1815_20200424.7z

If you selected the wrong file, you can still delete it with the trash icon on the right side of file line
and then click on OK.

Uploads dashboard

26/05/2020 a 15:53:19 - HOMERE > msf_BF
0% PER_BF1815_20200424.7z

Uploaded and partially uploaded files will not be placed into ygar EpiFiles depot.

I OK ] ‘ Annuler
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Click on send file(s) to send the file to MyHomeére.

3. CHECK THE UPLOADED FILES> i

All the files sent in the depot appear in the part Received files.

Filters
Zone: E‘ Contributor :
Status : E‘ Sent after : i}/ mm / aaaa
File name : Sent before : i}/ mm / aaaa
(Deposited files
Status Sender Date sent Depot > zone Notes File(s)

=) GCompletely uploaded MSF_BF 26/05/2020 15:59:13 HOMERE = msf_BF PER_BF1815_20200424.7z
g Completely uploaded MSF_BF 26/06/2020 15:53:42 HOMERE > msf_BF PER_BF1815_20200424.7z
\E Completely uploaded MSF_BF 26/05/2020 15:41:22 HOMERE > msf_BF PER_BF1815_20200424.7z

65 OCB & OCP HOMERE USER GUIDE




A/ A8.A - OCP_HOW TO UPLOAD PER AND DOC ON EPIFILES (COORDINATION ONLY)

4. GO TO YOUR MAILBOX > i

After the file sending, you will receive the following email entitled EpiFiles — Summary of your
file(s) upload:

Once the file is uploaded, you will receive the following email entitled: EpiFiles - Réception
terminée

The file is now uploaded in MyHomeére and data accessible at HQ level.
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A8.B - OCP_ HOW TO SECURE AND
EXCHANGE HOMERE DATA

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001+ 06/05/2020 A4 — Introduction to data management

and parameters

A7 — How to create/restore a backup of
your database

A8 — How to send/receive the database —
PER/DOC

A8A — OCP_How to upload PER and DOC
files on Epifiles (Coordination only)

When?

When PER and DOC files need to be exchanged between the HR assistant and the project HR
manager or between the field and the coordination.

Why?
PER and DOC files contain sensitive HR data that should be handled with care in order to comply
with GDPR (General Data Protection Regulation) standards.

What should we pay attention to?
Do not use channels or media not recommended.
Clear/delete backup, PER and DOC older than 3 months.

How can | do that?
Follow me.
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1. WHICH FILES CONTAIN HOMERE DATA? > i

Every month, the field HR assistants generate from their HOMERE software:

e Backup files which contain the OCP general parameters, the mission parameters (payroll,
salary scale, function scale, accounting codes, contract models etc.), the database and
attached documents.

e PER files that contain the mission parameters (payroll, salary scale, function scale,
accounting codes, etc.) and the database,

e DOC files that contain the attached documents.

The PER and DOC files are "lighter" than the Back-up files; they are used to exchange data
between different HOMERE users.

At least once a month, each field sends a PER file and a DOC file to the coordination unit, which
compiles them and sends to the headquarter a PER_ALL file and a DOC_ALL file containing the
whole mission data.

All of these files (Back up, PER and DOC) contain sensitive HR data that should be handled with
care to comply with the GDPR (General Data Protection Regulation).

Recommendations
When to generate Homere data files (back up, PER and DOC)?

Back up PER and DOC
- After entry of massive Whenever it is necessary to send
data the Homere database to another
- After the monthly user.
closing

- Prior to parameters
changes (importing a
new function scale/salary
scale/payroll)

- Before installing a new
Homere version

In general, the data files (back up/PER/DOC) should only be made when strictly necessary because
they multiply the number of copies made of the database. In principle, the less data copies you
have, the more secure they are because it is easier to control their storage.
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2. HOW LONG TO KEEP THE DATA FILES (BACKUP, PER AND DOC)? > -

It is recommended to keep the last 3 months of data and to erase/delete backup, PER and DOC
longer than 3 months.

E.g.: in April 20, keep the backup/PER/DOC of January 20, February 20 and March 20.
In May 20: delete the backup/PER/DOC of January 20 and keep the files of February 20, March
20 and April 20.

Be careful to delete the data files on all the media on which they were stored.

3. ON WHICH MEDIA SHOULD THE BACKUP FILES BE SAVED? > i

Among the media proposed below, choose/define with the coordination and according to the
local technical constraints, the most reliable one on which all Homere back up will be recorded. It
will be necessary to erase any file recorded on a media different from the one defined.

Data
accessible in

Ry o ianedin | teewentof | g in o
Media Confidence level . power of theft of
media loss/theft/breakage outage or the computer
(safety) of the computer internet P
failure (use of
computer battery)
NAS +++ | Recommended \') \' \'} \')
Computer +— | Not XV X Vv X
recommended
MyMSF +— | Not \" \" X \"
recommended
Drop box - Not X Not recommended Not Not
recommended recommended | recommended
— not secure
Sharepoint | — | To be avoided X To be avoided To be avoided | To be avoided
USB stick / | — | To be avoided X To be avoided To be avoided | To be avoided
external
hard drive

It is not recommended to store copies of backups locally on the computer because in case of

computer loss or theft, this data will be vulnerable because it is not secure.

69

OCB & OCP HOMERE USER GUIDE



A/ A8.B — OCP_HOW TO SECURE AND EXCHANGE HOMERE DATA

4. WHICH CHANNEL SHOULD BE USED TO EXCHANGE PER AND DOC FILES
BETWEEN HOMERE USERS? > i

Among the channels proposed below, choose/define with the coordination and according to local
technical constraints, the most reliable one to exchange PER and DOC files between the HR
assistant and the project HR manager or between the field and the coordination.

Reliability
Channel Confidence level of the
channel

NAS +++ | Recommended \';
Email ++ Recommended but PER/DOC are \')

often blocked because they are

too heavy.
MyMSF + Recommended Vv
Wetransfer - Not recommended X
Drop box - Not recommended — not secure X
Sharepoint — | To be avoided X
USB stick / external | — | To be avoided X
hard drive

Be careful to exchange these files only with persons who are authorised to have them,
as any communication to an unauthorised person will be qualified as personal data
breach.

Indeed, as these files contain a great deal of personal and confidential data, any breach in the
security of these files can have an extremely significant impact on the people whose data is
processed.

If there is any doubt about the security of these files, the mission's HR coordinator should be
approached so that he/she can take the appropriate measures and pass on the information to the
headquarter.

5. WHICH CHANNEL SHOULD BE USED TO SEND THE PER_ALL AND DOC_ALL
FILE OF THE COORDINATION TO THE HEADQUARTER? > i

The Epifiles platform is to be used by the coordination to send PER_ALL and DOC_ALL files to the
headquarter.

Reliability
Channel Confidence level of the
channel
Epifiles +++ | Mandatory /4

Be careful, same principle as for the exchange of files between the field and the coordination: you
must ensure that data is only communicated to the persons entitled to receive it.
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6. WHEN A MISSION HAS THE NAS, WHAT ARCHITECTURE SHOULD BE
IMPLEMENTED IN THE NAS? > i

Currently and in some countries (e.g. DRC), the NAS has been implemented. 2 spaces/servers are
available:
- One space/server reserved for each field. Only "authorized" users of the field have
access to it.
- A space/server shared between the coordination and the fields on which :
e the coordination shared documents with all the fields (e.g. the HR guide, contract
models, HR tools, etc.)
e the fields submit files to the coordination (such as the monthly PER and DOC).

On the space/server reserved for the field: in the server (M), in the folder " it is
recommended to create a sub—folder entitled " HOMERE > BACK UP / PER & DOC - last 3
months " in which are saved per month/year :

- backup generated,

- PER and DOC files shared between the HR Assistant and the HR Manager.
Data files older than 3 months must be deleted.

On the space/server shared between the coordination and the fields: in the folder
“MISSION", sub—folder " HR ", it is recommended to create, for each field, a sub—folder entitled *
PER&DOC&QUICK AUDIT - last 3 months “ in which the fields will upload the files PER and
DOC for the coordination:

NAS example - CD102 field in April 20:

>10_MED (reserved for field CD102)
> reserved for field CD102)
>Homere
> Backup - last 3 months

> 2020-01
BACKUPHOMERE_CD102120200130 1831.7z
BACKUPHOMERE_CD102120200126 1622.7z
BACKUPHOMERE_CD102120200115 1154.7z
PER_CD1021_20200130.7z
DOC_CD1021_20200130.7z

> 2020-02
BACKUPHOMERE_CD102120200203 1721.7z
BACKUPHOMERE_CD102120200227 1512.7z
PER_CD1021_20200226.7z
PER_CD1021_20200228.7z
DOC_CD1021_20200227.7z
DOC_CD1021_20200228.7z

> 2020-03
BACKUPHOMERE_CD102120200315 1721.7z
BACKUPHOMERE_CD102120200329 1721.7z
PER_CD1021_20200331.7z
DOC_CD1021_20200331.7z

>30_FIN (reserved for field CD102)
>40_LOG (reserved for field CD102)

>COLIBRI

> MISSION ([file shared between coordination and all the fields]
>MED
>HR

>1. DRC RH KIT
>2. FOLLOW-UP and REPORTING
>3. HOME AND ACCOMMODATION
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> 4. PAY & HOMERE
> CD1201
>TAXES AND CONTRIBUTIONS
> PER&DOC&QUICK AUDIT - last 3 months
> 2020-01
PER_CD1021_20200130.7z
DOC_CD1021_20200130.7z
QUICK AUDIT
> 2020-02
PER_CD1021_20200228.7z
DOC_CD1021_20200228.7z
QUICK AUDIT
> 2020-03
PER_CD1021_20200331.7z
DOC_CD1021_20200331.7z
QUICK AUDIT

> FINANCE
>LOG

On the coordination server: in the folder " * (which is accessible by
the coordination only), it is recommended to create a sub-folder entitled " 20X_HOMERE > BACK
UP MISSION - last 3 months " in which are saved the PER_ALL and DOC_ALL files of the last 3
months sent to the headquarter.

NAS example - coordination (CD101) in April 20:

>10_MED (CD101)
> 20_HR (CD101)
>Homere
> Backup Mission - last 3 months
> 2020-01
BACKUPHOMERE_CD101120200131 1321.7z
PER_ALL_CD1011_20200130.7z
DOC_ALL_CD1011_20200130.7z
> 2020-02
BACKUPHOMERE_CD101120200228 0913.7z
PER_ALL_CD1011_20200228.7z
DOC_ALL_CD1011_20200228.7z
> 2020-03
BACKUPHOMERE_CD101120200331 1954.7z
PER_ALL_CD1011_20200331.7z
DOC_ALL_CD1011_20200331.7z
>30_FIN (CD101)
>40_LOG (CD101)

>COLIBRI

>MISSION ([file shared between coordination and all the fields]
>MED
>HR

>1. DRC HR KIT
>2. FOLLOW-UP and REPORTING
> 3. WELCOME AND ACCOMMODATION
> 4. PAY & HOMERE
> CD1201
>TAXES AND CONTRIBUTIONS
>PER&DOC&QUICK AUDIT - last 3 months
> 2020-01
PER_CD1021_20200130.7z
DOC_CD1021_20200130.7z
QUICK AUDIT
> 2020-02
PER_CD1021_20200228.7z
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DOC_CD1021_20200228.7z
QUICK AUDIT

> 2020-03
PER_CD1021_20200331.7z
DOC_CD1021_20200331.7z
QUICK AUDIT

> CD1301
>TAXES AND CONTRIBUTIONS
>PER&DOC&QUICK AUDIT - last 3 months

> 2020-01
PER_CD1301_20200130.7z
DOC_CD1301_20200130.7z
QUICK AUDIT

> 2020-02
PER_CD1301_20200228.7z
DOC_CD1301_20200228.7z
QUICK AUDIT

> 2020-03
PER_CD1301_20200331.7z
DOC_CD1301_20200331.7z
QUICK AUDIT

> FINANCE
>LOG
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A9 - OCB_HOW TO CREATE YOUR USERNAME
AND PASSWORD

TARGET HOMERE LAST LINKED

GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001+ 18/11/2019 A10 — How to use the log viewer
When?

When you connect for the first time on the HOMERE you are going to manage (the one on your
professional computer).

Why?
To secure the access to HOMERE, which contains highly confidential data, is essential for MSF. There is a real
need to be able to identify users and to know who made what modification.

What to be careful with?

Some users have the same access, which makes it impossible to identify the person who made additions /
changes (especially in the case of fraud), which also implies that anyone with general access can access your
HOMERE and make changes if you don’t follow the steps defined below. In such case, the changes will be linked
to your computer.

How?
Follow me.
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Connect into HOMERE with your generic password (the one to be changed).

Go to Parameters > General Parameters:

Then click on Passwords:

Create a new access for yourself, considering the following levels for each position:
e A = HOMERE Referent
e B=HQ
e C=HRCO, HRCO Assistant + PAM
e D =HR Manager
e E = HR Manager Assistant

Click on New:

75 OCB & OCP HOMERE USER GUIDE




A9 — OCB_HOW TO CREATE YOUR USERNAME AND PASSWORD

Follow these steps:

e Adapt the Name with your name and surname in following format: firstname.lastname

e Adapt the Login with your project code and initials: SS3171MD

e Enter the Password following this instruction: it must be complex enough, at least 8 characters in
length with two numbers

e Click on Validate to confirm changes

Finally, delete the similar access level and the lower ones (if any):

Once done, this is how the passwords page should look like:

You have now secured the access to your HOMERE.

Tips and tricks

Restoring a backup from any other HOMERE will erase the created username
and password you created so make sure you never use the backup of one of
your colleague.

In case there is a real necessity to use the backup of one of your colleague,
please make sure you create again your own login and delete the other ones.
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A10 - HOW TO USE THE LOG VIEWER

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS

HRCO, HOMERE V5.0.001+ 24/10/2019 A7 — How to create-restore a backup of

Referent, PAM, your database

HRCO assistant,
HR Manager

When?

When you want to know who modified a staff file/data.

Why?
Because we need to know who did what when there is a data alteration that can have fraudulent consequence.
It is also a functionality that gives a good overview of the tasks performed by the different HOMERE users and

this functionality is as well often used in case of a bug, to understand which actions where performed that lead
to a bug or a data loss.

What to be careful with?
The log viewer will be impacted by the kind of update you choose for your HOMERE.

The restoration of a backup from another HOMERE database in your HOMERE, the

existing logs in your HOMERE will be linked to this other database and not anymore yours.
On the other hand, the reception of PER will add the logs from the other database in yours but
will not delete the logs linked to your database.

How?
Follow me.

77 OCB & OCP HOMERE USER GUIDE




A10 - HOW TO USE THE LOG VIEWER

Go to Tools > Log viewer, you'll see this screen appear:

In HOMERE log viewer there are several filters that allow you to choose and identify more easily who
proceeded to a specific change in the database as well as when the change was made.

Let's review the most relevant filters:

From... to...: choose the period in which the changes happened

Field code: choose one or more specific project(s) for which you want to check the changes

Section: choose the changes in each specific section that defines HOMERE such as field, restore,
function grid, payroll calculation, salary scale, statistics, etc.

Level 1: choose the type of action that was performed: close, export, delete, create, modify etc.

Level 2: choose the subtype of action performed within the level 1 action: approve, unapprove, create,
etc.

Message 1: this is a free text area, where you can input the name of the staff, his/her code and/or the
contract ID number

These filters can be applied simultaneously or not. The more filters you choose, the more precise the
output will be. Once you have decided which you want to apply, click on Filter.

As an example, if you want to know who created the contract of staff with code IDYO011 and when this
contract was created, you can use all the following filters:
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But you can as well for example choose to use only the staff last name in Message 1 area and then
look at all the changes that were performed on this staff file to find the one you are interested in:

By default, the log viewer will apply filter on the last 500 logs, but you can decide to extend the search
by unticking the box:

H) Log f B0
Type of message : ‘ [ | From:| - - 3 - (T} iLimited to the iast 500;
Field code [ Section []
Level 1 ‘ ) Message 1 ‘
Level2 ‘ |_| Message 2 ‘
— - See all
MAC address : T
\ L Usar: | W =
Type | Date % |user |  Fiecode  [section |Leval1 | 1 -
» 1 24-10-19 145425 TERRAIN S53171 Password Create Login = TERRAIM, Name =
2 24-10-1%14:53:5% TERRAIN 33T Password Delete Login = TERRAIN, Hame =
1 241019 11:42:52  SS3TIMD S53MT Pay slip Wodify ldstaff = [2254], Code = II¥
1, 24-10-1911:4226 | SS3171MD 5853171 Contract Modify ldstaff = [2254], Code = II¥
1 24-10-1% 11:41:38  TERRAIN 383171 Contract Modify Idstaff = [2254], Code = II¥
1 24-10-1%11:40:11  PROJET 333MT Password Create Login = TERRAIN, Hame =
1 24-10-1911:37:57 | PROJET 5853171 Contract Modify ldstaff = [2287], Code = II¥
2 24-10-1909:51:38  PROJET 5237 Password Delete Login = TERRAIN, Name =
2| 24-10-190%51:30 |PROJET 35T Password Delete Login = PROJET, Name = Pl
1 24-10-1909:4%:55 PROJET SE3MT Password Create Login = SS3171MD, Name
2| 24-10-18 084527 | PROJET 553171 Password Delete Login = SS3171MD, Name =
1 24-10-1%09:40:12  PROJET 33317 Password Create Login = 333171MD, Name
1 24-10-1%08:35:05  WASTER 35T Password Wodify Login = TERRAIN, Level [0]
1 24-10-1909:34:30 | TERRAIN S83MT Paseword Create Legin = PROJET, Name = Pl
2 23-10-1918:18:02 TERRAIN 553171 Employee file Import Idstaff = [2287], Code = IV
/500 -
1 3

| I _ . B
Fitter Seeall l Fosttion H Export H Print J
e

79 OCB & OCP HOMERE USER GUIDE




A11 - OCP_HOW TO INSTALL MISSION SPECIFIC STATS

A11- OCP_HOW TO INSTALL MISSION-SPECIFIC
STATS

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001+ 24/10/2019 A7 — How to create—restore a backup of
your database

When?

If you need to install one or several specific statistics, in addition to the OCP generic statistic package,
automatically installed in your HOMERE.

Why?

Some specific statistics have been created for some missions in order to answer to specific needs

What to be careful with?
Make sure you follow all the steps defined below..

How?
Follow me.
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e Close HOMERE
e Right—click on the HOMERE icon on your desktop
e (Click on Open file location

e Copy paste the specific statistic(s) in the XML > STAT folders:

e Goin Tools > statistics:
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You will find the specific statistic:

File Employee Payroll ParametersuReports Help

(H}
File
Analysie | Resuts |
E'" m Analysis description
English 09-2019 Name
-2 Fragcais 00,7019 |

B Specific Stat RCA - leaves xml

Advanced mode. Close
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A12 - OCP_HOW TO INSTALL MODELS

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001+ 09/11/2019 A1.B — OCP_How to install HOMERE

A4 — Introduction to HOMERE data
management and parameters

C5 — How to generate and attach a
contract

When?

If you don’t have models such as: contracts templates, job description... installed on your HOMERE.

Why?

To ease the preparation of the hard copy of the contracts, job description...

What to be careful with?
Make sure you follow all the steps defined below.

How?
Follow me.
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e Close HOMERE
e Right—click on the HOMERE icon on your desktop
e (Click on Open file location

¢ Open the folder models.

e Copy paste the templates in the required folders:
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B/B1-HOW TO CREATE/UPDATE AN EMPLOYEE FILE (IDENTITY)

B1 - HOW TO CREATE/UPDATE AN
EMPLOYEE FILE (IDENTITY)

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001 + 28/11/2019 B2 — How to search an employee
Assistant, B3 — How to update the dependents
HR Manager, information
HRCO Assistant, B4 — How to update the qualifications
PAM B5 — How to import a list of employees
B6 — How to export/import an employee
file
B7 — How to extract employees
information in excel
B8 — How to print employees list

When?

Each time a new employee that never worked for your OC is recruited or when you need to update
an employee file.

Why?
It is important to get all the required information (address, phone, contacts....) to have a complete
database. Employees file must be encoded prior to create contracts and generate pay slips.

What to be careful with?

Be careful to check with the coordination whether this employee already worked for your OC in the
past. If he/she already worked for your OC, please do not create a new employee file (it will be
duplicated) and ask to the coordination to send you the employee file.

Be careful to correctly fill in all the fields in each tab and not only the fields in bold (which are
mandatory).

If you have to create an important number of employee files, you can import the list of
employee/data employee information from excel

Please check, on a regular basis, whether all the information filled in in HOMERE matches with the
hard copy files.

How?
Follow me.
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1. HOW TO CREATE AN EMPLOYEE FILE > i

Employee > Create an employee:

1. HOW TO UPDATE THE EMPLOYEE IDENTITY FIELDS> @

Employee > Create an employee > Identity
Or Employee > Find an employee > [Enter the name] > Identity

Eicld 553171 —

Last name |FAIDAL

First name |.Iarr|ar|
File n® /0018 Date updated |25/07/2019 (i) Who MASTER @J [ iJ Add picture
Employeesip) Employes Card|
SEED D% o (& (1|

jdentity | Dependants | Qualifications | Events | Contracts | Leaves | Advances | Pay-slips |

Cwvistatus 11 || Hrs. Birth date |20/05/1585 [T/ Birth place |LEKUANGOLE
Nationality ’ﬁ|z| Sex F|:\ Female
Marital status [IA |+ | MARRIED Staff representative ’N_|:\ Non
‘Social security number l_— Entry date m
P | PN 4 |
PINZ | PINS |

PIN3 |

Address | Phone numbers | Method of payment | Identification | Comments | In case of death | Contact persons in case of Emergency |

Country (S50 ||

| o vaiigate | | 3 cancel |

All rubrics in bold in the “Identity” tab must be completed:

(1) Identity

- Last name: in capital letters

- First name: only the 1st letter in capital letter

- File number: the file number is filled in automatically by HOMERE according to the
nomenclature defined by your OC

- Photo: it is advisable to attach an employee picture to ease the employee
management/recognition. Please refer to your OC/mission policy in this regard.

e To avoid too heavy size of database we limited the size of the
picture that could be attached. If your picture exceeds the
maximum size, HOMERE will display an error message. You
will have then to resize your picture in order to be able to
attach it.

e Only jpg format are allowed.
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- Employee slip/card: allows to generate a badge for the employee if a model is
already designed.

- Entry date: the start date of the first contract. Please note that this date must never
be changed, it is not linked to the current contract and it has no impact on the
seniority calculation.

- PIN fields: The heading of each PIN field can be modified in the Project identifier
window according to the needs of your mission. For example, in some missions, PIN 1
has been replaced by « Driving license number »;

There are several sub—tabs in the slip Identity:
(2) Address

(3) Phone numbers (and emails)
Emails: Enter the employee’s personal email address (and not the « MSF » email, because
we need to be able to reach employee even after their employment).

(4) Method of Payment: record the method of payment (cheque, cash or transfer) chosen
by the employee to receive his/her advance and monthly salary. The method can differ for
the 2 payments. Enter as well all the bank information. This information (Name of the
Bank, account number, BIC number, IBAN...) will appear on the employee payslip, in the
monthly transfer statements and will be provided to MSF's financial department and/or to
the bank in case of salary payment by Bank transfer.

An extra caution should be applied when entering these data to avoid bank
transfer problem.

(5) Identification: do not forget to update the date of the ID (expiration, renewal...).

Do not forget to check and update this information in case the identity card
/driving license... is expired and has been renewed.

(6) Comments: this section must be used for any useful information regarding the employee.
To be used mainly for sensitive information and information with no specific tab.

(7) In case of death: contains the cause and the date of the death of the employee.

In most countries, the beneficiary is designated by the law. When applicable, do
not fill the field.

(8) Contact persons in case of emergency: enter the people to contact in case of a major
problem (security, work accident...) that have been listed by the employee.

[OCP only] If you click on the icon showing a  uentitysie

Field SS3171

folder in the top right, you will find all the ——
documents attached for an employee via e

File n*|S53171_00001 P Dateupdated | /| (&  Who &) | <] Add picture

other tabs (contract, events...). The button Ewoyoosie| Epoyescard[

. . E=E R @&
with an arrow allowing the attachment of ——
. mnlwlﬂewnﬂanfx Qualifications = Events = Contracts Leaves Advances Pay-slips
files should NOT be used: all the documents ST e
must be attached via the different tabs ..L'".;"’EH SWWMXFH
where they belong (in that way you can for sosatynrns [ Enryoe [ 11 (B
. . . . . R
instance check with the statistics if the e wms|

ens[

contract or the job description are attached).

J Address | Phone numbers | Hiethod of payment Comments | In case of death | Contact persons in case of Emergency
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B2 - HOW TO SEARCH AN EMPLOYEE

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001 + 28/11/2019 B1 - How to create/update an employee

file (identity)

B6 — How to export/import an employee
file

B7 — How to extract employees
information in excel

B8 — How to print employees list

When?

When you need to look for an employee file.

When you want to extract a list of employees responding to specified criteria (e.g. all the drivers/all
the employees identified emergency pool/all the staff representative...)

When you want to check whether an employee already worked for us or to do reference checks.

Why?
To have access to the employee HOMERE file.

What to be careful with?

Be careful with the spelling of the name/first name; do not hesitate to enter different spellings in
case you do not find the searched employee.

Do not forget to untick the box Search in current contracts only if the searched employee is not
anymore under contract.

Warning: Do not hesitate to contact the coordination and/or your head quarter in
case you are looking for an employee file without finding it in your HOMERE: you may
not have in your HOMERE the entire HOMERE employee files archives.

How?
Follow me.
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Employee > Find an employee or click on the following icon
in the homepage:

The following window will appear:

To find an employee who already exists in
the database, enter the “known"” information
(last name and/or first name, function...) and
click on Search.

You can enter one or several search criteria
(last name, country, function...) and use the
advanced search as well (filter by “events”,
“other data staff” as the language...).

Warning: The box Search in current contracts only is ticked by default to limit
the search to the employees under current contract only. If a settlement has been
generated for the searched employee, his/her name will not appear in the list as
the contract will not be active anymore. Please, untick the box if you want to make
him/her appear.

Tips and tricks 1

e No need to enter the entire name or surname; you can

enter only the first letters.
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Tips and tricks 2 & 3

e You can tick, in the drop-down menus, one or several boxes
and/or use the button Ok/Cancel/Reverse/All/Nothing.

e Using the button Advanced search (1), you can easily
extract the employees responding to criteria such as
identified emergency pool, relocated staff, candidate for
detachment (2) ...
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B3 - HOW TO UPDATE THE DEPENDENTS
INFORMATION

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001 + 28/11/2019 B1 - How to create/update an employee
Assistant, HR file (identity)
Manager, HRCO B2 — How to search an employee
Assistant, PAM B5 — How to import a list of employees

B7 — How to extract employees
information in excel

B9 — How to print the dependents
information

When?

As soon as the employee delivers a certificate justifying the inclusion of a new dependent, the
information must be filled in in HOMERE.

On a regular basis, the dependent list must be checked and shared with the Medical Department.

Why?
If the dependent(s) is/are not entered in HOMERE:
- the dependent(s) may not appear in the dependents list and will not be supported by the
medical service
- the employee will not benefit from any family allowances and / or tax exemptions.

If the information is not correctly filled in (for ex, the child birth date is not entered)
- the children above 18 will still appear in the dependents list when he/she should not
the employee will benefit from family allowances and/or tax deductions when he/she should
not

What to be careful with?

Dependents are children, spouse and wife based on the medical policy defined on each mission and
based on country legal and fiscal regulations.

Regarding the children over 18, please refer to the HR guide and/or medical policy. In general, they
are not covered anymore, unless they are student (with a school certificate) until the age of 25.

If some of the dependents do not meet the criteria, they have to be deactivated in HOMERE.

How?
Follow me.
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Employee > Create an employee > Dependents
Or Employee > Find an employee > Search > [Select the employee]> Dependents

(1) Go to the Dependants tab

(2) Click on New or Modify:

Enter/modify the requested information:

(1) Location: enter here where the
dependent lives ; to be filled in
only if the place is different from
the one where the father/mother
lives,

(2) Type of document: enter here
the type of document received
such as:

Birth certificate for children < 18
- Wedding certificate for spouse
School certificate for children 18+
- Etc

(3) Document checked and validated: tick the box if the document has been checked

(4) Valid until:

- for children: please enter the date when the child should not be active anymore
according to the HR guideline/HR policy (for e, if the child is above 18, the school year
end date)

- for spouse, do not enter any date

In Reports > Dependents list, you can easily extract the list of supporting
documents list including the expiration date
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(5) Active: please refer to your HR guide/HR policy to check the condition to active/inactive
a dependent:

e when the box is ticked, the dependent is “active” and will be taken into account in the
payroll calculation variables linked to the dependents (ex: tax deduction, family
allowance calculation...).

e when the box is unticked, the dependent will be deactivated and will not be taken
into account in the payroll calculation variables linked to the dependents (ex: no more
tax deduction, no more family allowance calculation for this dependent...).

The deactivation of a dependent will have an impact on the payroll
calculation; moreover, the dependent will appear as “inactive” in the
HOMERE dependents window:

Field $53171

Last name JONES

Date updated 25072019 |51 Who MASTER @ @ Add picture

= S @&

dentty | Dependants | Qualifications | Events | Contracts | Lea:

|Last name [First name
JONES Iy
JONES RUTH 02001/1988

Fanile ties

JONES BURT 0140172013
JONES BRENDA 104052014
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B4 - HOW TO UPDATE THE
QUALIFICATIONS

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001 + 28/11/2019 B1 - How to create/update an employee
Assistant, file (identity)
HR Manager, B2 — How to search an employee
HRCO Assistant, B6 — How to export/import an employee
PAM file
B7 — How to extract employees
information in excel
B8 — How to print employees list

When?

Every time a new employee that never worked for your OC is recruited (if the employees already
worked for MSF, please, import his/her HOMERE employee file) and gives you his/her work
experience and education details

Every time an employee delivers a certificate justifying a new degree and/or a new knowledge
gained.

Why?
It is important to fill in the skills tab (education, languages...), especially for any position which
requires a license to be practiced but also for these reasons:

- for the employee career path: if the employee applies for a new position, for detachment
or expatriation, all the information entered in HOMERE will be useful for the recruiter, at
mission level and/or HQ level.

- for emergency purpose: in order to respond to emergencies, HOMERE will be used to
extract the list of potential employees responding to certain criteria (for ex: language
spoken, degree, identified emergency pool...).

What to be careful with?
Be careful to correctly fill in all the fields in each tab even if they are not mandatory.

Please check, on a regular basis whether all the information filled in in HOMERE matches with the
paper file.

The boxes Identified emergency pool and Relocated staff will allow you to
easily follow the identified employees.
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How?
Follow me.

Go to Employee > [Select an employee] > Qualifications:

(9) Education
- Degree 1/ Degree 2: enter only the
degrees for which you have received a
certificate

- Year degree awarded 1/ Year degree awarded 2: the field « years » cannot have more
than 4 figures; please enter the graduation year.

(10) Other previous employers

—Dther previous employ
Emj rs Descriptions

g

- Employers: enter the name of the previous employer
- Descriptions: enter a short description of the job position occupied

- Years: the field « years » cannot have more than 4 figures; please enter the end year of
experience and then the exact period (if it is less than a year) in the field Descriptions;
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(11)

(12)

B /B4 - HOW TO UPDATE THE QUALIFICATIONS

Language

Languages | Other

French ’_|:| English ’_|:|
S| v

Other language |

At least one language should be entered. They are languages that can be used
professionally. It is particularly important to fill in those fields for the emergency needs,
candidates applying for detachment or expatriation.

Other

Languages | Other |

ldentified emergency pool |:| Candidate for detachment |:|

To folow |_|E| Relocated staff |_|E|

Identified emergency pool: refers to the employees identified as able to work in the
emergency pool and available immediately in case of emergency, mission opening etc.
Please refer to your mission policy in this regard.

Candidate for detachment: refers to the employees identified for detachment in other
MSF missions for a short period regarding their experience and skills. For more details,
please refer to your MSF current policy in this regard.

When an employee has been selected and is leaving for detachment, do
not forget to enter all the detailed information in Events/ detachment
(position held, country, start date, end date...)

To follow: refers to the employees identified to be developed within MSF based on their
potential and/or qualifications. Please refer to your mission policy in this regard.

Relocated staff: In general, it concerns employees hired in another place than their

working place or hired in a project and then sent to work in another project. Please refer
to your mission policy in this regard.
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B5 - HOW TO IMPORT A LIST OF
EMPLOYEES

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.007+ 28/11/2019 B1 - How to create/update an employee
Assistant, file (identity)
HR Manager, B2 — How to search an employee
HRCO Assistant, B7 — How to extract employees
PAM information in excel
B8 — How to print employees list

When?

During HOMERE first deployment in the field, in order to import the previous employee database
from an Excel file.

During a recruitment wave, in order to quickly import in the HOMERE database all the new
employees previously recorded in Excel.

Why?

In order to avoid this time consuming single entry by using the employee bulk import feature. This
feature enables the user to import from an Excel file a batch list of employees and their associated
information (contract/dependent).

What to be careful with?
A bulk import is always a delicate operation and it generates a significant number of new entries in
the database.

It is highly recommended to:

e check carefully all data in the Excel before importing it
e perform a backup before a bulk import operation

How?
Follow me.
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1. GET ACCESS TO THE “IMPORT INTERFACE” > il

Go to Employee > Find an employee > Search:

(1) Click on Advanced
(2) Click on Import a staff
list from Excel

The interface Import a staff list from Excel will pop up:

At the bottom of the interface, you will be able to select the options to be applied to the import:

(1) Option Control before importation: if this option is ticked, HOMERE will run a control script
before the importation.

If an inconsistency in the data is identified (ex: an employee you are trying to import is
already in the database, a mandatory field is left blank etc.), the entire import will be
automatically blocked, and not just the employee or the field on which the
inconsistency was detected.
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(2) Option One line in the Excel file per staff: this option allows you to import dependents
along with employee and contract information:

) If the option is ticked, it will not be possible to import dependent with
each employee. Each line of the Excel template will have to match one
employee.

e If the option is unticked, it is possible to import up to 6 dependents per
employee. Six lines of the Excel template will have to match with one
employee.

2. EMPLOYEE EXCEL IMPORT WITHOUT DEPENDENTS (OPTION TICKED) > -

You will have to use a specific Excel template. Please contact your HOMERE referent in
order to receive it.

Open the Excel file sent by your HOMERE referent and fill in the different columns for each
employee, starting from the last name (column 1) all the way to the salary scale code (column 41):

You can add as many employees as you like to the template, but keep one line per employee
member.
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Tips and tricks

The following rules must be followed:
e The column headings that are ending with an asterisk (*) indicate
mandatory fields (for example the first column of the file Last name). You will
have to fill in a value for each employee, otherwise the import will be blocked!
Example :

e Pay close attention to the column headings that are highlighted in yellow
(for example the fourth column Civility). It indicates that the value in this
column for each employee should match with a parameter in HOMERE

e Do not insert blank lines between the employees!
Example:
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Once the Excel file is prepared, you will have to calibrate the bulk import interface. For each
field, you will have to mention the Excel column number in which it occurs.

To facilitate the work for the user, the order of the field in the interface follows the column order
on the Excel template.

Then, click on Apply and indicate the folder where the Excel template is.

A message End of the import will advise you that the import is completed.
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3. EMPLOYEE EXCEL IMPORT WITH DEPENDENTS (OPTION UNTICKED) > i

You will have to use a specific Excel template. Please contact your HOMERE referent in
order to receive it.

Open the Excel file sent by your HOMERE referent and fill in the different columns for each
employee, from the last name (column 1) all the way up to the salary scale code (column 47):

You can add as many employees as you like on the template, but keep 6 Excel lines per employee!

Tips and tricks

Some rules must be followed when creating your Excel file:

e The column headings that end with an asterisk (*) indicate mandatory fields
(for example the first column of the file “Last name*"). You will have to fill in a
value for each employee, otherwise the import will be blocked.

e Pay close attention to the column headings that are highlighted in yellow (for
example the fourth column “Civility”). It indicates that the value in this column for
each employee should match with a parameter in HOMERE.

e Do not allow or insert any blank lines between the employees.

e If you need to import less than 6 dependents for an employee, you just have
to leave the fields blank.

Example :

If you need to import more than 6 dependents for an employee, do not add
additional lines! And you will have to manually input the additional dependents into
HOMERE.
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Once the Excel file is prepared, you will have to adjust the bulk import interface. For
each field, you will have to mention the Excel column number in which it occurs:

To facilitate the work for the user, the order of the fields in the interface follows the
column order on the Excel template.

Then, click on Apply and retrieve the Excel file filled in.

A message End of the import will advise you that the import is completed.
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B6 - HOW TO IMPORT/EXPORT AN
EMPLOYEE FILE

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001+ 28/10/2019 B2 — How to search an employee
C3 - How to end one or various employee
contract(s)
F8 — How to close the month?

When?

When an employee who already worked for your OC is recruited to work in another project.

Why?
Because the internal mobility at MSF is important and the employees are often “transferred" from
one project to another, the employee file export/import avoids:
- to create duplicate of file for the same employee
- to recode one more time all employee’s information: the employee file import allows to
preserve the history of data (payslips, contracts, evaluations, skills, training done, etc.).

What to be careful with?
It is strongly recommended to:

e not make transfer(s) in the middle of the month (or risk of losing data! You may not be able to
generate another pay slip or contract in the same month)

e not make the export and import of an employee file on the same computer (or you will lose all the
employee data upon consolidation of the monthly PER)

e make a backup of the HOMERE database before exporting or importing the files

At coordination level, the transferred employee won't appear in the origin field anymore but only in
the destination one (last work location).

How?
Follow me.
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1. EXPORT THE EMPLOYEE FILE > &

On the origin field, before being exported:
e the last month of payment must be closed; the employee must have been paid for his/her
last month;
e the employee current contract must be closed, even if it is an open—-ended contract;

It is strongly recommended to close the contract on the last day of the last month,
otherwise you may be stuck.
Go to Employee > Find an employee >

Search.

Untick the box Search in current contracts
only:

Click on the employee to be
transferred and click on Employee
export:

You'll receive this confirmation message:

Click on Yes and save the file in a specific folder
on your computer:
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The employee file will then appear in the employee list with a shaded line, which means that the

employee is still in your list for the record, but you won't be able to do anymore change on the
file.

A T will appear on the employee Identity slip, meaning
transferred:

3. IMPORT AN EMPLOYEE FILE > i

On the destination field, before being imported, the last month of payment must be closed.

e The last month closed in the origin field must be the same as the one
closed in the destination field. The closing month of the destination field
must be higher or equal to the closing month of the origin staff field.

e ltis strongly recommended to import the employee file(s) on the 1st day of
the month after the generation of the pay slips and the closing of the
previous month.

Go to Employee > Find an employee >
Search and click on Employee import:
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Open the .zip file of the employee you have
received:

To see the imported employee file, go back to
Employee > Find an employee and untick the box
Search in current contracts only:

The imported employee will then be added to the
employee list with no current contract with an I in
the Identity slip meaning imported:
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Tips and tricks
An employee is transferred from one field to the other in the middle of the month (with no
gap between the 2 contracts), for example on the 06/01/20.

In the HOMERE origin field:

e ensure that December 2019 is closed

e remove the salary advances and leaves encoded for the month of the transfer and
after (January 2020)

o close the contract the day before the start date in the new project (example:
05/01/20)

e export the HOMERE file

In the HOMERE destination field:

e ensure that December 2019 is closed

e import the employee HOMERE file

e create an amendment starting on the 1*" day of the transfer (example: 06/01/20)
e encode the salary advance and leaves for the month of the transfer

e create only one pay slip for the full month

In case there is a gap between the two contracts and/or a settlement
to be done in the origin field, please refer to the HOMERE referent.
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B7 - HOW TO EXTRACT EMPLOYEES
INFORMATION IN EXCEL

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.007+ 28/11/2019 B2 — How to search an employee
B8 — How to print the employees list

When?

When you need to extract, on excel, administrative employee data such as:

- the list of all the employees phone number, address, birth date, security social number...
- the qualifications for the medical employee
- the number of dependents (active and inactive...) per employee etc.

When you want to check your data base (missing information and/or data incorrectly entered)

Some statistics can also help you to define some missing data

When?

It is important to check your data base on a regular basis:
- information wrongly entered or missing information can have important consequences on the
mission, on the employee social benefits and/or on the pay slip calculations

- in case of project closing and/or evacuation, the paper files are not always saved. HOMERE
remains the only information source.

What to be careful with?
Make sure you know exactly the data that you want to export before running the export.

How?
Follow me.
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1. HOW TO EXPORT EMPLOYEES'DATA ON EXCEL > i

Go to Employee > Find an employee >
Search:

Click on Export (Excel):

File n* Lastname 7 First name Function Level Beg. contract|End contract | Birth date |Entry date [«
D¥0018 FaY VINCENT WATCHIAN 1 010713 311219 200590 010717
D¥0010 FORD ALEX DRIVER 3 010718 311218 114184 010717
DY0001 Fox AGHES NURSE 5 010713 311219 250487 010717
D¥001s GREEN PETER WATCHIAN 1 010718 311218 260696 010717
Dv0017 HALMES CHARLES WATCHIAN 1 010713 3112419 05-0587  01-07-17
D¥o008 JACKSON DANNY MEDICAL DOCTOR 9 010718 311218 060187  01-0717
Dv0007 JOHNSON FADILA HYGENE OFFICER 2 0141019 311219 010178 01-0717
D¥0003 JONES PETER NURSE 5 010718 311218 071078 010717
Dv0013 NOLAN LEOPOLD WATCHIAN 1 010713 3112419 280390 010717
D¥o002 PARKER GARANG NURSE 5 010718 311218 010182 010717
D008 SHEPARD SANTIN FINHR ASSISTANT 6 010713 3112419 111164 010747
DY¥0008 SMITH ANDREW LOGISTICS SUPERVISOR 6 010718 311218 020377 13-0218
Ima
[«] ] ]
[ [y Mew ] [ 15 Modify ] [ i Delete ] [ Employee import | I Employee export J _ Advanced |+ F] close

The fields that can be selected are located on the left side of the window and are sorted
under 6 different tabs:

e Identity : contains all information of the employee Identity tabs and sub tabs :
adress, phone numbers, method of payment, identification, comments, in case of
death and contact persons in case of emergency ;

e Contract: contain all information of the contract tab of each employee ;

e Qualification: contains all information of the Sub Tab Qualification of each and
every employee ;

e Dependents : contains all information of the sub tab dependents of the identity
tab of each employee.
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(1) Select in the different tabs the fields you want to export and send them in the right side area
by using the central arrow.

You can select several fields at the same time by pressing the Ctrl key

(2) Order the selected fields according to your needs and to the desired export layout (the
information at the top = first column column of your export...) by selecting the field and
clicking on the arrows on the right side of the selection area.

The Reset button allows to delete the selected items and to start a new selection from
scratch. This button empty the right part of the windows where selected items were
located.

(3) Click on the Export (Excel) button
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2. HOW TO SAVE AND LOAD APREDEFINED SELECTION > i

How to save your selection

Once your selection is done and ordered in the right side area, you can save it in order to
use it later:

(1) click on the button Save, name your selection, select where to want to save it
(2) click on Save.

How to load a selection
In order to load a previously saved selection:

(1) click on the button Load, select your file
(2) click on Open:
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B8 - HOW TO PRINT THE EMPLOYEES LIST

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001+ 03/12/2019 | B2 - How to search an employee

B4 - How to update the qualifications
B7 — How to extract employees
information in excel

B9 — How to print the dependents
information

When?

On a regular basis, according to the needs or on a specific request.

When?

To share information and also to check that your database is updated in proper way.

What to be careful with?

The printing options must be carefully selected in order to extract the employees list according to the
required criteria

How?
Follow me.
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Go to Reports > Employees list.

The following window allows you to specify the type of printing you want to run:

(1) Select a Field and/or a Country : allows to select the scope of your printing.

e Afield: _ Select a field

s || avDa
—

e And/or a country:

~ Select a field

| —
‘ rtlsoumsunm

(2) Type of persons (only one box can be ticked)

g
i
2

2

é
|

OCB & OCP HOMERE USER GUIDE 116




B /B8 — HOW TO PRINT THE EMPLOYEES LIST

a. All: you will print (or extract on excel)
the list of all the employee working on
the selected field or country:

Results:

b. Managers : you can select to print
(or to export on excel) the employee
recorded in one or several job ranking :

Results:
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c. Identified for emergencies

The employee identified for emergencies in the Identity slip> Qualifications>
Other > Identified emergency pool will appear in the printing:

Results:
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d. To follow

The employee identified for emergencies in the Identity slip > Qualifications >
Other > To follow will appear in the printing:

Results:
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e. Work accident death

The employee dead in a work accident recorded in Identity slip > Identity > In
case of death > Work accident [in cause of death] will appear in the printing:

Results:
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f. Candidate for detachment

The employee identified as “candidate for detachment” in Identity slip >
Qualifications > Other > Candidate for detachment will appear in the printing:

Results:
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(3) Options:
e Only current contract
¢ Contract for which the basis salary is outside the grid

opt
|+| Only current contract
| |iContracts for which the base salary is outside the scale:

- Options
| |iOnly current contract
|| Contracts for which the base salary is outside the scale

—Options e

|« |:0nly current _
|| Contracts for which the base salary is outside the scale

(4) Sort order
You can choose the way you want the results to be ordered:
Example 1 — per entry date:

Results — example 1:
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Example 2 — per Function:

Results — example 2:

You will be able to export all reports by going on the top left of the screen, the
report can be exported in Excel or PDF: File > Export > Export in Excel format
(XlIs) / PDF format (Acrobat).

123 OCB & OCP HOMERE USER GUIDE




B /B9 —HOW TO PRINT THE DEPENDENTS INFORMATION

B9 - HOW TO PRINT THE DEPENDENTS
INFORMATION

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001+ 28/11/2019 B2 — How to search an employee
B3 — How to update the dependents
information

B7 — How to extract employees
information in excel
B8 — How to print employees list

When?

On a regular basis, the dependents list must be checked and shared with the Medical Department

When?

If the dependent(s) do not appear in the dependent list, he/she will not be supported by the medical
service.

If the dependent(s) do not meet the criteria anymore and still appear in the list, he/she will be
supported by the medical service when he/she should not.

What to be careful with?

The printing options must be carefully selected in order to extract the dependents list according to the
required criteria (active and/or inactive dependents; with or without the dependent age ; with or
without supporting documents expired or about to expire; with or without the employees without
dependents...)

How?
Follow me.
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Access the menu printing of dependents: Reports / Dependents
list.

That window allows specifying the type of printing
you want to run:

(1) Select a Field and/or a Country: allows to
select the scope of your printing

(2) Type of reports:

e Dependent list: allows to print a list TS
* Dependent list
of dependents per employee ST
including the dependents names, \|/
family ties, birthdate, birthplace and V
location:

e Supporting documents list: S
ype of repol

Allows to print a list of dependents Dependent ist
. . * {Supporting documents list:
per employee InC|Ud|ng the Period in which the supporting documents expired

dependents names, age and the Sirtngete| / / = Endete] / /

information entered regarding the o l

supporting documents. Allows in
particular to check the dependent
age and if the supporting
documents are expired or about to
expire.

It is possible to specify
a document expiration date in order to precise
your search
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(3) Options: Allows printing the list of dependents including or not including the inactive
dependents.

e All the dependents;

. . . . || Only inactive dependents
including or not including || Include employes with no dependents
employee with no
dependents Tow
Ii nployee with no
e Only active dependents Options
|| Only inactive dependents

|| Include employee with no dependents

¢ Only inactive dependents

g
:
§

Include employee with no dependents
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C1-HOW TO CREATE AN EMPLOYEE
CONTRACT

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager Vv5.0.001 + 02/12/2019 C2 — How to renew or amend one or
Assistant, various employee contract(s)
HR Manager, C3 - How to end one or various employee
HRCO Assistant, contract(s)
PAM C5 — How to generate and attach a
contract
When?
When a new employee is recruited or when an employee joined MSF again after a period without
contract.
Why?

The Contract slip gathers all the information related to the contract(s) signed between MSF
and the employee.
It allows:

e to respect the commitment taken between MSF and the future employee,
e to generate the monthly pay slips,
e to respect the local labor law and legislation regarding work relationships.

What to be careful with?

Ensure that all mandatory information to create a contract is provided by the supervisor
and the administrative department.

How?
Follow me.
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1. THE CONTRACT FIELDS IN THE CONTRACT SLIP > i

To create a new contract, open an employee Identity slip and click on the Contracts tab.
New > NEWCT > OK.

A New Contract (NEWCT) is created for a person signing a first contract with MSF or contracted
again after a period without contract (involving usually a final settlement for the previous
contract).

Once you selected the right type of contract, click on OK. The contract slip will automatically
open.
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The Contract slip layout is organized according to different topics:

Date and type (1):
Includes all contract information’s as well as probation period information'’s;

e Contract type:

- Fixed term (CDD): contract with a defined duration and an end date

- Open ended (CDI): contract without an end date

- Contract of Replacement (CREMPL): for short term replacement contract with specific
starting and ending dates;

- Incentives (INCENT): Employee of local Health structures receiving incentives from MSF

- Secondment (PREST): For employees who are detached to another project location

- Other (AUTRE): can be used for specific situations, only after approval from the HRO and
Homere referent at HQ level;

- Detachment (DLL) [for OCB only]: for detached employees (to another mission)

- Emergency intervention (ECDD) [for OCB only]: for employees sent to an emergency
intervention

- Relocation (RLL) [for OCB only]: for employees relocated to another project
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e Current contract: When a new contract is created it will be automatically filled as O
(Yes). When a Settlement is activated with the Settlement button, the status of the
contract will be switched to N (No). Meaning that the contract will be de—activated.

All closed contract must have an End date recorded in the contract slip.

e Start date: it is highly recommended to start the contract on the 1* of the month.

e End date: to be filled in all types of contracts except in the open—ended contract (which
end date will be entered when the settlement will be activated) and in any case when a
contract is ended;

e Trial period: indicate O (Yes) if the employee’s contrat is subject to a trial period.
Employee are usualy subject to probation period for new contract and change of position.
Probation period are forbidden for renewal of contract at the same position.

e Date of end of trial period: if the employee’s contract is subject to a trial period, indicate
the end date of the period. Please refer to the HR guide to get more information about
the length of the probation period that may vary according to the length of the contract
or the position of the employee. Even if the box End of the trial period is not mandatory
to validate a contract slip, it must be recorded to be able to follow these dates on a
monthly basis. The end of probation period as well as the end of contract dates will be
communicated to managers on a monthly basis.

Function (2):

Consolidate all information related to the function held by the employee: function grid, function
title, level, category, job ranking, as well as work location.

®  Function Grid: select the last version of the function grid (all the function grids are
kept in Homere). Only one Function Grid must be accessible in the drop down menu of
the function grid. Be sure that the grid avalaible in Homere is the last updated version.
Refer to your HRCo for more infomation if needed.

e  Function: select the function in the drop—down list linked to the function grid selected
earlier.

e Level and category: will be automatically filled by HOMERE according to the function
grid information
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Job ranking: Avalaible job rankings are the following:

[FOR OCP]
Job Ranking IRFFG levels
Coordinator (1C) From level 12 to level 15
Activity manager (2M) From level 9 to level 11
Supervisor (3S) From level 6 to level 8
Skilled position (4T) From level 3 to level 5
Basic skilled position (5B) Levels 1 and 2
[FOR OCB]
Job Ranking Description
ADM Administration
LOG Logistic
MED Medical (Doctors only)
PAR Paramedical
GAR Guards
PEM Domestic staff

o  Workplace: place where the employee is located. Make sure that the place recorded is
the same for all employees working in the same place and that it speaks clearly.

Adjustement (3):
Allows recording the leave balance and the seniority at the beginning of the contract:

e  Seniority in month prior to the contract: enter manually the number of months of
seniority cumulated by the employee with MSF prior to the contract that is being
established.

Please find below the different elements that constitute the seniority calculation appearing on
the pay slips of an employee:

- Seniority linked to the current contract: It is automatically calculated by Homere
according to the Start date of the contract recorded in the Contract slip. Be careful
the seniority will be 0 for the 1% month, 1 for the second month... Because seniority is
calculated only for completed month;

- Seniority prior to the current contract: It is automatically recorded each time an
amendment/renewal is recorded for an employee in HOMERE. The information is
recorded in the field Seniority prior to the current contract of the contract slip. The
recorded value will appear in the right corner of the the first pay-slip of the employee,
in the field Seniority in month.
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e  Paid leave earned per month: default value automatically filled in from the
information entered when the field is created. The figure can be modified manually (if
different from the initial parameter) only in a few situations: extra leaves according to
the HR guide or legal requirement (linked to seniority, dependents...), part time
contracts...

® Paid leave balance: allows setting the balance of paid leave on a determined date.
0 In case of an amendement or a renewal of contract without contract gap and
settlement calculation HOMERE will automatically copy the paid leave balance of
the day prior to the starting date of the contract;

0 When applicable, a manual adaption can be done. In that case you MUST enter a
comment in the Comments field of the contract to keep track of the change. If the
paid leave balance need to be update please record the correct Paid leave
balance as well as the leave balance date in the Paid leave balance date, using
the calendar.

Document (4):

Both Contract and job description of the employee must be attached to HOMERE.
Contract can be mail merged if the document models are present in the correct location
(Epiconcept/models/contrat).

Payroll (5):
Combine all the information that allows a proper salary calculation:

e Payroll calculation: only one Payroll calculation must be accessible in the drop
down menu. Make sure that the payroll avalaible in HOMERE is the last updated
version. Refer to your HRCo for more infomation if needed,

e Salary scale number: only one Salary scale must be accessible in the drop down
menu. Be sure that the grid avalaible in HOMERE is the last updated version. Refer
to your HRCo for more infomations if needed,

e Salary without seniority: reference salary of the salary scale according to the level of the
positon held by the employee),

e Base salary with seniority (as of now): Salary of the employee according to level of the
positon held with the seniority as per today,
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e Calculation (as of now): When you click on, the salary is automatically updated
depending on the different information entered in the contract before: function and
salary scale as well as the seniority record in the adjustment part,

e Activity rate (%): default entry is 100, meaning full-time work. For part-time workers, the
filed must be modified to indicate the accurate rate (e.g. half-time = 50%). The activity
rate recorded rate will have an automatic impact on the monthly salary calculation,

e Currency: Refers to the currency for the salary payment. By default will be the currency
defines by the HOMERE referent in the Project identifier at Project creation stage.

Assignation (6):

Includes all information about Financial and accounting allocations: accounting codes,
financial contracts and lines, Analytical axis and lines. These assignations are different
from one MSF section to the other. Please refer to your Finance Department for more
infomation regarding specific assignation of your OC.

End of contract (7):

Allows recording information’s related to the end of contract of the employee: date,
reason, as well as the starting date for calculation of severance.

e Starting date for calculation of severance payment: to be filled in when the
contract is created. This date is equal to the entry date if the employee never had
a settlement in the past. If the employee already received a settlement, this date
must correspond to the first day of the contract following the last settlement. This
information allows HOMERE to calculate the amount of the end of contract
allowances (according to legal requirement or MSF Common frame) to be paid
the last month of the contract of the employee. It is also helpful to check the
leave balance and the application of the seniority policy in the mission.

Management (8) [for OCB onlyl:
This part of the contract is where the following information must be filled:

e Line Manager: fill in first where the line manager is encoded (HOMERE, HR.NET or
Symphony) then:
o if the line manager is in HOMERE, select him/her from the drop—down list
o if the line manager is encoded in HR.NET, fill in the line manager’'s HR.NET
reference number
o if the line manager is encoded in Symphony, fill in the line manager’'s Symphony
reference number
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e Functional Manager: fill in first where the functional manager is encoded (HOMERE,

HR.NET or Symphony) then:
o if the functional manager is in HOMERE, select him/her from the drop-
down list

o if the functional manager is encoded in HR.NET, fill in the functional
manager's HR.NET reference number

o if the functional manager is encoded in Symphony, fill in the functional
manager’s Symphony reference number

As these two fields are mandatory, if there is no functional manager, just repeat the
information from the line manager.

2. MANDATORY FIELDS IN THE CONTRACT SLIP > il

Some fields are mandatory for contract validation. These fields may change from MSF
section to the other.

When these fields are not filled, an error message will pop up at Contract validation step
and mandatory fields with missing information will be highlighted in yellow
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3. DISPLAY OF THE LIST OF CONTRACTS > i

Field $53171

Last name CARTER
First name WILLIAM

File n® IDY0005 Date updated | 2/07/2012
Employee siip | Employes Card |
H=5E=3E 3 H=NI=3% 3 (@ (&

Who MASTER |EJ |E] Add picture

Identty Dependants = CQualifications = Events = Contracts I Leaves I Advances | Pay-slips.

Employer§ Current contracffContract type |Creatiun type Start  / End Function | Origin field IC
MSFF ixed Term Contract New contract 0072017 3140172018 J§ DRIVER 3537

MSFF xed Term Cuntract Renewal M022018 3112:2018 J§ DRIVER SEMMT

v

Dates of contracts: Start and End

Status of the

con:cracts: Type of contracts: Functions held by the
Active =)(es Fixed term contract / Open employee
Non Active = No ended contract / Incentives /

Replacement contract / Other
Type de création:

New contract / Renewal /
Amendment

Contracts closed with a final settlement are indicated with a highlighted blue line, as well
as settlement pay slips.

Field $53171

Last name HAMMES
First name | CHARLES

File n® [DY0017 Date updated 2=/07/2015 (5| Who MASTER ([ | <-| Add picture
Employee siip | Employee Card |
E=3i=3I5 3§ DI

| identity | Dependants | Qualifications | Events | Contracts | Leaves | Advances | Pay-slips |

[Fixed Term Contract [Mewr contract | owo7mo17 | s0memota  jwaTcHMAN 553171

Field $53171
Last name HAMMES
First name |CHARLES

File n® | D% 0017 Date updated |2=/07/2019

Employe sip | Employes Card |
o & & YR (@ | |

Identity | Dependants | Qualifications. | Events | Contracts | Leaves | Advances i Pay-slips |

=]’ Who MASTER (53] [ <] Add picture

201806| 47 495,00] 01/06/2018 30/06/2018

201808 26 085,00 01/05/2018 31/05/2018 553171 11
201804 26 085,00 01/04/2018 30/04/2018 553171 11
201803 26 085,00 01/03/2018 31/03/2018 553171 11
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Tips and tricks
e To ease the entering of information uses the drop-down

menus, once you click on the arrow to access the list, type
the first letter of your choice to jump more quickly to it.

e Tabulation keyboard keys will allow you to jump more quickly
from one box to the next one.
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C2 - HOW TO RENEW OR AMEND ONE
OR VARIOUS EMPLOYEE CONTRACTI(S)

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS

HR Manager V5.0.001 + 03/12/2019 C1 - How to create an employee contract
Assistant, C5 - How to generate and attach a
HR Manager, contract
HRCO Assistant,
PAM

When?

When an employee’s contract is amended of renewed.

Why?
Because HOMERE must include contract last updated information and changes.
It allows:

e to respect the commitment taken between MSF and the employee,

e to generate the monthly pay slips.

What to be careful with?

Ensure that all the changes made to the employee original contract are provided by the supervisor
and the administrative department and correctly understood.

Make sure that as long as aan amendment or a Renewal is created in HOMERE a hard copy must is
prepared, signed in 2 copies minimum (more if any legal requirement) by both employee and
Employer and archived according to MSF policies.

How?
Follow me.
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1. AMENDEMENT > &

a. Invidual amendment

In HOMERE an amendment is created for any change in the condition of the current contract
other than duration. It means that every time a change of one of the contract provisions is done
(work location, salary, position...) the contract of the employee MUST be amended.

If an amendment is created before the normal end of the original contract or for an open-ended
contract, you will have first to close the initial contract on the day before the amendment comes
into effect. The Current Contract must be closed, by turning the Current Contract field to N
(No), before opening a new one.

Ex: an employee with a fixed term contract with an end date on December 31*2018 is
promoted from a Watchman to a Driver position on July 1* 2018.

To proceed to the Amendment, open the current contract, change the Current Contract status to
N (No) (1), change the End date for the day before the amendment comes into effect = June
30st 2018 (2) and Apply

L .
- J—

B
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Then, create the amendment sdentty sin
. . Field $83171
by CI|Ck|ng on New (1), Last name HAMMES
. First name [CHARLES
selecting Amendment e Add picture
(AVENA) (2) and clicking on empoyeesip|
Ok (3) Ll i
- | iaentty | Dependants | Qualfications | Events | Contracts | Leaves | Acvances | Pay-sips |
Employer] Current co...| Contract type |creation type | stan s| End Function |__origin fied_|co...
MSFF No Fixed Term Contract Mew contract

0140772017 30/06/2018  WATCHMAN §53171

Type of record| BVENA | v Amendment
l Ok ' Cancel

[ New | Bwodry | | ffosete | | settement |

o Vvalidate € cancel

When the Amendment (AVENA) is selected, HOMERE will automatically copy some
information from the previous contract slip.

The following information will be automatically filled in in the amendment slips:
- Seniority prior to the current contract (1) = seniority of the last pay slip + 1
- Paid leave balance (2) = paid leave balance of the last pay slip

You will have to update and/or modify only the field(s) that are affected by the amendement
(contract duration or type, function...).
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b. Massive amendment

When a change affects several employees: new salary scale, implementation of IRFFG..., you will
be able to apply the changes to a specific list of employees at once.

Before starting a massive amendment process make sure that the following
situation doesn’t occur in your data base:
e one of the employee’s current contract start date is after the staring
date of the amendment
e one of the employee’s current contract startdate is the same day as
the staring date of the amendment
e one of the employee has a pay slip outside the period between the
ongoing contract Start date and ongoing contract new End date.

In order to proceed to multiple amendments, go the list of employees: Employee > Find an
employee > Search

Once the list of employees is displayed, do rights click advanced > Multiple creation of
amendment or renewal

First name Function
MARTHA CLEANER
SS3171_00007_F  CARTER WILLIAK DRIVER
SS3171_00006_P  DOE RHODA NURSE
SS3171_00014_P  FAIDAL JAMAR WATCHMAN
SS3171_00017_P  FAY VINCENT WATCHMAN
SS3171_00013_P  FORD ALEX DRIVER
S53171_00003_P  FOX AGNES NURSE
SS3171_00016_P  GREEN PETER WATCHMAN

P HAMMES CHARLES DRIVER
SS3171_00010_P  JACKSON DANNY MEDICAL DOCTOR
SS3171_00009_P  JOHNSON FADILA HYGIENE AGENT
S53171_00005_P  JOMNES PETER NURSE
SS3171_00018_P  NOLAN LEOPOLD WATCHWMAN
S53171_00004_P  PARKER GARANG NURSE
SS3171_00015_P  PONG ARTHUR WATCHMAN
SS3171_00008_F  SHEPARD SANTINO FINJHR ASSISTANT
SS3171_00011_P  SMITH ANDREW LOGISTICS SUPERVISOR
SS3171_00002_P  WILLIAMS MiA cooK

Beg. contract|End contract | Birth date
01/01/2018  30/06/2018  23/07/157
010272018 311242018 01/01/197
01/07/2017  30/08/2018  01/01/187
01/01/2018  28/02/2018  20/05/198
01/01/2018  30/08/2018  20/05/199
01/07/2017  30/06/2018 1111141399
01/07/2017  30/06/2018  28/04/198
01/07/2017  30/06/2018  26/06/15¢
0107/2018 311242018 05/05/19§
01/07/2017  30/06/2018 | 06/01/1
01/07/2017  30/04/2018  01/01/19
01072017 30/082018  OTA0AT
01/01/2018  30/06/2018 2800841
01/07/2017  30/06/2018 | 01/01/1
01/01/2018  30/06/2018 060515
01/07/2017  30/08/2018 1171111
01/07/2017  30/06/2018 020319
01/01/2018  30/068/2018 03031

N @GSN DWW e W =

1118
4

|

[ tew | | EyModity | | ff Deiete |

0

| employes import | | Employee export |

| E38 Export (Excen |

Mleoc: DECEDERIT a1l ot AY
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Select the
Staff code Last name First name Function Beg. contract End contract
employees for which SS3171_00001_P  HAMMES CHARLES DRIVER 011072018 122018
SS3171_00007_P CARTER WILLIAM DRIVER 0100212018 31/12/2013
you want to proceed oo
SS3171_D0016_P  GREEN PETER WATCHMAN DI07R017  30/06/2018
to a contract renewal 553171_00012_P FORD ALEX DRIVER VIOTNT 301062018
H NOLAN LEOPOLD WATCHMAN 011012018 3010612018
(1), and then click o700
X FAY VINCENT WATCHMAN V1012018 3010672018
on Mass P FOX AGNES HURSE 014072017 30/0872018
JACKSON DANNY MEDICAL DOCTOR DI07R017  30/06/2018
amendment on the -
. _00002 X, WILLIANS CO0K V1012018 3010672018
selection (2). SS3171_00004_P N NURSE DI07R017  30/06/2018

SS3171_00006_P £ NURSE 01072017 300062018
$53171_00005_P HURSE 01072017 30/08/2018
553171_00011_P R LOGISTICS SUPERVISOR 01/07/2017 30/06/2018

Mass renewal on selection

By clicking on the box on the left side of the staff code column, you will be able
to select all employees at once.

Select the Amendment starting date (1) as well as informations you want to embark (2) and
then click on OK (3).

|Amendment starting date |01/06/:2018

[ |Function grid / Function

— ||ob ranking

 ||Payroll calculation

| ||Project code
| ||Project subdivision

& on |
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Select the informations to be amended and then click on Next.

A

Function grid

i1

Function

Job ranking

i1

Payroll calculation

1l

[ Salary scale number | |55_SOUTH_SANDC |v| Salary scale South Sandou 201911 ]

Project code

Project subdivision

EBIEN

If informatiens are differents for all empbuy{a please leave the boxes empty

v

(Fver ) | Ko

Then click on Create amendment.

Employee informations Current contract informations Ame

Staff code Last name First name Contract End date Salary scale number Start date End date

§53171_00013_ ALEX Fixed Term Contract 31/05i2018 S5_S0UTH SANDOU 01/08/2018 30/06/201

§53171_00018_ LEOPOLD Fixed Term Contract 31/05i2018 55_S0UTH SANDOU 01/06/2018 30/06/201

553171_00016_ PETER Fixed Term Contract 310512018 55_S0UTH SANDOU 01/08/2018 30/06/201

§53474_00043_P FORD

Create amendment

In that window you will be able to modify some informations employee
by employee if needed (start date...). The modifiable columns are identifiable
by a white background colour.

Then click on Yes
and OK.
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The amendments will be automatically created for each employee selected, with the automatic
update of the paid leave balance and seniority at the contract amendement date.

A new line will appear in the contract list with the title Amendement as creation type in each and
every employee file you just amend.

Field S83171

Last name |FORD

First name |ALEX

File n°[553171_00013_P Date updated (250712019 (& Who MASTER || | <- | Add picture
Employee sip Employee Card |
olel s De s (@ )(m)

ldentity = Dependants = Qualifications = Events | Contracts | Leaves Advances Pay-slips
| | | | | |

EmpluyerICurrent ou...ICDntract type ICreatiun type I Start 7/ I End IFuncﬁun Origin field I Contrat ID I

B

—

MSFF es Fixed Term Contract Amendment 01/05/2018 30/06/2018 DRNER 553171 28

2. RENEWAL > &

a. Individual renewal

In HOMERE a contract renewal is created when the fixed term contract of an employee expires
and need to be extended. It means that there is no gap between the last day of the previous
contract and the first day of the extension and then no settlement calculation.

Ex: The contract of an employee with an end date on June 30°2018 is extended until
December 31%, 2018.

Identity slip

To proceed to a Renewal New > Renewal — Field Ss3171
(PROL) > Apply: First name | AGNES -
File n° 553171 00002 P | Dateupdated [2:072015 (B Who MASTER  [[G3) [<- Add picture
Emweesh/i Employee caru’i
=3E (-3¢ 3

() (1)

| ientty | Dependants | Qualfications | Events | Contracts | Leaves | Advances | Pay-sips |

Employer| Current co..[Contract type
MSFF

Stat /|
010772017

|creation type |
Yes  Fixed Term Contract New contract

End_[Function
30062018 NURSE

Origin field_| Contrat D |
553171 1

I=dm

Type of record

PROL | +|Renewal

1

n /
[Brew ) | o | | Wosete | | Settement |

| o vaiate | | % cancel |
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The following information will be automatically filled in in the renewal slips:
e Starting date of the Renewal (1)
e Seniority prior to the current contract (2) = Seniority of the last pay slip + 1
e Paid leave balance and the Paid leave balance date (3) = Paid leave balance of the last

pay slip

Then click on Apply.

The previous contract status will automatically be switched to N (No) by HOMERE and a new
line with the Renewal will appear in the contract list:

1
1)
f Field §53171
I Last name |FOX
First name AGNES
| File n°|553171_00003_P Date updated [25/07/2019 (= Who MASTER @ < Add picture
! Employee slip Employee Card
| D& @ =9 (@ (&)
i L | 1
j identity | Dependants | Qualifications | Events | Contracts | Leaves | A | Pay-slips
U [Empioyer|current co_[contract type ~ [creationtype |  stat /|  End  [Function Origin field | ContratD | [a]
| MsFF No___Fixed Term Contract New contract 01/07/2017 ___30/06/2018 _NURSE 553171 1
FF Yes  Fixed Term Contract Renewal MATZ01E 31122018 NURSE 553171 30 ]
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b. Massive renewal

When a contract extension affects several employees you can realize at once all the changes
regarding the new end date of the contracts to a specific list of employees.

Before starting a multiple renewal process make sure that the following situation
doesn’t occur in your data base:
e one of the employee’s current contract start date is after the start date of
the renewal
e one of the employee’s curent contract start date is the same day as the start
date of the renewal
e one of the employees has a pay slip between the renewal Start date (ongoing
contract End date + 1 day) and the renewal End date.

In order to proceed to the massive renewal process, go to the list of employees: Employee > Find
an employee > Search:
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Once the list of employees is displayed, right—click on Advanced > Multiple creation of
amendment or renewal:

File n* First name Function Beg. contract |End contract
§53171_00012_P MARTHA CLEANER 01/01/2018 | 30/06/2018
553171_00007_P WILLIAM DRIVER 01/02/2018 | 3171272018
5S3171_00006_P RHODA NURSE 010772017 | 30/06/2018
S53171_00014_P JAMAR VWATCHMAN 01/01/2018 | 28/02/2018
S§53171_00017_P WINCENT WATCHMAN 01/01/2018  30/06/2018
5S3171_00013_P ALEX DRIVER 010772017 | 30/06/2018
S53171_00003_P AGNES NURSE 01/07/2017 | 30/06/2018
S$53171_00016_P GREEN PETER WATCHMAN 01/07/2017  30/06/2018
S53171_00001_P  HAMMES CHARLES DRIVER 010712018 | 3171272018
SS3171_00010_P  JACKSON DANNY MEDICAL DOCTOR 01/07/2017 | 30/06/2018
SS3171_00009_P  JOHNSON FADILA HYGIENE AGENT 010712017 | 30/04/2018
S53171_00005_P  JOMNES PETER NURSE 01/07/2017 | 30/06/2018
SS3171_00018_P  NOLAN LEOPOLD WATCHMAN 01/01/2018 | 30/06/2018
SS3171_00004_P  PARKER GARANG NURSE 01/07/2017 | 30/06/2018
S§53171_00015_P PONG ARTHUR WATCHMAN 01/01/2018  30/06/2018
SS3171_00008_P  SHEPARD SANTINO FINMHR ASSISTANT 010772017 | 30/06/2018
SS3171_00011_P  SMITH ANDREWY LOGISTICS SUPERVISOR 01/07/2017 | 30/06/2018
S§53171_00002_P WILLIAMS. Mia COOK 01/01/2018  30/06/2018

( O New 25 Modify [ 1 elete J { Employes import H Employee export I { mExpnrt(Exml)}

U

port a staff list from Excel

art a list of events from Excel

Licar: BEEERENIT £l saral: A

Select the employees for which you want to proceed to a contract renewal (1), and then click on
Mass renewal on the selection (2).

Staff code Last name First name Function Beg. contract

S$83171_00001_P HAMMES CHARLES DRIVER 01/07/2018 311122018
$33171_00007_P CARTER WILLLAK DRIVER 01/02/2018 31122018
SS3171_00016_P  GREEN PETER WATCHMAN 01/08i2018 30/08/2018
S83171_00013_P FORD ALEX DRIVER 01/08/2018 30/08/2018
SS31TI1_00018_P MOLAN LEOPOLD WATCHMAN 01/08i2018 30/06i2018
S83171_00017_P  FAY VINCENT WATCHMAN 01/01/2018 30/06/2018
_| |_P  JACKSON DANNY MEDICAL DOCTOR 01/07:2017 30/06/2018
WILLIAMS Mia CooK 01/01/2018 30/08/2018

PARKER NURSE 0110712017 30/08/2018

DOE NURSE 0110712017 30/08/2018

NURSE 01/07/2017 30/06/2018

LOGISTICS SUPERVISOR 01/07/2017 30/06/2018

$33171_00012_P CLEANER 01/01/2018 30/08/2018
SS3171_00015_P  PONG WATCHMAN 01/01/2018 30/08/2018
SS3171_00008_P SHERARD FINHR ASSISTANT 0110712017 30/08/2018
S53171_00009_P  JOHNSON HYGIENE AGENT 01/07i2017 30/04i2018
553171_00014_P FAIDAL WATCHMAN 01/01/2018 28/02/2018

IMass amendment on selection J I Mass renewal on selection

If the renewal end date is not the same for all the
employees, please let the field empty

% e |
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Then click on Create the renewals.

Employee informations Current contract informations Renewal informations

Staff code Last name First name Functien Contract End date Start date End date

3 SS3171_00017_ | FAY VINCENT WATCHMAN Fixed Term 30/06/2018 0140772018 3122019
553171_00010_ | JACKSON DANMY MEDICAL DOCTOR  Fixed Term 30/08/2018 014072018 31122019
BE3171_00002_ | WILLIAMS Mia COOK Fixed Term 30/06/2018 0F2neE Nnzzme

I Create the renewals I Cancel

In that window you will be able to adjust the new End date of the contract
employee by employee if needed.

Then click on Yes and OK.

)

The renewals will be automatically created for each and every employee selected including the
automatic update of paid leave balance and loyalty at the contract renewal date.

A new line will appear in the contract list with the title Renewal as creation type for each
employee you have selected:

Field 583171
Last name FAY
First name |VINCENT
File n°|553171_00017_P Date updated 25077201 (| Who MASTER |@ |EJ Add picture
Employee slip Employee Card
RI=0E =3 3 (@)%
—nenﬂy|nepenuants|muaiﬁcaﬁum|ﬁ|f tracts | Leaves | Ady | Pay-sips
|Empioyer|current co...|contracttype ~ [creationtype | stat /| End  [Function Origin figld | Contrat D |
MSFF No  Fixed Term Contract New contract DUOT/2017 3171272017 WATCHMAN 553171 17
MSFF No  Fixed Term Contract Renewal DUOI/2018 30/06/2018  WATCHMAN 553171 24
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C3 - HOW TO END ONE OR VARIOUS
EMPLOYEE CONTRACTI(S)

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.008 + 03/12/2019 C1 - How to create an employee contract
Assistant, C2 — How to renew one or various
HR Manager, employee contract(s)
HRCO Assistant, C5 - How to generate and attach a
PAM contract
F4 — How to generate pay slips and
settlements
F5 — How to encode monthly variables

When?

A settlement is prepared upon termination of an employee’s contract and when no further contract
is sign with MSF.

Why?

To ensure to close correctly the collaboration between MSF and the employee in accordance with
the legal framework of the country as well as MSF Human Resources rules.

In order to avoid any complicated regularization after the end of the contract and any future
litigation.

What to be careful with?

Ensure that all information needed to prepare the final settlement is correctly encoded in HOMERE
before generating the Final Settlement (staring date for the calculation of severance...).

Ensure that all settlement variables are correctly understood and correctly applied according to the
reason of the end of contract of each and every employee.

How?
Follow me.
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1. INDIVIDUAL SETTLEMENT > i@

To proceed to a final settlement, go to the Contract tab of the concerned employee, and click on
the Settlement button (1).

Fill in the fields of the new window: End of contract reason and the End date (2).

Click on OK (3) to finalize the process.

Identity slip

Field $53171

Last name |PARI(ER
First name (GARANG

File n°(S53171_00004 P Date updated |25/07/2019 Who MASTER [ | <-| Add picture
Employee sip | Employee Card |
N=9E3 eNl=9E3 @)%
identity | Dependants | Qualfications | Events | Contracts | Leaves Advances Pay-sips |
|Employer|current co.. |Contracttype  [creatontype | stan /| Eng  [Function Origin field | ContratiD |
MSFF Yes  Fixed Term Contract New contract 01/07/2017  30/062018 NURSE 553171 2

End of contract |NOREND |v| Normal end of contract
End date | 30/06/2018 k=] ‘

[ Vox || Xcence |

111 |

| Dynew | | Ewoary | | i ekt | l Settiement l“

| o Validate | | X cancl |

When a settlement is generated, through the Settlement button, the following actions are
immediately completed by HOMERE:

e The current contract status is switched to N (No) meaning that the contract is not active
anymore,

e The field settlement of the contract slip is switched to Y (Yes),
The informations recorded in the Settlement window (below) will be automatically
recorded in the closed contract,

e A first version of the settlement pay slip is generated and will be accessible in the pay slip
tab.
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Field $53171
Last name |PARKER
First name |GARANG

File n® [553171_00004_P Date updated | 12/112012  [iZ]|  Who REFERENT [[3] | <-- Add picture
Employee slip Employee Card

3 3 (@ (@)

ldentity = Dependants = Qualifications = Events = Contracts  Leaves | Adh Pay-slips.
| | | | | |

End date Origin field Contrat I0
125469,00 01062018 | 3000612018 |
23782,00 010222018 28022018 S53MT1
23762,00 01012018 3IMZms 553171

04747 297EI 00 NAMBINAT 240907 SC3974

s
|—!

i ko ko SR

e Activate the specific modifiable variable linked to the settlement (blue variables in the
list):

e Aslong as the variables linked to the settlement differ from mission
to another in regards with the legal framework and specific MSF HR rules
in your mission, please refer to your HR guide and/or ask the Project Fin/HR
Manger or the Personnal Administration Manager to get clear information
about settlement variables and the way to fill it.

e Please note that ALL final settlement must be validated by the Coordination
Team before payment.

2. MASSIVE SETTLEMENT > i

a. Generate massive settlement

To proceed to a massive final
settlement, go to Payroll >
Generate payroll:
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Once the list of employees is displayed, select the employees for which you want to proceed to a
final settlement and then click on Generate final settlement:

O | staff code Last name First name Function Level |Beg contract |End contract |Contract Project
[ 553171_00014_F  FADAL JAMAR WATCHMAN 1 0110112018 281022018 Fixed Term Contract s5137
17 ss3171_00009_p  JoHNSON FADLA HYGENE AGENT 2 010712017 3010412018 Fixed Term Contract ss137
b1) 553171_00008_P  SHEPARD SANTINO FINHR ASSISTANT & 01072017 3010612018 Fixed Term Contract ss137
53171_00015_P  PONG ARTHUR WATCHIAN 1 01012018 3010612018 Fixed Term Contract ss137
[ ) s3\g1_00012.p  BROWN MARTHA CLEANER 1 0110112018 3010612018 Fixed Term Contract s5137
[ ss317NQEOT_P  SuMH ANDREW LOGISTICS SUPERVEOR & 010712017 3010612018 Fixed Term Contract 58317
[0 s52171_000g P JONES PETER NURSE 5 0110712017 3010612018 Fixed Term Contract 55137
[ 553171_00006_N\DOE RHODA NURSE 5 010712017 3010612018 Fixed Term Contract 55137
[ ss3t71_00018_F NINGN LEOPOLD WATCHAN 1 0110612018 3010612018 Fixed Term Contract 55137
[] sS3171_00013_F FORD ALEX DRIVER 3 0110612018 3010612018 Fixed Term Contract 55317
[] sS3171_00016_P GREEN PETER WATCHMAN 1 01/08/2018 3010612018 Fixed Term Contract ss137
[] sS3171_00007_P CARTER WILLIAK DRIVER 3 0110212018 3122018 Fixed Term Contract 55137
[] ss3171_00003P FOX AGNES NURSE 5 010772018 31122018 Fixed Term Contract ss137
[] SS3171_00001_F HAMMES CHARLES DRIVER 3 0110712018 311122018 Fixed Term Contract 55137
[] S53171_00002_P WILLIANS N CcooK H 010772018 31272019 Fixed Term Contract ss137
[ 553171_00010_P  JACKSON DAN MEDICAL DOCTOR N 0110712018 3122018 Fixed Term Contract 55137
[] ss3171_00017.P F&Y VINCENT WATCHIAN 1 0110712018 3111212019 Fixed Term Contract ss137
e Generate payslips I l Generate final settiement I X cancel

By clicking on the box on the left side of the staff code column, you will be able to
select all employees at once.

Select the type of End of
Contract and the End date of
the contract and click on Ok:

End of contract | ECODIS B\Emmmm dismissal

’—— If the end of the contract iz not the same for
End date | 30/06/2019 |E| all employees, please leave the field blank

J

AN
\‘ W OK ” xCanoel]

Then click on Create final settlement:

Employee informations ‘Current contract informations Information final settlement
Staff code Last name First name Function Contract End date |Er|d date
‘$53171_00008_ | SHEPARD SANTINO FINHR ASSISTANT : Fixed Term Contract 30/08/2018 30/06/2018
553171_00015_ | PONG WATCHMAN Fixed Term Contract 30/06/2018 30/06/2018
$53171_00012_ | BROWN CLEANER Fixed Term Contract 30/08/2018 30/06/2018

553171_00008_P SHEPARD

l Create final settlement Cancel

In that window you will be able to modify some informations employee by
employee if needed (Reason and End date). The modifiable columns are
identifiable by a white background colour.
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Click on Oui to finalize
the settlement process:

CJ

HOMERE will inform you that the process has been
completed successfully. Click on OK.

When multiple settlements are generated , the same following actions are completed by HOMERE
(as for individual settlement done though the settlement button):

e The current contracts status are switched to N (No) meaning that the contract won't be
active anymore;

e The field settlement of the contract slip are switched to Y (Yes);

e The informations recorded in the Multiple final settlement generation window (above) will
be automatically recorded in the closed contracts;

e Afirst version of the settlement pay slips are generated and will be accessible in the pay
slip tab of each employee settled;

e Specific modifiable variables linked to the settlement will be activated (blue variables in
the list).

b. Entry of payment information for multiple settlement

Go to Payroll > Entry of variables:
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Select the Month and the Year for which you want
to enter the variables: [ ]

Click on Enter variables for
final settlements:

Month : juin 2018

Name |First name Month [ Function Amount| StartDate | EndDate |

CHARLES 201808  WATCHMAN 26 065,00 01/08/2018 30/08/2013

Preview I { Enter variables for payslips I

t Print the currency subdivision J I Enter variables for final settiements. I

 Display
| (.l Al | Payslips only | Final settiement only ‘

You will be able to display differently the list by chosing one of the following
buttons:

All - will display all payslips generated in the month selected (normal payslips and
settlements);

Payslips only > will display only the regular pay slips generated in the month

selected
Final settlement only - will display only final settlement generated in the month
selected

— Display

w0 Al || Payslips onby || Final settlement cnly

Select in the list the variables you want to encode

) ) Choice of the Payroll | pp_soUTH SANDOU | v,
and click on Next: Caleulation - | M

|+ fDAYS TRANSPORT ALLOWANCE=Days Transport Allowance
|#fFLAG_END_CONTRACT=Enter 1 for payment of redundancy, 2 for rc—tlrc—me
| LEVEL_INTERIM=Level of position of temporary replacement

| INB_DAYS_INTERIM=Number of days replacement at a higher postion
|#NB_DAYS_LONG_SICK_LEAVE=Total working days Long Sick Leave (if =
|

v

|

o NB_DAYS_PAID_MOTICE_PERIOD=Mumber of werking days of netice peric
NE_D&YS_REALS_MONTH=Number of days really worked

+NB_EXTRA_HOURS_WORKED=Number of extra hours worked for part time

+ NB_HOURS_DAY_PUBLIC_HOLIDAY S=Number of hours worked on public

| NB_OT_150=Number of overtime hours on week days

» JNB_OT_200=Number of overtime hours on rest days/public holidays

Loned | | Boose
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Encode the

appropriate

|nf0r‘mat|on for each ILast name First name IFuncmn Start date pay...IEnd date pays. IEnter 1 for payment of redu..INumber of working .
. PARKER GARANG NURSE 010672018 30/08/2018 0,00 0,00

variable selected and 171_0000B_SHEPARD  SANTINO  FINHR ASSISTAD162018  30/06/2018 0,00 0,00

171_00015_PONG ARTHUR WATCHMAN  01/06/2018 30/06/2018 0,00 0,00
171_00012_BROWN MARTHA CLEANER 01062018 30/06/2018 0,00

once the encoding is
done, click on Apply:

114

S53MT1_00004_P PARKER GARANG MTO3100

:ar'l’;rri::besthat will be automatically recopied over meruml J Apply ]l x Ea— I l m T ] I m import (Excel) )

HOMERE will confirm that the encoding of variables
is completed. Click on OK :

HOMERE will then proceed to the updated of the Final Settlement slips. Wait the end of the
process.

Close the Payroll list window.

The preparation of the final settlement is now completed.

|First name | Montn [Function | Amount| startDate | Endpate |

CHARLES 201806 WATCHMAN 26 065,00 01/06/2018 = 30/06/2018

Preview l Enter variables for payslips J

% Frint the currency subdivision J I Enter variables for final settlements I

_ Display.
| (= Al || Payslips only | Final settlement onty |

Please note that all final settlement must be validated by the Coordination Team
before payment.
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C4 - 0CB_HOW TO APPROVE/UNAPPROVE
A CONTRACT OR AMENDMENT

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager, V5.0.001 + 03/12/2019 C1 - How to create an employee contract
HRCO Assistant, C2 — How to renew or amend one or
PAM various employee contract(s)
When?

When one or various contracts/amendment have been created, as it is mandatory at OCB to have
them approved.

Why?
The HR manager must approve the new contracts/amendments to double-check that all elements
(seniority, function, paid leave balance etc.) are correctly encoded.

What to be careful with?

This step is very important as to generate pay slips for an employee, the current
contract/amendment must have been approved.

How?
As for many other functionalities in HOMERE, to approve a contract/amendment can be done in 2
ways:

e Individually

e Massively

The first option involves a more detailed check as there is a need to open the employee
contract/amendment. This should always be the chosen option in case of a new contract.

The second option can be chosen when multiple amendments have been created at once and the
change in the contract is rather a standard one, for example when there is a change of salary grid
that affects all employees.
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To know whether there are employees with unapproved contracts/amendment, go to Employee
> Find an Employee > Search.

This screen will appear:

In the column "Approved”, there will either a green V or nothing:

File n° |Lastname  + |First name |Function |Level  |Beq. contract|End contract | irth date |Entry date | Contract Appnwed-
4
Y0005 CARTER WILLIAM DRIVER 3 110218 3112418 010171 010717 | COD s
Y0004 DOE RHODA NURSE 5 V0718 311218 01-0173  01-07-17  COD |
DY0018 FAIDAL JAMAR WATCHUMAN 1 010118 280218 200585 010717 | €OD | 7
Y0016 FAY VINCENT WATCHIAN 1 V0718 3112419 200590 010717 COD | 7
DY0010 FORD ALEX DRIVER 3 W-07-18 311219 1141184 010717 | COD |
Y0001 FOX AGNES NURSE 5 V0718 3112419 280487 010717 | COD | 7
Y0015 GREEN PETER WATCHIAN 1 00718 3112419 260696 010717 | COD | 7
DY0017 HAMMES CHARLES WATCHUMAN 1 W-07-18 311219 050587 010717 | COD |
Y0008 JACKSON DANNY MEDICAL DOCTOR 9 V0718 3112419 06-0187 0107417 COD | 7
Y0007 JOHNSON FADILA HYGIENE OFFICER 2 0110413 3112419 01-0178 010717 COD |
Y0003 JONES PETER NURSE 5 M07-18 3112419 071078 010717 | COD | 7
DY0013 NOLAN LEOPOLD WATCHUMAN 1 V0718 3112419 280890 010717 COD | 7
Y0002 PARKER GARANG NURSE 5 00718 3112418 01-0182 010717 COD | 7
DY0012 PONG ARTHUR WATCHUMAN 1 M07-18 311019 06-0572 010717 | COD | 7
Y0006 SHEPARD SANTINO FINHR ASSISTANT [ V0718 3112419 111164 010717 COD | 7
Y0009 SHITH ANDREW LOGISTICS SUPERVISOR 6 00718 3112418 020377 1302418 COD |
DY0014 WILLIANS MiA cook 2 M-01-18 | 30-06-18 03-03-84 010717 COD |~

If the column is empty, it means the employee last contract/amendment hasn’t been approved. It
also means that if you generate the pay slips of the month, this employee won't have any pay slip
generated even if the contract/amendment dates are included in the payroll month.
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1. APPROVE AND UNAPPROVED INDIVIDUALLY A CONTRACT/AMENDMENT

>

Approve a contract/amendment

To approve an individual contract, go to the
employee file and then on the Contracts tab:

Click twice on the contract/amendment
you want to approve:

Check carefully that all the contract/amendment
elements are correct and click on Approve.
A confirmation message will pop up:

Click on Yes if all data is correct, on No if you still
want to modify something.
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Unapprove a contract /amendment individually

Once a contract/amendment has been approved, it can only be unapproved and
modified if there is no existing pay slip.

To unapprove an individual contract, go to the
employee file and then on the Contracts tab:

Click twice on the contract/amendment
you want to unapprove:

Click on Unapprove and you'll see that the
contract/amendment fields are now editable.

Once done with the changes, don't
forget to approve the
contract/amendment or the
employee won't have a pay slip
generated.
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2. APPROVE MASSIVELY CONTRACTS/AMENDMENTS > i

This option to modify the approval of more than one contract/amendment at once is only
available to approve, not to unapprove. Unapprove will always have to be done individually.

To approve massively contracts/amendments, go to Employee > Find an Employee > Search.

This screen will appear:

First name Beg. contract|End contract Birth date  |Entry date Approved

00002 PARKER GARANG 01-07-18 31-12-19 01-01-82  01-07-17
00003 JONES PETER NURSE 01-07-18 31-12-19 07-10-78  01-07-17
00004 DOE RHODA NURSE 01-07-1% 31-12-19 01-01-79  01-07-17
IDY'0006 SHEPARD SANTING FINHR ASSISTANT 01-07-1% 31-12-19 11-11-64  01-07-17
DY 0007 JOHNSON FADILA HYGIENE OFFICER 01-10-1% 31-12-19 01-01-78  01-07-17
DY 0008 JACKSON DANNY MEDICAL DOCTOR 01-07-18 31-12-19 08-01-87  01-07-17
DY 0009 SMITH ANDREW LOGISTICS SUPERVISOR 01-07-18 31-12-19 02-03-77  13-02-18
IDY0010 FORD ALEX DRVER 01-07-18 31-12-19 11-11-84  01-07-17
IDY'0013 NOLAN LEQPOLD WATCHMAN 01-07-18 31-12-1% 28-08-80  01-07-17
IDY'0015 ‘GREEN PETER WATCHMAN 01-07-18 31-12-1% 28-08-88  01-07-17
IDY'0018 Fay WINCENT WATCHMAN 01-07-18 31-12-1% 20-05-80 01-07-17
IDY'0017 HAMMES CHARLES WATCHMAN 01-07-18 31-12-19 05-05-87  01-07-17

S88S

s
4
4
4
4
4

| [ Mew || 15 Modify \ \ 1 Detete | \ Employee import H Empioyeewxport | | B Export (Exce) | | Agvancea M | ] cose |

# |First name Last name Function Birth date

Beg. contract|End contract Entry date Approved |Project

D 0001 AGNES FOX NURSE 01-07-18 3-12-19 28-04-87 010717 ’ 58137
00002 GARANG PARKER NURSE 01-07-18 31-12-18 01-01-82  01-07-17 coD ’ 55137
D003 PETER JONES NURSE 01-07-18 3-12-19 07-10-78 010717 coo ’ 58137
00004 RHODA DOE NURSE 01-07-18 31-12-18 01-01-78  01-07-17 coD ’ 55137

D 0008
DY 0007

SANTIND
FADILA

SHEPARD
JOHNSON

FINHR ASSISTANT
HYGIENE OFFICER

01-07-18
01-10-18

3-12-19
31-12-18

11-11-64
01-01-78

01-07-17
01-07-17

D008 DANNY JACKSON MEDICAL DOCTOR 01-07-18 3-12-19 06-01-87 010717 coo ’ 58137
ID0009 ANDREW SMTH LOGISTICS SUPERVISOR 01-07-18 31-12-19 02-03-77  13-02-18 coD ’

D010 ALEX FORD DRIVER 01-07-18 3-12-19 11-11-84 010717 coo

IDY0013 LEOPOLD NOLAMN WATCHMAN 01-07-18 31-12-19 28-08-80  01-07-17 coD ’

Dv0015 PETER GREEN WATCHMAN 01-07-18 3-12-19 26-06-86 010717 coo ’

IDY0016 VINCENT FAY WATCHMAN 01-07-18 31-12-19 20-05-80  01-07-17 coD ,

D017 CHARLES HAMMES WATCHMAN 01-07-18 3-12-19 05-05-87 010717 coo ’

| Ditew || fBwodty || Ffoekte | | Employesimport | | Employecexport | | [JE Export (Excel) | | Advanced v

Import a staff list from Excel

Import a list of events from Excel

‘ Multiple creation of amendment or renewal

Once done, a confirmation message with the number of confirmed contracts/amendments will
pop up:
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All the employees’ lines will appear with a green V in the column Approved:

File n* / |First name Last name Function Level Beg. contract|End contract | Birth date |Entry date Contract DI Project "=
Y0001 AGNES FOX NURSE 5 0-07-18 ¥-12-19 28-04-87 010717 coD J 55137
DY 0002 GARANG PARKER NURSE 5 01-07-18 31-12-1% 01-01-82  01-07-17 cDD I ’ 55137
DY 0003 PETER JONES NURSE 5 01-07-18 ¥-12-19 07-10-78  01-07-17 DD 1 I S5137
IDY0004 RHODA DOE NURSE 5 01-07-18 31-12-1% 01-01-79  01-07-17 cDD I ’ 55137
DY 0006 SANTIND SHEPARD FIN/HR ASSISTANT & 01-07-18 ¥-12-19 11-11-84  01-07-17 DD 1 I S5137
DY 0007 FADILA JOHNSON HYGIENE OFFICER 2 01-10-19 31-12-19 01-1-78  01-0717 coD | ’ 85137
DY 0008 DANNY JACKSON MEDICAL DOCTOR 9 01-07-18 ¥-12-19 06-01-87  01-07-17 DD 1 I S5137
DY 0009 ANDREW SMITH LOGISTICS SUPERVISOR L3 01-07-18 31-12-19 02-03-77  13-0218 coD | ’ 85317
DY 0010 ALEX FORD DRVER 3 01-07-18 31-12-19 11-11-84  01-07-17 DD 1 , SE317
Y0013 LEOPOLD NOLAN WATCHMAN 1 0M-07-18 #1219 28-08-80 010717 coD 1 J 5137
DY 0015 PETER GREEN WATCHMAN 1 01-07-18 31-12-19 26-08-96  01-07-17 DD I , S5137
Y0018 VINCENT FAY WATCHMAN 1 0-07-18 ¥-12-19 20-05-80  01-07-17 coD 1 J 55137
DY 0017 CHARLES HAMMES WATCHMAN 1 01-07-18 31-12-19 05-05-87  01-07-17 cDD Il , 55137
113 -
4 13

[ New ]@umﬁfy ] u.nelete ] I Employee import ][ Employee export ] [ @Expuﬂ(ﬁxm\)] _d ] close
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C5- HOWTO GENERATE AND ATTACHA
CONTRACT

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001 + 03/12/2019 C1 - How to create an employee contract
Assistant, C2 — How to renew or amend one or
HR Manager, various employee contract(s)
HRCO Assistant,
PAM
When?

Every time a new contract, and amendment or a renewal is encoded in HOMERE for an employee.

Why?
To ease the preparation of the hard copy of the contractual documents and to ensure that all
documents are present in the database.

What to be careful with?

This step is very important as to generate pay slips for an employee, the current
contract/amendment must have been approved.

How?
Follow me.
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1. HOW TO CREATE A MAILING TEMPLATE (TO BE DONE BY THE
COORDINATION ONLY) > [~

Open the list of variables available for the mail Merge

Go to an employee contract
slip and click the F1 key of
your keyboard in order to
access the global list of the
variables to be used in the
direct mail.

J

List of variables available for the mailmerge

Copw/paste the merge field available in this document into the word document (.doc ou .docx)
that will be used later as a modele for the mail merge.

Then, perform the mailing from Homere by selecting the modele.

Table Staff
]
Field Label
wcode_staff» staff Code
«nom» Last name
“prenom:» First name
«Pays» Country (example : fr)
«libpaysadressen Country description (example : France)
wstatutfamilial» Marital status code
«libsfamiliale» Marital status label
«commentaire» Comments
«Sexe» Sex Code

Update the Contract template

Insert the needed information in your Contract template by copying/pasting the information of
the Field columns of the List of variables for the Mail merge document.

E.g.

Contract between MSFF and Lastname, Firstname born on the Date of birth in Place of birth.
=>

Contract between MSFF and «prenom», «<nom» born on the «datenaissance» in
«lieunaissance».

When all the Mail merge fields have been replaced in your contract template, save your updated
template in Word format (.doc and not .docx).
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In order to make the MSF address automatically appear/update in the Mergemail,
go to Parameters > Field parameters > Employers, change the 1st address;
insert the following variable in the direct mail «adresseemployeur»

In order to make the name of the MISF signing person appear/update in the
Mergemail, you can use the ref Employer and insert the following variable in the
direct mail «refemployer»

2. INSTALL THE UPDATED FORMAT IN HOMERE (FOR FIELD INSTALLATION) > i

165

Close Homere

Single right—click on the Homere icon on your desktop

Click on Open file location

Open the folder models. ( )
Open the folder contract.

Copy/paste the models sent by your Coordination
Team in that folder

The Models installation is now
completed.
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3. USE THE CONTRACT TEMPLATE INSTALLED IN HOMERE > i@

Go to an employee Contract slip and click on
the Generate button of the Contract file field. D

Select the right template and click on
Open:

The Mergmail fields have been automatically replaced:

Some fields can’t be filled automatically (eg. Name of the Head of Mission) because
the information is not available in HOMERE. These fields are usually highlighted in
yellow and must be filed manually to finalize the document.

Once the document is finalized, save it on your Desktop.

Please liaise with your Coordination Team to get detail informations regarding
the wording nomenclature of the document.
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Go back to the employee contract slip.
Click on the green arrow of the contract file field to attach the document and select the word
document.

Click on Apply to validate the document
attachement:

The document is now attached to the
employee’s contract.

5. CONSULTATION OF EMPLOYEE'S DOCUMENT (OCP ONLY) > [~

To access to document of an employee access his/her Identity slip and click on the Open the
document directory button.

You will find in that folder all documents attached for that employee in the different HOMERE
menus (contract, events...).

Field $83171

Last name FORD

First name ALEX

File n® |553171_00013_P S/07/2019 \E Who MASTER Add picture
Employee slip Employee can‘.l
B (o[

h‘lem:tyll)ependam:ilQuajﬁnatnnlevem:iICDntradSlLeaves'Aﬂvannz;'Pay—skls|
e — e — I =l

Cmploycr| Currcnt oo Contract ype reation ty Start— End

MSFF No Fixed Term Contract New contract 01072017 31/052018 NER

22

| mywew | | Bucsty | | ffoeste | | Settement

o Validate X cancel
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Cé6 - HOW TO PRINT CURRENT
CONTRACTS INFORMATION

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001 + 03/12/2019 C1 - How to create an employee contract

C2 — How to renew or amend one or
various employee contract(s)

C5 - How to generate and attach a
contract

When?

At least once a month to control all contracts and trial periods ending in the current month or in the
following months.

Why?

To share information regarding contracts and trial periods ending to all supervisors and to ensure
that all HR measures are taken on time with respect to MSF internal HR rules and country legal
framework.

It will allow supervisors to give feedback to the administrative department, in order to apply the
proper processes for each employee’s contract (renewal of contract, end of trial period, end of
contract).

What to be careful with?
Make sure that supervisors send feedback to the administrative department on time.

How?
Follow me.
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There are three different types of

reports regarding current

contracts information.

They can all be found in Reports —
> Current contracts:

1. ALL CURRENT CONTRACT> &

Reports > Current contracts > All
You can get the employees current contract list by

tICklng the bOX A"‘ || Contract ending in the date range
| Trial period ending in the date range

~ Selection of dates
Starting date | 01/12/2015 | 5] |

Ending date |21/122019 | 5]

Country of contract |:|

Select a field | S51611 |:| JUBA COORDINATION

— Sort order
'# Starting date | Ending date

Homere will display all employees with a current contracts (ongoing contracts).

Homere version number: 5.0.008 Page 1de
Field code: §83171 N
Description : AYDA List of current contracts
Currency: SSP
Country of contract :
031212019 14.26:17
_ . - _ Type of -

[ File n® Last name First name Category Job ranking Function contract Startdate Enddate Project ]
IDY0001 FOX AGMES v NURSE cDD 01/07/2017 20/06/2018 88137
IDY0002 PARKER GARAMG NURSE CcDD 01/07/2017 30/06/2018 S5137
IDY0003 JONES PETER NURSE CcDD 01/07/2017 30/06/2018 55137
IDY0004 DOE RHODA NURSE coD 01/07/2017 30/06/2018 55137
IDY0O00E SHEPARD SANTING FINMHR ASSISTANT cDD 01/07/2017 30/06/2018 S5137
IDY0007 JOHNSOMN FADILA HYGIEME AGENT cDD 01/07/2017 20/04/2018 88137
IDY0003 JACKSOMN DANNY MEDICAL DOCTOR coD 01/07/2017 30/06/2018 85137
IDY0009 SMITH ANDREW LOGISTICS SUPERVISC CcDD 01/07/2017 30/06/2018 S5317
IDY0010 FORD ALEX DRIVER cDD 01/07/2017 30/06/2018 S5317
IDY0015 GREEN PETER WATCHMAMN cDD 01/07/2017 30/06/2018 55137
IDY0014 WILLIAME MIA COOK cDoD 01/01/20128 20/06/2018 85137
IDY0011 BROWM MARTHA CLEANER coD 01/01/2018 30/06/2018 85137
IDY0O18 FAIDAL JAMAR WATCHMAM CcDD 01/01/2018 28/02/2018 S5137
IDY0012 PONG ARTHUR WATCHMAM cDD 01/01/2018 30/06/2018 S5137
IDYOD16 FAY WVINCENT WATCHMAMN cDD 01/01/2018 30/06/2018 55137
IDY0012 MOLAN LEOPOLD WATCHMAM cDoD 01/01/20128 20/06/2018 85137

\ IDY0017 HAMMES CHARLES WATCHMAM cDD 01/07/2018 21M12/2018 88137 ‘
IDY0005 CARTER WILLIAE DRIVER COD 01.\’014‘-2019 31/12/2020 SS137Z,

169 OCB & OCP HOMERE USER GUIDE




C/ C6 —HOW TO PRINT CURRENT CONTRACTS INFORMATION

2. CONTRACTS ENDING IN A SPECIFIC PERIOD > &

Go to Reports >
Current contracts >
Contract ending in the
date range

Then select the
Starting date and the
Ending date of the
period for which you
want to extract the
contracts that are
ending.

HOMERE will display all employees contract ending in the selected period.

Homere version number: 5.0.008 Page 1 de
o List of current contracts will be finish in the date range :

scription : AYDA
Currency: 3SP 01;’06[2018 - 30[06’2013

Country of contract:
03M12/2019 14:29:20

File n® Last name First name Category ' Job ranking Function gﬁ;:; Startdate End date Project }
1DY0001 FOX AGNES MNURSE CDD 01/07/2017 30/06/2018 ss1a
1DY0002 PARKER GARANG MURSE CDD 01/07/2017 30/06/2018 85137
1DY0003 JOMES PETER NURSE CcDhD 01/07/2017 30/06/2018 S5137
1DY0004 DOE RHODA NURSE CDD 010712017 30/06/2018 88137
1DY0006 SHEPARD SANTING FIN/HR ASSISTANT cDD 01/07/2017 30/06/2018 88137
1DY0008 JACKSON DANNY MEDICAL DOCTOR CDD 010712017 30/06/2018 88137
1DY0009 SMITH ANDREW LOGISTICS SUPERVISC CDD 01/07/2017 30/06/2018 85317
1DY0010 FORD ALEX DRIVER CcDhD 071/07/2017 30/06/2018 SS5317
1DY0015 GREEN PETER WATCHMAN CDD 01/07/2017 30/06/2018 85137
1DY0014 WILLIAMS MIA COOK cDD 01/01/2018 30/06/2018 88137
1DY0011 BROWN MARTHA CLEANER CDD 01/04/2018 30/06/2018 88137
1DYo012 PONG ARTHUR WATCHMAN CDD 01/01/2018 30/06/2018 885137
1DY0016 FAY VINCENT WATCHMAN CcDhD 01/01/2018 30/06/2018 S5137
WOMB NOLAM LEQPOLD WATCHMAN CDD 01/01/2018 30/06/2018 SS@
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3. TRIAL PERIOD ENDING IN A SPECIFIC PERIOD > &

Reports > Current
Contracts > Trial
period ending in the
date range

Then select the
Starting date and the
Ending date of the
period for which you
want to extract the
trial period that are
ending.

—Type of printing
LAl
__ Coniract ending in the date range

| + Trial period ending in the date range

_ Selection of da
Starting date |01/07/2017 | B/

Ending date |31/07/2017 | B/

Country of contract | |:|
Select a field | 553171 |:| AYDA

—Sort order
|#® Starting date || Ending date

=

HOMERE will display all employees contracts with a trial period ending in the selected period.

Homere version number: 5.0.008
Field code: 53171

Description : AYDA

Currency: SSP

Country of contract

~

Page 1de 1

List of current contracts of which the trial period will be
finished in the date range : 01/07/2017 - 31/07/2017

03/12/2019 14:38:35

File n* Last name First name Category ' Job ranking Function gﬁr:::l Startdate End date Project
10Y0001 FOX AGNES NURSE cDD 0107/2017 30/06/2018 581 37'1
1DY0002 PARKER GARANG MNURSE CcDD 01/07/2017 30/06/2018 S8137
1DY0003 JOMES PETER MURSE coD 01/07/2017 30/06/2018 58137
1DY0004 DOE RHODA MURSE CoD 01/07/2017 30/06/2018 88137
1DY0006 SHEPARD SANTINO FIN/HR ASSISTANT cDD 0107/2017 30/06/2018 S8137
1DY0007 JOHNSON FADILA HYGIENE AGENT CcDD 01/07/2017 30/04/2018 858137
Y0008 JACKSON DANNY ﬂEDICAL DOCTOR COD 01/07/2017 3010(12018 55137 J

You can be more precise in your searching by leaving blanck the Starting date field
and recording only the ending date one:

—Selection of dates

Starting date | / / =]

Ending date | 31/07/2017 [T
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Tips and tricks
Export current contract reports

You will be able to export all reports by going on the top left of the screen,

the report can be exported in Excel or PDF: File > Export > Export in
Excel format (XlIs) / PDF format (Acrobat).
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D./D1-HOW TO ENCODE ABSENCES

D1-HOW TO ENCODE ABSENCES

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001 + 14/11/2019 D2 — How to manage the leaves in
Assistant, HOMERE
HR Manager, D3 - How to print absences reports
HRCO Assistant,
PAM
When?

As soon as you receive a “leave request” validated by the authorized persons or an “absence
certificate” (compassionate leave, sick leave...), the absence has to be recorded in HOMERE.

The absence that occurs during the ongoing month must be registered in HOMERE BEFORE
generating the pay-slips: once the pay slips are generated, it is not possible anymore to enter the
absence for the same month.

Why?

All types of absences of the employee during his/her contract need to be recorded for a quality HR
follow-up and also because some of them have a direct impact on the salary calculation: unexcused
absences, leave without pay and leave absences (in some cases) are automatically deducted in the
pay slip while taken, acquired and remaining paid leaves are automatically calculated and feature in
the pay slip.

For legal and HR analysis reason, it is particularly important to carefully register the sick leaves and
work accidents. If a mission frequently registers sick leaves and/or work accident, some investigation
can be done, and mitigation procedures can be implemented.

What to be careful with?

The absence can be entered only in one month. If the absence starts in one month and finishes the
month after, two periods of leave must be entered in two different months (they will appear in two
different lines).

All the absence must be set out in a written and validated document; without a written and validated

document, absences cannot be registered. Once the absence is registered in HOMERE, the written
document must be carefully stored. Please refer to the mission HR guide.

How?
Follow me.
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1. HOW TO ENCODE AN ABSENCE > il

D./D1-HOW TO ENCODE ABSENCES

Employee > Find an employee > Search
>[select the employee]> Leaves

(1) Select the type of leave:
- Paid leave
- Sick leave
- Maternity leave
- Unexcused absence
- Leave without pay
- Compassionate leave
- Work accident
- Other leaves (compensation for
overtime, rest and recovery)

e e Period start and end date must be included in
2 given month.

e startdate | // =
Enddate | / / =]

0 — i

|| Comment to report in the payslip

(3) Number of days taken:

(2) Click on New and enter the required
information:

Warning: In most cases, absences are entered in number of working days (and not in
calendar days). There are missions where, depending on the nature of the absence, one
enters in working days (worked) or calendar. Refer to the HR guide.

(4) Start date/End date: If the absence starts in one month and ends the following month, two
periods of absence must be entered in two different months (they will appear in two different

lines).

(5) Comment: the field “"Comment” has to be completed at least for compassionate leave,
unexcused absence and work accident, to keep track of the events.

OCB & OCP HOMERE USER GUIDE
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D./D1-HOW TO ENCODE ABSENCES

By ticking the box Comment to report in the payslip,
the comment will be automatically recopied in the
comment area of the pay slip where the absence is
included.

1. HOW TO CHECK WHETHER THE ABSENCE HAS BEEN INCLUDED IN THE PAYSLIPS > i

The absence can have 2 different status:
: the absence has not been included in a pay slip;
: the absence has been included (deducted) in a pay slip.

(1) When an absence is created it appears initially with a .status.

(2) When a pay slip is generated for the month when the absence occurred, it will be
automatically switch to a ‘status (3).

| ldentity | Dependants | Qualifications | Events | Contract: i Leaves I A | Pay-slips. |
—Type of leave
(e Al | Sick leave Ciu d abs || Compassionate leave | Other Leaves
' :' Paid leave ':' Maternity leave ! : ! Leave without pay ':' Work accident
| Type of leave | Start v 2 End 1 | Leave taken I Registered payslip
Compassionate leave 24/05/2018 25/05/2018 2 e
Sick leave 02052018 17052018 12 L ]
o
Identity | Dependants I Qualifications I Events I Contracts I Leaves I Advances i Pay-slips L
Month | amount| StartDate | Enddate |  Originfied | contratip |
201805 63762,00 01052018 | 31/052018 333171 [ |
201802 2376200 01022018  28/0202018 S83171 1
201801 2376200 0U012ZNME 3012018 553171 1
201712 2376200 01M22017 322017 583171 1
201711 2376200 012007 | 300112017 S83171 1
201710 2376200 O01M02ZNT 31102017 383171 1
201708 2376200 01082017 30/08i2017 S83171 1
201708 2376200 01082017 | 31082017 553171 1
201707 2376200 O0UOTZNT | 30T2017 333171 1
| Identity | Dependants | Qualifications | Events | Contracts | Leaves | Advances | Pay-slips |
—Type of leave
'él All ':' Sick leave ':' Unexcused absence ':' Compassionate leave ':' Other Leaves
|| Paid leave | Maternity leave || Leave without pay | Work accident
| Type of leave I Start © 2 End 1 Leave taken I Registered payslip | v
Compassionate leave 24/05/2018 25/05/2018 2
Sick leave 02/05/2018 171052018 12 -
®
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D2 - HOW TO MANAGE THE PAID LEAVES

TARGET HOMERE LAST LINKED

GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001+ 14/11/2019 C1 - How to create one or various

Assistant, employees contract
HR Manager, C2 — How to renew or amend one or

HRCO Assistant, various employee contract(s)
PAM D1 - How to encode absences
D3 — How to print absences reports

When?

The paid leaves earned and taken as well as the paid leave balance must be checked and analyzed
on a regular basis (if possible, once a month).

Why?

To ensure a correct follow-up of the leaves.

Encoding the paid leaves and the right amount of earned days per month will help the managers to
design their team leave plan. This will also ease the calculation of the forecasted paid leave balance
at the end of the year.

What to be careful with?

Mistakes can be found in the transfer of the paid leave balance from one contract to another
one/to an amendment or in the number of earned or taken paid leaves encoded for the
employees. These mistakes will have an impact: incorrect leave balance in the pay slip, too much or
not enough leaves taken, inequation between employees, corrections to be made retroactively,
wrong leave balance at the end of the contract.

This why it is important to have a good idea of how to manage the paid leaves in HOMERE.
How?

Managing the paid leaves in HOMERE implies two different actions: checking the number of paid
leaves earned per month and checking the paid leaves balance.
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D /D2 - HOW TO MANAGE THE PAID LEAVES

1. HOW TO CHECK THE NUMBER OF PAID LEAVES EARNED PER MONTH > i
D2.1

This number of leaves earned per month is defined at the creation of the project and based on
the country regulations. This number will then appear automatically in the contract file when a
new contract is created.

In some cases, there might be a difference between the standard paid leaves earned / month in
the project and the one that applies to some employees:
¢ when an employee is not working full time,
e when a contract started later than the 1% day of the month or ended earlier than the last
day of the month,
e when other criterias impacts the number of days earned per month (seniority, number of
kids...).

Please refer to the HR guide and check on a regular basis if the “Paid leaves earned per
month” per employee is correct.
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D /D2 - HOW TO MANAGE THE PAID LEAVES

In order to check the paid leaves earned per month for the employees, go to Employee > Find
an employee > Search > Export (excel)

(1) Go in the Contract tab and drag on the right side Paid leaves earned / month and the
relevant field that influences the number of earned leaves per month. In this example, we have
taken Activity rate but we could have chosen as well Start of Contract, End of Contract or
Seniority in month prior to the current contract.

(2) Click on Export (Excel):

File n® Last name  Firstname  Function ;Ltl)r;hon - Level Contract Contract end Birthdate Entry date B:':‘)M‘y rate ::::elgalves
(Identity) (Identity) (Identity) (Contract) (Contract) start pte date Y °

(Contrat) Confract) month
IDY0011 BROWN MARTHA  AB02300  CLEANER 1 01/01/2018  30/06/2018  23/07/1975  03/07/2017 100 2
IDY0005 ~ CARTER  WILLIAM  LT04800 DRIVER 3 01/02/2018  31/12/2018 01/01/1971  01/07/2017 100 2
IDY0004 DOE RHODA MT03100  NURSE 5 01/07/2017  30/06/2018  01/01/1979  01/07/2017 100 2
IDY0018 FAIDAL JAMAR LB0OSS00  WATCHMAN 1 01/01/2018  28/02/2018 20/05/1985 01/07/2017
IDY0016  FAY VINCENT ~ LBO5500  WATCHMAN "1 01/01/2018  30/06/2018  20/05/1990  01/07/2017 100 2
IDY0010  FORD ALEX LT04800 DRIVER 3 01/07/2017  30/06/2018  11/11/1994  01/07/2017 100 2
1DY0001 FOX AGNES MT03100  NURSE 5 01/07/2017  30/06/2018  28/04/1987  01/07/2017 100 2
IDY0015  GREEN PETER LB0S500  WATCHMAN 1 01/07/2017  30/06/2018  26/06/1996  01/07/2017 100 2
IDY0017 ~ HAMMES  CHARLES LB05500  WATCHMAN 1 01/07/2017  30/06/2018 05/05/1987  01/07/2017 100 2
IDY0008  JACKSON  DANNY MD01400  MEDICAL DC@ 01/07/2017  30/06/2018  06/01/1987  01/07/2017 100 2
IDY0007 ~ JOHNSON  FADILA LB0S105  HYGIENE AG2 01/07/2017  30/04/2021 01/01/1978  01/07/2017 100 2
IDY0003  JONES PETER MT03100  NURSE 5 01/07/2017  30/06/2018 07/10/1978  01/07/2017 100 2
IDY0013  NOLAN LEOPOLD  LB05500  WWATCHMAN "1 01/01/2018  30/06/2018 28/08/1990  01/07/2017 100 2
IDY0002 PARKER ~ GARANG  MT03100  NURSE 5 01/07/2017  30/06/2018  01/01/1982  01/07/2017 100 2
IDY0012 PONG ARTHUR  LBO5500  WATCHMAN "1 01/01/2018  30/06/2018 06/05/1972  01/07/2017 100 2
IDYO006 ~ SHEPARD SANTINO  AS01100  FIN/HR ASSISB 01/07/2017  30/06/2018 11/11/1964  01/07/2017 100 2
IDY0009  SMITH ANDREW  LS03100  LOGISTICS €6 01/07/2017  30/06/2018 02/03/1977  13/02/2018 100 2
IDY0014  WILLIAMS  MIA AB02000  COOK 2 01/01/2018  30/06/2018 03/03/1984  01/07/2017 100 2

In this example, the employee Faidal JAMAR earns 2 leaves per month even though he is working
50%. Please refer to the HR guide to check whether this is correct or not.
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2. HOW TO CHECK AN EMPLOYEE PAID LEAVE BALANCE > & D2.2

The employee leave balance is the result of:
e the paid leaves balance reported in the contract/amendment file from the
previous contract or the paid leave balance at the end of the previous month
e + the paid leaves earned in the month
e —the paid leaves taken in the month

There are two places where an employee leave balance can be checked: in the last payslip or in
the leave tab of the employee file.

a. Inthe last pay slip

Pay slip
Employer: Employee : Month : maif2018
Medecins Sans Frontiéres France 1DY0001
BAJU FOX AGNES

Kator Area, AYDA City.

Social security n® 98078326512

. /

L. Employee Employer
Description Base N Amount contributions contributions
Basic Salary without loyalty 100,00 % 86 889,00
Basic salary for days worked 22,00 D 86 889,00
Transport allowance 2200 D 3 520,00
Gross salary 90 409,001
Amount NSSF Employee 6 328.63
Amount NSSF Employer 11 75317
Taxable salary 84 080,00]
Amount Income Tax 20 318,00
Net salary 63 762,37
Net to receive 63 762,00
Paid-leaves Net to pay :
Previous balance (days) : 19,00 63 762.00 SSP
M Ve,
Leave taken in the month (days) : 0,00
Leave acquired in the month (days) - 2 00 :f:if:;z:"ﬁm;:g
| Remaining leave (days) : 21,00) BaZk ame:
Accountn®:
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b. Inthe leave tab of employee file

A paid leave counter is now available at the bottom of the Leave tab in the employee file.

It displays the following information:
- PL (paid leaves) beginning of the
month
- PL (paid leaves) earned in the month
- PL (paid leaves) taken in the month
- PL (paid leaves) remaining at the end
of the month

The counter eases the administrative process of leave validation by the administrative
department.

The counter also gives a forecasted paid leave balance month per month until the employee'’s
contract end date: to get the paid leave balance of an employee for a given month, use the drop-
down menu Information leaves month (1) and select the desired month. You will then be able
to visualize the information related to that month (balance, leaves earned and taken) (2).

When the selected month is a month for which no pay slip has been created yet, the
designation Forecast will show up on the Paid Leave remaining end of month line

ldentity Dependants CQualifications = Ewents Contracts Leaves | Advances Pay-slips
| | | | L | |

—Type of leave

'i' All ':' Sick leave ':' Unexcused absence [ :' Compassionate leave { :' Other Leaves
{ : ! Paid leave { : ! Maternity leave { : ! Leave without pay [ : ! Work accident
Type of leave | Stat T2 End 1 Leave taken Registered payslip
Paid leave 12/022m8 15/02/2018 4 ®
201509
201910
20511
2Me1z
202001
202002
1 202003
Information leaves month 201908 = anl.‘lt.|'2019l
FL balance beginning of the month :
st v &
PL remaining end of the month : 48,00 lForecast I

|_ [y New | | 15| Modify | | T Delete | | By print |

|  vaidate | | X cancel |
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D3 - HOW TO PRINT ABSENCES REPORTS

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001 + 14/11/2019 D1 - How to encode absences
Assistant, D2 — How to manage the paid leaves in
HR Manager, HOMERE
HRCO Assistant,
PAM
When?

On a regular basis (every month if possible) to check and give to the managers the summary of the
employees leave balance.

The reports about the absences can also be requested for analytical reasons or to plan employee leaves.

Why?
It is important to keep track of the encoded absences to make sure none has been forgotten as they can
have an impact on the salary calculation.

What to be careful with?

The exports can only be done by type of absence, one by one. It is not possible to export, at once, all
the different absences encoded.

How?

There are three different types of reports: leaves recapitulative, current leaves and financial cost of a
leave. They can all be found in Reports > Leaves:
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1. LEAVES RECAPITULATIVE > &

Reports > Leaves > Leaves recapitulative.
You can get the leaves recapitulative per employee by selecting the month and the type of leave:
(1) Select Leaves recapitulative,

(2) Select the type of leaves you want to extract,
(3) Select the period.

Example 1 — Paid leaves report:

Example 2 — Sick leave report:

By going on the top left of the screen, the report can be exported in Excel or PDF: File > Export >
Export in Excel/PDF format.
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2. CURRENT LEAVES >

It is also possible to know who is on leave and until when (absence start and end dates).
Go to Reports > Leaves > Current leaves
(1) Select Current leaves,

(2) Select the type of leaves you want to extract,
(3) Select the month then click on Printing.

Example 1 — Paid leaves November 2017:

Example 2 — Sick Leaves December 2017:

By going on the top left of the screen, the report can be exported in Excel or PDF: File > Export >
Export in Excel/PDF format.
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E/ET-HOW TO ENCODE AND ATTACH AN EVALUATION

E1- HOWTO ENCODE AND ATTACH AN
EVALUATION

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager Vv5.0.001 + 28/11/2019 E4 — How to import events from Excel
Assistant, E7 — How to print events
HR Manager,
HRCO Assistant,
PAM
When?

Every time an employee’s evaluation is planned or done.

Why?

Ensure that employees are regularly evaluated, guarantee a proper career
management and allow employee evolutions.

What to be careful with?

Check that all related information and supported documents are provided by the supervisors in
charge to perform the evaluation of their team members on a regular basis.

How?
Follow me.
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E/E1-HOW TO ENCODE AND ATTACH AN EVALUATION

1. ENCODE A PLANNED EVALUATION > i

To enter a plan evaluation Employee > Find an employee > Search and open an employee file.

Go to the Event tab and tick the Evaluations box and click on New:

Field $53171

Last name [FAY

First name VINCENT

File n°[SS3171_00M7_P Dale updaled [2=/07205 (=) Who MASTER  [[]] | <- Add picture
Employee slip Employee Card

=N 2 = (&)

Imﬂy|m|mm|5vents|m|m|m|m-sms|

~Type of event
Al
':‘Expatnah'un ' Digciplinary Measures
|| Detachment || Work accident and professional disease
':‘ Trainings ':‘ Career path
y 4
Event | paty/ ¢ |
Evaluations carried out 22102018
111 |
[ New | Bwosity | | fif petete |
W Validate X cancel

e Add the Date of the
planned evaluation

o Add the Name of the
person who performed
the evaluation and the
function if needed

e Choose the status in
Evaluation done: N for
No

e Choose the type of
Evaluation type (OCB
only): 01 for yearly
evaluation, 02 for
development evaluation
and 03 for end of trial
period evaluation
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The evaluation will then appear in the list of Events of the employee:

Field $583171
Last name |FAY
First name |VINCENT
File n°(553171_00017_P Date updated [25/07/2015 (|| Who WASTER |@ | < Add picture
Employee slip Employee Card
YD 3=9E 3 (o
identity = Dependants | Qualifications i Events. | Contracts | Leaves | Advances | Pay-slips |
—Type of event
AN
|| Expatriation -
( : | Detachment ': ! Work accident and professional disease
{ : ! Trainings ': | Career path
Event | Date /| B
Evaluations carried out 22022018
Evaluation to be done 21/02/2019 l

2. ENCODE A PERFORMED EVALUATION >

When an evaluation is carried out, you have 2 ways to record the information in HOMERE.

a. Option 1: Change the status of the planned evaluation (OCP)

Go to the Event tab of the concerned employee. Double click on the evaluation line you want to
modify to open it.
Proceed to the following updates:

e Change the date if needed (1)

e Add the Name of the person who performed the evaluation and the function if needed

(2)
e  Switch the status Evaluation done to O for Yes (3)
e Attach the evaluation Document by clicking on the Green arrow button (4)

Once the updates are finalized click on Apply to validate the changes.
o [ &

[ la
‘ ( )
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b. Option 2: Add a new Evaluation event (0CB)

Go to the Event tab of the concerned employee and click on New.
Fill the different fields of the evaluation slip:
e Record the Date when the evaluation was carried out
e Add the Name of the person who performed the evaluation and the function (2)
e Choose the status evaluation done: O for Yes (3)
e Choose the type of evaluation: 01 for yearly evaluation, 02 for development
evaluation and 03 for end of trial period evaluation (4)
e Attach the evaluation Document by clicking on the Green arrow button (5)

Two lines will then appear in the event list :

Field 553171
Last name
First name |VINCENT
File n® [I0v0016 Date updated | 15/11/201% Whe REFERENT |ﬁ] | < Add picture
D%/ H=BiE=3E (@[
|uenuty|uepenc|ants|QuaiﬁcaﬁnmlEvents|Contrac¢s|Laaves|Mwanm|Pay-sms|
—Type of event
Al || Evaluations
|| Expatriation || Disciplinary Measures
_ | Detachment | Waork accident and professional di
:' Trainings : Career path
[ Event | Date /| -
| Evaluations carried out 22002/2018
Ewvaluation to be done 210272019
Ewvaluations carried out 210272019
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c.Plan the next evaluation

It is highly recommended when you record an evaluation done to plan the next
evaluation to be performed.

In order to record the next
evaluation, you can use the
button Next evaluation in the
last Evaluation slip, then click
on Yes.

Fill the information's
as describe in part 1
and validate by
clicking on the Apply
button:

The date of the next evaluation will be automatically recorded according to the
periodicity of evaluation decided at the mission level (every 3/6/12 etc. months).
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3. HOW TO ACCESS THE EVALUATION DOCUMENT > &

To access an evaluation
document, click on the
Open button of the
selected evaluation slip.
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E2- HOW TO ENCODE AN
EXPATRIATION/DETACHMENT

TARGET HOMERE LAST LINKED

GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001 28/11/2019 E7 — How to print events
When?

Every time an employee goes on expatriation or detachment.

Why?

To ensure a correct career evolution follow-up.

What to be careful with?

Check that all related information and supported documents are provided by the supervisors or the
administrative department and encode only when the expatriation/detachment has been done.

How?
Follow me.
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E./E2 - HOW TO ENCODE AN EXPATRIATION/DETACHMENT

1. ENCODE AN EXPATRIATION EXPERIENCE > i

To record an expatriation experience

Employee > Find an employee > Search K]S NS
. Last name |FAY
and open an employee file. Go to the Firstname CENT -
. . . File n® SS3171_00017_P Date updated | 25/07/2019 \EI Whe MASTER @ li] Add picture
Events tab and tick the expatriation box ) )
and click on New. (olels oles) @)@
Wy|mumnu|mmimmmm|@|M|m‘
~Type of event _~ -
: - ‘Expatriatior -;‘:ch\:ﬁ: Measures
chmen: ';'Wnrk.accnemaml professional disease
' Trahings ' Career path
Event | Date /|
Evaluations carried out 22022018
1 N ]
[ Dowew | | Buosty | | g oelte |
' Vaidate X cancel

Register the information regarding expatriation experience performed:

Complete file sent on: indicate the starting date of the expatriation experience

File status: choose the status ACC (Accepted)

Position held: indicate the position held during the expatriation experience

Expatriation country: select the appropriate country in the drop—down menu

Start and End date: record information according to length of the expatriation experience
Once all the rubrics completed, click on Apply:

ﬁnmplﬂe file senton: | 0170172018 =1
File status | ACC EJ Accepted
Refusal Reason EJ

Position held |LOG15TDCS SUPERVISOR

Expatriation country | AF EJ AFGHANISTAN
k Start date |01/01/2013 =) End date [30/08/2018 =

—
l /App!y #l xCanoe\ I

The expatriation experience will then appear in the list of Events:

Field $S3171

Last name FAY

First name VINCENT

File n® Y0016 Date updated [25/07/2015 [ Who MASTER |ﬁ | <- Add picture
Employee slip Employee Card
ERI=3E ] O & @ [ 3]
identty | | a | Events | Contracts | Leaves | Advances | Pay-sips |
~ Type of event
o AR | Evaluations
patriation | Disciplinary Measures
Detachment () Work accident and professional disease
(| Trainings | Career path
Event | Date ¢ P
— o
Expalriation 010112018
Evaluations carried out 2200272018
Evaluation to be done 2100272018
Evaluations carried out 2110272019
Evaluation to be done 2100872019
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2. ENCODE AN DETACHMENT EXPERIENCE > i

To record a detachment, go to Employee >
Find an employee > Search and open the —
employee file. e I S

Filen®[Dvo016 2572018 (@) - Add picture
Go to the Events tab and tick the
detachment box and click on New:

Field 553171

BT

00

| monew | [@Mnﬂlfy‘ [ﬂbeme‘

« Vaidate X cancel

Register the information regarding expatriation experience performed:

File status: choose the status ACC (Accepted)

Position held: indicate the position held during the expatriation experience

CV sent the: indicate the date of the employee application for the detachment

Country: select the appropriate country in the drop—down menu

Start and End date: record information according to length of the expatriation experience
Once all the rubrics completed, click on Apply:

The detachment experience will then appear in the list of Events:

Field $83171

Last name |FAY

First name |VINCENT

File meDvools =] Who WASTER |@ E] Add picturs
Employeesip| Emm[j
el SNk 3 e

(D)
I

| Events | Contracts | Leaves | Advances | Pay-siips |

(| Evaluations.
|| Disciplinary Measures
coider

() career
| Date /. =
01/01/2018

22/02/2018
Evaluation to be done 21/02/2019
Evaluations carried out 21/02/2019
Evaluation to be done 21/08i2019
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E3.A- OCB_HOW TO ENCODE TRAININGS

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.008+ 28/11/2019 E4 — How to import events from Excel
Assistant, E7 — How to print events
HR Manager,
HRCO Assistant,
PAM
When?

Every time an employee will attend, have attended or should have attended training.
When the HRCO finalized the planning of training and confirmed the budget has been allowed for
planned trainings, these trainings can be encoded in HOMERE.

Why?
To ensure employee development follow-up and to enable HR Specialists to analyse skills and
competences at the level of project and mission and compare to the operational needs and plans.

What to be careful with?

Make sure trainings are encoded in a timely manner to ensure a proper follow up by the line
managers, the coordination and HQ people development team.

How?

The encoding of training can be done either directly in the employee individual file or collectively
using an excel file.
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1. INDIVIDUAL ENCODING > i

To create a training record for one
employee only, go to the employee
file and then on the Events tab:

This window will appear:

It is very

important to fill in

the different fields
in the right order because
the choice of the first field
will determine the
possibility offered in the
second field etc.

197

Then select Trainings (1) in the
type of event and click on New (2):
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The bold fields are the fields mandatory to fill in.

o

% Category:

e EXTERNAL: external training
e  MSF: MSF training

e MSFW: MSF workshop

Depending on your first choice, the options offered for the rest of the fields will differ:

o

% Subcategory:
e If you chose EXTERNAL in the category, you'll have this choice for subcategory:

o GOV: government
o NGO: NGO
0 Other: not a NGO nor governmental one

e If you chose MSF training in the category, you'll have this choice for subcategory:
0 E-LAR: E-learning
0 INT: International
0 NAT: National

e If you chose MSF Workshop in the category, you'll have this choice for

subcategory:
o W._INT: International
o W_NAT: National
% Training name : depending on which category and sub—category have been chosen, this
field will either be a free text or a picklist with limited choice.

Summary of the correlation between these fields:

Category |Subcategory Training name
EXTERNAL [ GOV Free text

NGO Free text

Other Free text

MSFW W_INT Limited choice, picklist

W_NAT Free text

% Detail : free text, to be filled in with the content of the training following this format: NAME
OF DEPARTMENT_Name of training_Target audience.
For example: LOGISTIC_Security_ Watchman

% Training status :
e FA: training cancelled

e FE: training done
e FP: training forecasted
< Comment : not mandatory, to be used in case you want to add a comment on the status

B3

» Start date : enter the start date of the training
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E/E3.A- OCB_HOW TO ENCODE TRAININGS

< End date : enter the start date of the training

L Duration : always in day, enter with decimal if not full days

<> Duration type : always in day (code: DA)

L Country : select the country of the training

<> Event location : free text, to fill if you want to be more precise about the location

<> Granted? : fill Yes if the training was funded by MSF and No if the employee paid the
training him/herself

2. MASSIVE ENCODING OF TRAININGS THROUGH AN EXCEL SHEET >

To be able to use this massive encoding, you must know the correlation between each
field in the training event as well as the code coming from HOMERE dictionary.

Go to Employee > Find an Employee > Search.
Click on the Advanced button and then select Import a list of events from Excel:

File n* Lastname  / First name Function Level Beo. contract|End contract | Birth date [ « SearchF-Pa
DY0004 DOE RHODA HURSE 5 010718 31-12-19 1017
D018 Far VINCENT WATCHMAN 1 00718 311219 20-05-94
D010 FORD ALEX DRIVER 3 00718 311219 11-11-94
DY0001 Fox AGNES NURSE s 00718 311219 28-04-5]
D015 GREEN PETER WATCHMAN 1 00718 311219 26-06-9¢
D017 HAMMES CHARLES WATCHMAN 1 010718 31-12-19 05-05-5
DY0008 JACKSON DANNY MEDICAL DOCTOR ] 010718 311219 06-01-8]
DY0007 JOHNSON FADILA HYGIENE OFFICER 2 011019 311219 01017
DY0003 JONES PETER NURSE 5 00718 311219 07107
DY0013 NOLAN LEGROLD WATCHIAN 1 010798 311219 250851
Dv0002 PARKER GARANG NURSE 5 010798 311219 0101
DY0008 SHEPARD SANTO FINHR ASSISTANT 5 MOTI8 311219 11
DY0009 SuIH ANDREV LOGISTICS SUPERVISOR 6 00718 31-12-19 02-03-

113 -
1 v
| Dywew || Bwodiy | | fi veste | | Empioyesimport | | Empoyesexport | | [T Export (exced | ¥ ciose

; Import a staff list from Excel
Import a list of events from Excel
Approve contracts

User : marie.daoust (Level: D)

Multiple creation of amendment or renewal

Select the event FOR (Training received) and click on Next:
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Then click on Export the
template.

Name the file
and save it on
your Desktop.

Open the file and fill the information in the different columns:
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When filling the information in every column, you must use the codes from
HOMERE dictionary in certains columns and not the full name. If you don’t
respect this rule, the import will be cancelled.

Example : for Category, fill in MISF for MSF training, for Duration type, DA for day, for
Country, use CD for Republic Democatric of Congo.

The easiest way to find the proper codes to be used is by using an individual training
event sheet and looking at the code proposed for each mandatory field :

Here is an example of an excel file correctly filled in:

When the data entry is finalized, save your file.

Go back in Homere in the Import a list of evaluations from Excel window and click on Import.
Fill the above part of the Window according to your Excel document:
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If there is a problem with the import file, you'll receive a warning
message:

And the detail of what prevented the import from working:

Go back to your file, correct the wrong entries in your Excel file and redo the import.

If the import worked fine, a successful message will pop up once the process has been
completed:

The information will then automatically be recorded in each employee file.
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E3.B - OCP_HOW TO ENCODE TRAININGS

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001+ 28/11/2019 E4 — How to import events from Excel
Assistant, E7 — How to print events
HR Manager,
HRCO Assistant,
PAM
When?

When yearly training plan is validated.

Why?
To ensure employee development follow-up and to enable HR Specialists to analyse skills and To

ensure a correct career management and allow staff evolutions. To ease the follow-up of employee’s
career path at all levels: Project, mission coordination and HQ.

What to be careful with?

Ensure that only trainings validated at the end of the yearly training plan exercise are recorded in
HOMERE. Check that all information related to training followed as well as supported documents are
provided by the Supervisors or the Administrative Department.

How?
Follow me.
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To record a training Employee > Find an employee > Search and open an employee file.
Go to the Events tab and tick the training box. Then click on New.
Fill the different fields:

{3
o  a

¢ 4
&

e Training taken: Choose between the following chooses (1)

0 INS (Institutional): Government or donor trainings;

0 LOC (LOCAL): Training provided by the local training organisms. Does not
include MSF trainings even those are provided at field level;

0 NGO (NGO): MSF training = MSF international catalog. By selecting the NGO
training the list of pre-defined MSF training will be displayed in the Internal
training drop down menu

e Date: Date of training (2)

e Training done: O = done and N = Forecasted (3)

e Local training: Record the name of the local training received (4)

¢ Institutional training: Record the name of the Institutional training received (5)

e Internal training: Record the name of the Internal training received = MSF. Please revert
to the MSG International training catalog to choose the accurate one (6)

e Comments: Write here any comment that may be useful (7)

Once all information has
been filled click on

Apply.
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The Training will then appear in the list of Events.

Field $53171
Last name [FAIDAL
First name |JAMAR
File n [DY0018 Date updated |25/(7/2015  (iEl|  Who MASTER  [[])] | <- Add picture
Employee slip Employee Card
& @ (@)
mﬂy]m]mﬁm]ﬁanﬁ]f‘ | Leaves | | Pay-slips |
—Type of event
(@] | Evaluations
|| Expatriation || Disciplinary Measures
|| Detachment | Work accident and professional diseaze
(® Trainings | Career path
Event | Date
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E4 - HOW TO IMPORT EVENTS FROM
EXCEL

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001 + 28/11/2019 E1 - How to encode and attach an
Assistant, evaluation
HR Manager, E3 — How to encode trainings
HRCO Assistant,
PAM
When?

When you want to record a batch of events (evaluation or trainings) at once in HOMERE.

Why?

To reduce the time dedicated to data input in the software.

What to be careful with?

You need to get all necessary information before processing the massive importation process and

you need to know the correct codes in HOMERE to be able to proceed with the import.

How?
Follow me.
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E/E4 -HOW TO IMPORT EVENTS FROM EXCEL

1. EXPORT THE EXCEL DATA IMPORT MODEL > i

Go to Employee > Find an employee > Search.
Then click on the Advanced button and select Import a list of events from Excel.
Then click on New.

3

File n* Lastname / First name Function
D 0011 BROWWN MARTHA CLEANER
DY 0005 CARTER WILLLAK DRIVER
DY 0004 DOE RHODA NURSE
DY 0013 FAIDAL JAMAR WATCHMAN
DY 0016 FaY VINCENT WATCHMAN
D% 0010 FORD ALEX DRIVER
D 0001 FOX AGNES NURSE
DY 0015 GREEN PETER WATCHMAN
DY 0017 HAMMES CHARLES WATCHMAN
DY 0003 JACKSON DANNY MEDICAL DOCTOR
D% 0007 JOHNSON FADILA HY¥GIENE AGENT

Beqg. contract|End contract | Birth date
0012018 300672018
010172018 311272020
010772017 30/06/2018
01012018 28/02/2018
01/01/2018 300672018
0072017 30/08/2018
01072017 300672018
010772017 30/06/2018
010772017 30/06/2018
010772017 30/06/2018
01/07/2017  30/0472018
0072017 30/06/2018
01012018 30062018
010772017 30/06/2018
01/01/2018  30/06/2013
010772017 30/06/2018
01/07/2017  30/06/2018
0012018 300672018

DY 0003 JONES PETER NURSE

D003 NOLAN LEOPOLD WATCHMAN

DY 0002 PARKER GARANG NURSE

DY 0012 PONG ARTHUR WATCHMAN

DY 0006 SHEPARD SANTIND FINMHR ASSISTANT

D 0009 SMIMTH ANDREW LOGISTICS SUPERVISOR
00014 WILLLANS LI%Y COOK

R R R R R R L R

Select the Type of events you want to import: Evaluations carry out or Training received by
using the drop—down menu.
Then click on OK.

0 _—

Click on Next.
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E/E4-HOW TO IMPORT EVENTS FROM EXCEL

Once you reach the Import a

list of evaluations for Excel —Co-ordinates of the zone to be recovered
window, click on Export the Excel sheet n®:
template. N* of the starting line : N° of the finishing line :

— N of column for

File n® 1 Name and function of person evaluating =

Last name ’2_ Evaluation done ’E_
First name ’3_
Date ’4_ Comment ’5_

ootimet | Boese | [ eotinetempne )

Name the
document
and save it
on your
computer
Desktop.

2. FILL THE IMPORT EXCEL DOCUMENT > i

Open the saved document and fill the columns 4 to 8 with the accurate information:

8

Optionnal fields

2

3 |IDY0001 FOX AGNES 01/03/2018| Antoine RODICQ - LOGISTICS SUPERVISOR Y

4 1DY0002 PARKER GARANG

5 |1DY0003 JONES PETER

6 |IDY0004 DOE RHODA

7 |IDY0005 CARTER 'WILLIAM

8 | IDY0006 SHEPARD SANTINO 01/03/2018| Marie NAQUET - PROJECT COORDINATOR Y

S |IDY0007 JOHNSON FADILA

10 |IDY0008 JACKSON DANNY

11 |IDY0009 SMITH ANDREW

12 |IDY0010 FORD ALEX

13 |IDY0011 BROWN MARTHA

14 |IDY0012 PONG ARTHUR 26/03/2018 Marie D'AOUST - MEDICAL DOCTOR Y

15 |IDY0013 NOLAN LEOPOLD

16 |IDY0014 'WILLIAMS MIA

17 |IDY0015 GREEN PETER

18 |IDY0016 FAY VINCENT

19 |IDY0017 HAMMES CHARLES /
20 |IDY0018 FAIDAL JAMAR /
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Be careful to use
HOMERE codes when
the field is not a free
text or a date in
HOMERE.

To check it, refer to an individual
evaluation/training slip and check
for the drop—down menus:

Open the drop—down menu to know which codes can be
filled in.

For example, for Evaluation type, the codes are the
following:

For the column Evaluation done, only O or N can be filled.
Fill in all the information for the employees and remove the line(s) where no information needs
to be imported.

Once done, save the document and close it.

3. IMPORT INFORMATION IN HOMERE > &

Go back in to the Import a list

of evaluations for Excel  Co-ordinates of the zone to be recovered
window in HOMERE. EEzleEEiTs
Record in information in the [""’f“"’ ST e |3_ * N° of the finishing line : 20
following fields: " N° of column for
e Excel sheet n°: 1 Filen"|1  Name and function of person evaluating |5
e N of the starting line: Lastname 2 Evaluation done 6
According to your Excel Firstname 2
document (1) Date[¢ Comment (38
¢ N-° of the finishing : = —— _
line: According to your ot | Floese || Bontctemite |

Excel document (2)
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8
Optionnal fields

2

3 FOX 01/03/2018)Antoine RODICQ - LOGISTICS SUPERVISOR

4 |SHEPARD [SANTINO. 01/03/; ie NAQUET - PROJECT COORDINATOR o]
5 PONG [ARTHUR 26/03/: ie D'AQUST - MEDICAL DOCTOR a

Click on Import and select the Excel file saved on your computer Desktop.

The evaluation will be recorded in each employee file included in the Excel document.

01/03/2018Antoine RODICQ - LOGISTICS SUPERVISOR
4 [SHEPARD 01/03/2018|Marie NAQUET - PROJECT COORDINATOR
5 [PONG [ARTHUR | 26/03/2018|Marie D'AQUST - MEDICAL DOCTOR. [o | | |
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E5 - HOW TO ENCODE AND ATTACHA
DISCIPLINARY MEASURE

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS

HR Manager V5.0.001 + 28/11/2019 E7 — How to print events
Assistant,
HR Manager,
HRCO Assistant,
PAM

When?

Every time a disciplinary procedure is finalized and validated.

Why?
To allow a follow-up by managers and HR teams and build a case law catalog for Administrative
Department.

What to be careful with?

Check that all related information and supported documents are provided by the supervisors or the
administrative Department.

How?
Follow me.
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To record a disciplinary measure Employee > Find an employee > Search and open the
employee file. Go to the Events tab, tick the Disciplinary Measures box and click on New:

Field S83171

Last name | GREEN

First name |PETER

File n* |Dv0015 =] Who MASTER |@ |E] Add picture
H=SI-YIE 3 R=SI-90E 3 @@

entty | Dependants | Qualfications | events | contracts | Leaves | Advances | Pay-sips |
—Type of event
AN
|| Expatriation
|| Detachment
| Trainings

[ New | Bwosry | | 1 peete |

[/\.raidate] [ XCa.noell

Record information expatriation experience performed:

Date: record the date on which the disciplinary measure has been given

Type of disciplinary measure: select the appropriate disciplinary measure in the drop-down
menu

Name and function of the warning giver: record proper information provided by the
administrative department

Reason: add any information that could have an added value

Date |01/03/2018 ||

Type of disciplinary measure | WARNI EJ Written Warning

Name and function of the warning giver |A|‘|tDine RODICQ - LOGISTICS SUPERVISOR

Reazon | Repeated zleep during night shifts

o

Word Document |
D
[ anply I l xCanoel I
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Once all the information has been filled in, click on Apply.

You will then be
able to attach the

.« e qe Dat: 01/03/2018 15
disciplinary © &)

dOCU ment provided Type of disciplinary measure | WARMI EJ Written Warning
by the Name and function of the warning giver |Antoine RODICQ - LOGISTICS SUPERVISOR

administrative
document by
clicking on the
green arrow
(attach file) and Word Document |

selecting the @@@J 3

appropriate . o :
document. | ey ||| X cancsl |

Reason | Repeated sleep during night shifts

Mom du fichier : IWritten Waming GREEN Peter ZD'I‘}DSI v

Dati o13zZme 15| .
c — ) The document will
Ty f dizciplinal VWARNI | » | Written Warning
Yee o CRERany messE ] then be attached

Name and function of the warning giver |AI'ItDiI'Ie RODICQ - LOGISTICS SUPERVISOR to the em ployee

Reason | Repeated sleep during night shifts flle in HOM ERE

| Word Document |[VVritten Varning GREEN Peter 2013-03.docx )

D@ e &

o | Ko

And the disciplinary e
measure will appear Field $S3171
in the list of E t Last mme|GREEN
Inthe ist ot tvents. First name PETER
File n°IDY0015 Date updated [21/11201  [i| ~ Who REFERENT |ﬁ] | < Add picture
Employee siip | Employee Card |
RIS ERI=NE L3
| ldentity | Dependants | Qualifications I Events I Contract | Leaves | A | Pay-slips |
—Type of event
(o0 All | Evaluations
|| Expatriation | Disciplinary Measures
| Detachment | Work accident and p jonal di
|| Trainings || Career path
Event Date /| -
Evaluations carried out 01/02/2018
Disciplinary measures 0/032018 I
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E6 - HOW TO ENCODE A WORK ACCIDENT
OR AN OCCUPATIONAL DISEASE

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS

HR Manager V5.0.001 + 28/11/2019 E7 — How to print events
Assistant,
HR Manager,
HRCO Assistant,
PAM

When?

Every time a work accident occurs, or an employee suffers a recognized work-related disease.

Why?
Because this information is crucial for HR as there is a need to analyze how many work-related
accidents or disease occurs on the field.

What to be careful with?
Make sure you receive all the relevant information when filling in the event in the employee file.

How?
Follow me.
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To record a work accident Employee > Find an employee > Search and open the employee file.
Go to the Events tab and select the Worlk accident and professional diseased box and click on

New:

Field $53171

Last name |SHEPARD

First name SANTINO
File n® DY0006 Date updated |21/11/2019 [i]|  Who REFERENT |@ |E] Add picture
Employes siip Employes Card |

=% 3 Y=Y (@)%

| Identity | Dependants | Qualfications [ Events | Contracts | Leaves | Advances | Pay-siips |
N

—Type of event
- { ' Evaluations
| Disciplinary Measures

| Trainings

ey || foome

[,/wwm" [ xCanoeIl

Record information related to the work accident and professional diseases:

Date of accident: date when the event occurred

Place: choose between work place or work path (journey between home and workplace)
Circumstances: record the reason/origin of the event

Comment: add here any additional information that could be useful to understand the event
Consequences: record the consequence of the Work accident or professional disease. Refer to
the medical department to ensure that the accurate information is recorded here

215 OCB & OCP HOMERE USER GUIDE
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Once you have filled in all the information, click on Apply.
The Work accident and professional disease will then appear in the list of Events:

Field SS83171
Last name |SHEPARD
First name | SANTINO
File n® DY 0006 Date updated |21/11/2019 [ 5] \Who REFERENT @ [E] Add picture
@@
[m]w]mm]aents]mm]m]m]mm]

L8 10 10 10 1

| Work accident and professional disease

(_ Career path
Ewvent Date £ jad
Evaluation to be done 200072mT
Detachment 01/03/2018
Evaluations carried out 01/03/2018
Work accident 01/06/2018 |
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E7 - HOW TO PRINT EVENTS

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001 + 28/11/2019 N/A

When?

Every time you are requested to provide information about a certain type of event in your project.

Why?

Because the follow-up of all the events registered in HOMERE is very important from an HR point of

view.

What to be careful with?
Make sure you choose the right type of event and event.

How?
Follow me.
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To print an Event, go to Reports > Events:

Select the period for which you want to
report by entering the Start date and
End date.

Then select the box of the Type of event
you are interested in and click on Print:

=
Startdate |01/0172018 |5

> X cancer

The registration linked to this event for the selected period will then be displayed:

?l

If the event has several records, there will several pages generated, and you
will be able to navigate between them with the bottom left arrows:

To print the list of the event selected, go to File/Export and select the desired format:

S
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F/F1-HOW TO ENCODE SALARY ADVANCES

F1-HOW TO ENCODE SALARY ADVANCES

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.004 + 02/12/2019 B7 — How to extract employees
Assistant, information in Excel
HR Manager, F2 — How to print salary advances and
HRCO Assistant, related payment information
PAM
When?

A few days before the effective payment of the salary advances in the project.

Why?
Because most MSF staff receives a salary advance at half the month and this salary advance must be

encoded in HOMERE before being sent to finance for payment. There is also a risk of double
payment if the advance is not encoded in HOMERE.

What to be careful with?
Do not forget to check the method of payment before encoding the salary advances.

In case the encoding is not done, the employees won't receive their advance or, even if they receive
it, the encoding of these advance payments in HOMERE and the finance software will have to be

done manually, employee per employee.

There are also certain rules to respect regarding the amount that can be paid and these rules are
defined in the mission.

In case an amendment/renewal within the month, it is best to check that the advance has been
deducted in the pay slip linked to this amendment/renewal.

How?
Follow me.
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1. CHECK THE INFORMATION REGARDING THE METHOD OF PAYMENT > il

Before starting the encoding of the salary advances in HOMERE, it is best to check first
that the information regarding the method of payment that's applicable for the
advance has been encoded/updated in HOMERE.

This information can be
found by accessing an
employee file:
Employee > Find an
employee > Search:

Once inside the employee
file, go to the sub tab
Method of payment and
select the tab Advance:

That's where to check the information regarding the method of payment for advance.

There are three methods that can be used in HOMERE to encode a salary advance in HOMERE:
e Individually (one by one),

e (Collectively/ massively,
e Through the import of an excel file.

OCB & OCP HOMERE USER GUIDE
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2. ENCODE INDIVIDUALLY THE SALARY ADVANCES > &

Go to the employee file and go
to Advances tab.

To proceed to the new advance
entry, click on New (1), and fill
information linked to the
advance (2): payment date,
amount and comment if any:

Please note that when the box “"Comments to report in the payslip” is ticked, the
comment of this salary advance will be automatically send to the comment area
of the employee regular pay slip for the concern month.

Once the data entry is finalized, click on Apply.

3. ENCODE MASSIVELY SALARY ADVANCES > @

Go to Payroll > Entry of
advances or click on the icon
on the left side of HOMERE
main screen then indicate the
month and year of the advance
and then click on "OK":
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Set the date of the advance payment:

Fill in the amount of
advances to be paid for
the different employees
and click on Apply:

The grey lines indicate the employees who already have a payslip
generated for the selected month. It is then impossible to generate
advance for these employees anymore. If you want to generate salary
advances for these employees, you will have to delete the payslips first

A nice feature in
HOMERE is the
option to copy the
amount of the
advance paid the
previous month by
clicking on the button
Copy of advance:

Which will
result in the
exact copy of
the employee
last month’s
advance :
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4. EXPORT AND IMPORT SALARY ADVANCES IN EXCEL > &

Go to Payroll > Entry of
advances or click on the icon
on the left side of HOMERE
main screen then indicate the
month and year of the
advance and then click on OK:

Click on Export (Excel):

Name your file and save it in a specific
folder or on the Desktop:

225 OCB & OCP HOMERE USER GUIDE




Open the excel file and fill the column
“"Amount”:

When the data entry is finalized save your
file.

F/F1-HOW TO ENCODE SALARY ADVANCES

File TN Insert  Page layout Formulas Data Review  View
£

DgQCut Avrial ‘o KA T=g e

52 Copy ~

Paste B - . =E=E=

= ~ Format Painter BT U- & A' - = =

Clipboard K Font K Alignment

Al - i fe | Filen®
4 A | B | © | D .
1 |File n°® ILastname  Firstname  Function JAmount
2 |IDY0004 DOE RHODA NURSE i 0
3 |IDY0016 FAY VINCENT WATCHMAN § 15000
4 IDY0010 FORD ALEX DRIVER i 0
5 |IDY0001 FOX AGNES NURSE i 40000
6 (IDY0015 GREEN PETER WATCHMAN § 0
7 |IDY0017 HAMMES CHARLES  WATCHMAN } 0
8 |IDY0008 JACKSON  DANNY MEDICAL DO} 84000
9 |IDY0003 JONES PETER NURSE i 0
10 |IDY0013 NOLAN LEOPOLD WATCHMAN § 0
11 |IDY0002 PARKER GARANG NURSE i 0
12 |IDYQ012 PONG ARTHUR WATCHMAN § 0
13 |IDY00086 SHEPARD  SANTINO FIN/HR ASSI 50000
14 |IDY0009 SMITH ANDREW LOGISTICS 60000
15

Go back in Homere in the entry of advance window and click on Import (Excel) and then

again on Import:

Select the file with the amount of advances entered. The amount of advances will be
automatically updated for all the employees of the list. Click on Apply to finalize the

advance entries:
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Once completed, the following
confirmation message will be sent:

4. CHECK THE STATUS OF A SALARY ADVANCE IN HOMERE> @

Salary advances can have 2 statuses in Homere:

: indicates that the advance has not been considered in any payslip (deducted);
:indicates that the salary advance has been considered (deducted) in a payslip.

When an advance is generated it appears initially with the status: ‘
When the pay slip is generated for the month of the advance, the status of that advance will be
modified for:
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F2 - HOW TO PRINT SALARY ADVANCES
AND RELATED PAYMENT INFORMATION

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS

HR Manager V5.0.004 + 02/12/2019 F1 - How to encode salary advances
Assistant,
HR Manager,
HRCO Assistant,
PAM

When?
Every time the encoding the salary advances in HOMERE is finished.

Why?

Because the document of the advance must be signed by the employees to confirm the receipt.

What to be careful with?
Just be careful to choose the right month.

How?

Printing of the advance document can be done in two different ways:
e Individually
o  Collectively
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1. INDIVIDUAL PRINTING > @

Go to the employee file for which you want to print the advance payslip and then to the

tab Advances.
Click on the salary advance you want to print and then on the button Print:

This advance
receipt will be
generated:
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2. COLLECTIVE PRINTING > i

To print all the advances
encoded at once or at least all
advances with a certain
method of payment, go to
Payroll > Print advances or
use the shortcut on the left
side of the Homere main
window:

Different types of printing are available
for salary advances:
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a. One/two advance(s) on one page: advance sheet

The first two options will
give you the individual
advance receipt of
payment either with one
receipt per page or two:

)/ Advance sheet - Receipt \
Employer: Employee : Month : octobre - 2019
Medecins Sans Frontigres France DY 0018
BAJU FAY WINCENT

AYDA
Em r ref. Social security n®
Accounting code : 86002 Beginning date of contract : 01-07-18
Function :{WATCHMAN Level: 1
Project code : 35137 Entry date : 01-07-17
Project subdivision : Seniority in month : 27
K Workplace AYDA Base salary (with seniority) : 30.789,00 /
[ Date Amount  Currency Comments ]
15-10-19 15.000,00 58P
Receipt acknowledgement
Signature Em| : Signature Employer:
Method of payment : Espéces
Bank name :

Account n®:

b. Payment sheet: signing list

The document
generated will be a
signing sheet with
all advance
payments to be
made and a date
and signature
frame on the right
side:

231 OCB & OCP HOMERE USER GUIDE




F/F2-HOW TO PRINT SALARY ADVANCES AND RELATED PAYMENT INFORMATION

c. Salary monthly summary: monthly recapitulative list

This option will give you
the validation sheet of all
advances to be paid for a
certain month, employee
per employee:

It is also a good way to
check the method of
payment encoded for
each employee.

d. Bank transfer

It consists of a
recapitulative sheet of all
advance to be paid by

Medecins Sans Frontiéres France Page1de

bank transfer and includes Bank transfer summary - advances
the bank information’s Field code: SS3171 AYDA 30-10-19 11:14:57
required for the transfer. = F— - soroots o e oo measmnes

IDY0006 SHEPARD SANTING Bank of Africa, Ayda Branch 0100807637 50.000,00

IDY0008 JACKSON DANNY Bank of Africa, Ayda Branch 0100907321 100.000,00

It is also a good way to
check bank account
information.

IDY0009 SMITH ANDREW Bank of Africa, Ayda Branch 0100907852 60.000,00

To get or modify the bank information on the recapitulative sheet, it requires a prior
bank information registration/modification in the Advance part of the Method of
payment tab

of the staff file:

Any registration or
modification here will
require the suppression
and reencoding of the
employee advance.
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F3 - MANDATORY CHECKS BEFORE
GENERATING PAY SLIPS AND
SETTLEMENTS

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001+ 02/12/2019 A6 — How to update field parameters
Assistant, B7 — How to extract employees information
HR Manager, in Excel
HRCO Assistant, B9 — How to print the dependents
PAM information

D2 — How to manage paid leaves

D3 - How to print absences reports
F1 - How to encode salary advances
F2 — How to print salary advances and
related payment information

F4 — How to generate pay slips and
settlements

G1.A — OCB_Task list presentation

G2 — OCP_Quick audit

When?

All the checks described below must be done before generating individually or
collectively the pay slips or the settlements.

Why?

Because the payroll corresponds to an important part of the MSF budget.

Then data which have an influence on its output must be carefully checked
beforehand to avoid errors.

Without these checks, the payroll data may contains errors. For example, if a change
of position hasn't been encoded, the employee might be paid at the wrong level and
not receive a correct salary.

What to be careful with?

It is important to have a clear list of what needs to be checked beforehand and
where is the information in HOMERE. Usually every mission has its own list.

If the checks aren’t performed before the generation of the pay slips/settlements and there
are changes forgotten, the pay slip/settlement of the concerned employee(s) will have to be
done again.

In case an amendment/renewal within the month, it is recommended to check that
the advance has been deducted in the pay slip linked to this amendment/renewal.

How?

We will mention here the most common checks to be performed before generating the
payroll of the month, but make sure that you follow your mission/project’s list of checks as
well.

Usually these checks are done through reports located in the statistics folder.
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1. FIELD PARAMETERS >

Before starting the payroll, check that the last version of your mission’s parameters have been
imported in HOMERE.

2. EMPLOYEE IDENTITY > i@

Go to an employee file and then the tab Identity:

a. Dependents information

Check that the dependents registered in HOMERE are linked to the tax and/or to the benefit
package policy regarding their age as it can lead to some salary deductions/addition.

Tick the box Active if the dependent shall be taken into consideration for calculation of tax or
benefit packages. Untick the box if the dependent shall not be taken into consideration anymore.

b. Bank detail information

Method of payment will be used in the internal documents to control salary process. Bank
account number will appear on the pays lip or settlement and will be used for electronic transfers
from HOMERE to the bank. The information must be updated before generating the pay slips or
settlements.

3. SALARY ADVANCES > i

Check that all the salary advances have been encoded all in HOMERE so to have the advance
deductions applied at the moment of the salary payment.

4. LEAVES AND ADVANCES > &

Check that all types of leave and absences of the employee are recorded in the leaves slip: paid
leave, sick leave, maternity leave, unexcused absence, unpaid leave, compassionate leave and
work accident.

OCB & OCP HOMERE USER GUIDE
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F / F3 — MANDATORY CHECKS BEFORE GENERATING PAY SLIPS AND SETTLEMENTS

It is important to record the leave during the month they are taken, before generating the pay
slips/settlement. Once the pay slips/settlements are generated, it is not possible anymore to enter
the leaves for the same month unless by redoing the pay slip/settlement after the encoding.

Taken, acquired and remaining paid leaves are automatically calculated and appear on the pay
slip/settlement.

Unpaid leave and unjustified absences will lead to proportional deduction from the salary.

5. DISCIPLINARY MEASURES > i

Check that all disciplinary measures are encoded as they can lead to some salary deductions.

6. NEW CONTRACT / RENEWAL / AMENDMENT> &

During the month, modifications are done in the contracts: amendments, renewal, end of
contract, end of trial period.

Check that all the information have been updated and is correct (seniority, activity rate, starting
date for calculation of severance payment, etc.) before the payroll is generated.

[OCB only] There is also the need to have the new contracts/amendments approved before
starting the payroll as if they aren’t, the employee pay slip won't be generated.

7. FINANCIAL INFORMATION > &

Check that all the financial information requested by your OC is correctly
entered in the contract of the employees, for example: accounting code,
project code, financing contract, etc.
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F4 - HOW TO GENERATE PAY SLIPS AND
SETTLEMENTS

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.007 + 02/12/2019 F3 — Mandatory checks before generating
Assistant, pay slips and settlements
HR Manager, F5 — How to encode the monthly variables
HRCO Assistant,
PAM
When?

After having performed all the mandatory checks and before entering the monthly variables.

Why?
Because one of the important features of HOMERE is the employees’ payroll, which must be carried
out each month in each mission.

What to be careful with?

Without this step, the employees’ payroll is not generated. Once the pay slips or settlements are
generated, there should be no change in the employees’ data (bank information, dependents, leaves
taken, etc.) If a change happens, the pay slip/settlement will have to be generated again so to have
the change taken into account.

How?
In this section, we will make the difference between the “regular” pay slip and the pay slip that
indicates the end of a contract, commonly referred to as “settlement”.

[OCB only] For the pay slips to be generated, contracts and amendments must previously have been
approved or no payslip will be created for the employees with an unapproved contract/amendment.
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1. GENERATE PAY SLIPS> il

As for the salary advances, there are two ways to generate the payslips:
e individually
e collectively

Generate an individual pay slip

Go to Employee > Find an
employee.

Once in the employee file, go to the
tab Pay-slips, click on Create
payslip (1) and choose the month
and year (2) and then click on Ok:

This option is very often used to correct a pay slip when all the monthly employee
payslips were already massively created, to avoid generating all the pay slips
again, or if an employee file is created after the massive generation of the payslips
and encoding of the monthly variables.

Generate massively the pay slips
This option is very often the favorite
one, as the pay slips are created

together, and it is a huge gain of time.

Go to Payroll > Generate payroll or
click on the icon in the homepage:
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Staff code

First name Function Beg. contract | End contract

This screen will appear:
DY 0005
DY0004
DY0018
DY0016
DY0010
DY0001
DY0U1s
DYoo17
DY 0008
DY 0007
DY0003
DY0013
DY 0002
DY0012
DY0006
DYo008

gooooooooooooooond

n7

BROWN MARTHA CLEANER 1 01-07-18 311218 ||
CARTER WILLIAM DRIVER 3 01-02-18 31-12-18
DOE RHODA, NURSE 5 01-07-18 31-12-19
FADAL JAMAR WATCHMAN 1 01-01-18 280218
FAY VINCENT WATCHMAN 1 01-07-13 31-12-19
FORD ALEX DRIVER 3 01-07-18 3141219
FOX AGNES NURSE 5 01-07-18 31-12-19
GREEN PETER WWATCHMAN 1 01-07-18 31-12-19
HAMMES. CHARLES WATCHMAN 1 01-07-13 31-12-19
JACKSON DANNY MEDICAL DOCTOR 9 01-07-18 3141219
JOHNSON FADILA HYGENE AGENT 2 010717 30-04-18
JONES PETER NURSE 5 01-07-18 31-12-19
NOLAN LEOPOLD WATCHMAN 1 01-07-13 31-12-19
PARKER GARANG. NURSE 5 01-07-13 31-12-19
PONG ARTHUR WATCHMAN 1 01-07-18 3141219
SHEPARD SANTINO FINHR ASSISTANT 6 01-07-18 31-12-19
SMITH ANDREW LOGISTICS SUPERVISOR & 01-07-18 31-12-19

Generate paysiips J { Generate final settiement

| X cone |

Select all the employees for
which a pay slip has to be
created (1), click on Generate
payslips (2)

and choose the Month and
Year for which you want to
create the pay slips (3) and
click on OK;

A blocking message can pop-

up in the following case: if

there are employees selected

but without active (or approved

for OCB) contract/amendment

for the payroll month. You can

either remove them from the

list (by unticking them) or stop

the process and make the necessary adjustments.

Once everything is correct, you'll receive the following confirmation message:

If the number of staff mentioned is correct, click on Yes, if not, click on No then go have a look at

your employees list to see which one is missing.
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The message Pay-slips have been generated indicates the pay slips are
created for the selected month.

At the end of the process, the pay slips are generated without the different pay slips variables
(number of worked days, overtime...). However, any absence and advance previously entered for
the employees already appear in their pay slips.

If you have already created an individual pay slip for an employee, this second option

will erase the existing one and everything that was added or modified in it (monthly
variables).

2. GENERATE SETTLEMENTS > i@

A settlement is generated in case of dismissal, resignation or any other type of breach of
contracts. It can be created before generating the pay slips, depending on the local legislation
regarding the moment where the mandatory payments linked to the end of contract have to be
done.

As for the pay slips, the settlements can be created individually or massively. The massive option
covers for example the case of the closing of a project, where all the active contracts had to be
settled at the time of the closure.

The two processes described below will automatically update two fields of the contracts:

e the field Current contract is automatically
updated to No.

e the field Settlement is automatically
updated to Yes:
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a. Individual settlement

Go to Employee > Find an
employee.

Once in the staff file, go to the tab
Contracts, click on Settlement:

A window will appear: select the
reason of end of contract and the end
of contract date and then click on
Apply.

By default, when the settlement is
generated, the end date of the
contract will be automatically entered
on the last day of the month. You
need to correct this date if the
contract ends before the end of the
month.

The contract featuring as O in the

field Current contract is now in N. As a settlement has been generated, the contract is not
ongoing anymore and is automatically in N. It means that when searching for the employee, if
the box Search in current contracts only is ticked, the employee will not appear.

identity = Dependants | Qualifications | Events | Confracts | Leaves Advances | Pay-slps |_ The Settlemen? will appear in
— the tab Pay-slips, but colored
Month Amount Start Date End date Crigin field Contrat ID
with blue to differentiate it
201805 2606500  (1-05-18 31-05-18 553171 20 from the “regular” pay slips:
201304 2608500  01-04-18 30-04-18 553171 20
201803 2608500  01-03-18 31-03-18 553171 20
201802 2608500  01-02-18 28-02-18 553171 20
201301 2608500  01-01-18 31-01-18 553171 20
201712 2608500  01-1217 311217 553171 18
201711 2608500  01-1117 30-11-17 553171 18
201710 2608500  01-10417 31-10-17 553171 18
201708 2113400 01-09-17 30-09-17 553171 18
201708 2608500  01-0817 31-08-17 553171 18
201707 2608500  01-07-17 310717 553171 18

And the same with the contract settled in the tab Contract, which will appear colored in blue:

Iﬂenﬂy Dependanis | Qualifications. Events|(:ontrans| Leaves  Advances  Pay-slips

|Employer|Current co...[contract type  [Creationtype | stat /|  Ena  |Function | origin fies | contrat |
MSFF No  Fixed Term Contract New contract 01-07-17 311217 WATCHMAN S5 16
010118 20

o [Fixed Term Contract [Renewal 0718 | 311019 [WATCHMAN

Just like for the pay slips, you must enter the modifiable variables and the specific variables linked
to the settlement: paid leave balance, severance payment etc.
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b. Collective settlements

This option should be the one
chosen in case of multiple
settlements to be created within the
same month.

Go to Payroll > Generate payroll

or click on the icon in the
homepage:

This screen will appear:

(1)
(o)
()

D Staff code Last name First name Function Level Beg. contract End contract
[ i ovoont BROWN MARTHA CLEANER 1 01-07-18 311218
D DY 0005 CARTER WILLLAM DRVER 3 01-02-18 31-12-18
O ovooes DoE RHODA. NURSE s 01-07-18 31-12-19
D 00018 FAIDAL JAMAR WATCHMAN 1 01-01-18 28-02-18
O ovoots Fax VINCENT WATCHIMAN 1 01-07-13 31-12-19
D oY0010 FORD ALEX DRVER 3 01-07-18 31-12-18
O ovooor Fox AGNES NURSE s 01-07-18 31-12-19
D DY0015 ‘GREEN PETER WATCHMAN 1 01-07-18 31-12-18
O ovoor? HAMMES CHARLES WATCHIAN 1 01-07-18 31-12-19
O mvoos JACKSON DANNY MEDICAL DOCTOR s 01-07-18 31-12-19
O ovooer JOHNSON FADILA HYGENE AGENT 2 010717 30-04-18
0 mvooes JONES PETER NURSE s 01-07-18 31-12-19
O ovoors NOLAN LEOPOLD WATCHIAN 1 01-07-18 31-12-19
O mvoosz PARKER GARANG NURSE s 01-07-18 31-12-19
O wovooiz PONG ARTHUR WATCHIAN 1 01-07-18 31-12-19
O mvooss SHEPARD SANTINO FINHR ASSISTANT & 01-07-18 31-12-19
O wovooes SMITH ANDREW( LOGISTICS SUPERVIEOR & 01-07-18 31-12-19
M7 I Generate paysiips H Generate final settlement J { X cancel I

Then select the staff for which a settlement has to be created (1) and click on Generate final
settlement (2). A pop-up will appear with two fields to be filled (3):

e reason of end of
contract: if not the
same for the
employees selected,
leave it empty, you
can fill it in the next
step

e end of contract date:
it has to be same for
the employee for
which you generate
multiple settlements
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A blocking message can pop-up in the following case: if there are staff selected without an active
contract. You can either remove them from the list (by unticking them) or stop the process and
make the necessary adjustments.

In the next step, choose the
end of contract reason (if not
the same for everyone
selected) and once done, click
on Create final settlement:

The following confirmation message will appear:

If the number of staff mentioned is correct, click on Oui, if not, click on Non and then go have a
look at your employee list to correct the problem.

The message The final settlements have been created! indicates
the settlements are created for the selected month:

Any absence and advance entered prior to the settlement will already appear in the settlement.
Just like for the pay slips, you must now enter the modifiable variables and the specific variables
linked to the settlement: paid leave balance, severance payment etc.

If you have already created an individual settlement, this second option will erase the existing one
and everything that was added into it (monthly variables).

OCB & OCP HOMERE USER GUIDE

242




F./F5-HOW TO ENCODE MONTHLY VARIABLES

F5 - HOW TO ENCODE MONTHLY VARIABLES

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.007+ 02/12/2019 F3 — Mandatory checks before generating
Assistant, pay slips
HR Manager, HRCO F4 — How to generate pay slips and
Assistant, PAM settlements
F6 — How to control payroll data

When?

After having performed the mandatory checks and after having generated the pay slip(s)/settlement(s),
in order to finalize them.

Why?

Because one of the important attributes of HOMERE is the payroll of the employees, which must be
carried out each month in each project.

Variables are essential in the preparation of pay slips/settlements. Without this step, the employee
payroll specific data is not properly reflected in the pay slip/settlement (for example, wrong number of
days of transport reimbursed, etc.)

What to be careful with?

Once the pay slips or settlements are updated with monthly variables, there should be no change in
the employee personal data (bank information, dependents, leaves taken, etc.).

There is a whole process to follow, which is long and specific to each mission and project. It takes time
and requires that data are provided in time by the supervisors.

How?

In this part, we will explain the 3 ways to encode the variable payroll elements, be it for the pay slip or
the settlement. The accuracy of pay depends — among other things — on the quality of information
captured in the field.

It is very important to note that a pay slip/settlement must have been created prior to
entering the payroll variables as they are always linked to a pay slip/settlement. The variables
are used to define them in a more accurate way than when they are generated at first.
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1. ENCODE MONTHLY VARIABLES IN AN INDIVUAL PAY/SETTLEMENT > |

Go to Employee > Find an employee. Once in the employee file, go to the tab Pay-slips, select the
payslip/settlement you want to modify, click on View the Variables list:

This window will appear:

Fill in the variables of the month for the
concerned employee then click on Apply.
The pay slip/settlement will be updated
taking into account the variables you have
filled (number of overtime hours, number of
days for transportation allowance etc.)

This option is very often used to correct a payslip when all the monthly staff pay slips
were already massively created, to avoid generating all the pay slips again, or if an
employee file is created after the massive generation of the pay slips and encoding of
the monthly variables.
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2. ENCODE MONTHLY VARIABLES IN VARIOUS PAY SLIPS/SETTLEMENTS AT THE SAME TIME> i

This option is very often the preferred one, as it allows you to fill in all the monthly variables at once.

Go to Payroll > Entry of variables or click on the
icon in the homepage:

This screen will appear:
Select the month and the year you want to
proceed with.

It is possible to select the pay-slips to be
prepared by Method of payment, Project
subdivision and/or by function, when the
number of employees is too important to be
dealt at once.

This screen will appear:
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In the list, the settlements appear in blue to differentiate them from the “regular”
pay slips.

You can choose to only display the pay slips of the month or the final settlements
only. As the pay slips variables differ from the settlements ones, you won't be able to
enter them all the same time.

Choose the variables you want to update by clicking on the button Enter variables for payslips or
Enter variables for final settlements. A pop-up window appears with the payroll calculation and the
variables to be selected:

Select payslips variable

Choice of the Payroll | pp_SOUTH SANDOU | -
Calenlatinn s

AYE TRANSPORT ALLOWANCE=Days Transport AIWANCE | ........coweemmemmencnd
VEL_INTERIM=Level of position of temporary replacement

B_DAYS_INTERIM=Number of days replacement at a higher position
B_DAYS_LONG_SICK_LEAVE=Total working days Long Sick Leave (if »104 working days)
B_DAYS_REALS_MONTH=Number of days really worked
B_EXTRA_HOURS_WORKED=Number of extra hours worked for part time contract
B_HOURS_DAY_PUBLIC_HOLIDAY S=Number of hours worked on public holidays
B_OT_150=Number of overtime hours on week days

B_OT_200=Number of overtime hours on rest days/public holidays

LA A LRI

| otee | | Fcose |

The variables specific to the settlements |sele= varisble

appear in blue and it is possible to select or Crolez ofthe Pyl | pP_S0UTH SANDOU | v
unselect the whole list of variables by right | 2 oo oy wvseemens |
|#INB_DAYS_INTE mber of days replacement at a higher position

CIICkIng on the list : | B OAVE T - ckLeave (it 104!
[N DAYS_REALS_MONTH=I SEECLS
|| NB_EXTRA_HOURS_WORKE Unselect all for part time co
[/|NB_HOURS_DAY_PUBLIC_H ked on public hol

/| NB_OT_150=Humber of overtime hours on week days
|/ NB_OT_200=Number of overtime hours on rest days/public holidays

| wet || Blosse |

Once the variables to modify
selected, click on Next and a
screen with a grid will feature all
the variables for all the
employees together:

From there we will see two options to update the variables:
e update them directly in the HOMERE window screen,

® update them in an excel file that's first exported, then manually updated and imported back.
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a. Directly in HOMERE

The variables can be updated directly in the HOMERE grid. To do so, it's best to have in mind
these 3 helpful features:

e the name of the employee concerned is always repeated at the bottom of the windows
even if it's not visible anymore because of the scrolling on the side,

e the full description of the variable of the column selected will be displayed at the top
of the window,

e by clicking a long time on one column, you can make it move to the right or the left,
and order the columns in the order that's the easiest to fill.

The column highlighted in yellow correspond to the variables that are automaticaly
recopied over the next month (number of days of work in a month, contractual
hours...)

For the settlement variables, the ones
specific to settlement appear in blue to
make them more noticeable:

Once you have filled all the variables for each employee of the list, click
on Apply. This confirmation message will pop up :

HOMERE will recalculate the payroll considering these variables :
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b. Through an export and import of excel file

Another way of proceeding for the entry of the variables is to export the list of variables per
employee according to the selection in the previous step.

Click on the Export
(Excel) button at the
bottom of the
variables grid, name
your file and save it in
a specific folder in
your computer :

Don't exit HOMERE Enter payslips variable screen.
Open the excel file saved and fill in the variables according to the information provided by the
supervisors (rosters, overtimes...) or by the administrative department (contracts date...):

Once you have filled them all, save the document.

Go back in Homere in the
Enter payslips variable
window and click on
Import (Excel) (1) and then
again on Import (2):

Select the excel file saved on your
desktop. The variables will be
automatically updated for all the
employees of the list:

OCB & OCP HOMERE USER GUIDE 248




F./F5-HOW TO ENCODE MONTHLY VARIABLES

Click on Apply to finalize the variables entry in the payroll and the
recalculation of the payroll data considering these variables:

HOMERE recalculates the payroll for each employee depending on the modifications:

According to the size of your database, the process can take a long time.

If you generate the pay slips again after entering the variables, all the modifications will be
lost. In case there is a need to modify the variables of one employee pay slip/settlement,
you can go in the employee file directly and correct the variables in the pay slip/settlement
as explained above.
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F6 - HOW TO CONTROL PAYROLL DATA

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager, V5.0.007+ 07/11/2019 F3 — Mandatory checks before generating
HRCO Assistant, payslips
PAM, F4 — How to generate payslips and
HRCO settlements
F5 — How to encode monthly variables

When?

At the end of the payroll or at any time you want to extract data linked to payroll.

Why?
Because one needs to ensure that payroll data is correct. The Excel report allows for comprehensive

checks of the monthly payroll based on payroll components (amount base salary / amount of taxes,
taxes, social contributions, etc.)

Without this report, it is impossible to have a global view of the payroll data of a mission, as the
individual payslips doesn't allow to have this view.

What to be careful with?

You must understand the payroll to be able to select the relevant data to check (the number of days
worked in the montbh, ...). Refer to the HR guide of the mission.

How?
Follow me.
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Before starting with this export, you need to know which data from the payroll is
relevant to extract.

You also need to know what kind of analysis you want to do, or you won't be able to
choose what to extract.

1. HOW TO ACCESS PAYROLL CALCULATION DETAILS > i

To know what the calculation behind each
rubric of the payroll is, go to an employee pay
slip and click on View the payslip.

Click on All Headings and select the rubric for which you want to know the calculation:

A screen with the detail of the rubric calculation will
appear:

251 OCB & OCP HOMERE USER GUIDE




F. /F6 — HOW TO CONTROL PAYROLL DATA

If the detail of the calculation doesn't appear fully, click
on the three dots at the right side, which will lead you to
this screen:

Another way to check the payroll
calculation is to go to Parameters >
Payroll calculation and click twice on
the payroll calculation you want to
check to access the rubrics:

2. HOW TO EXTRACT PAYROLL DATA > i

Go to Payroll > Exports >Export payroll to
Excel:

Choose the payroll month(s) and year(s)
and the project(s) to be analyzed and
then click on OK:
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You'll be redirected to this screen:

In the upper right part of the screen, you'll
see the project(s) code as well as the
period chosen. In this example, there was
only the field SS3171 chosen and the
months are from January 2019 until
October 2019.
You'll have the choice between these
options for the extraction:
e the payroll calculation
e the type of information
e the specific rubrics within each
area
e the type of file you want to extract
e resetting, saving and loading the
report data

Let's look at each of them in detail.

a.The payroll calculation

The drop down menu at the top of the window allows to choose the payroll calculation
used to prepare the variables to be analysed:

From there, choose between :

e all rubrics of the selected payroll (All rubrics): contain all elements of salaries and
taxes calculation including the ones non visible on payslips (formulas, rates...)

® rubrics visibles on the payslips only (Only rubrics visible on payslips) : they are
represented in bold in the list.

Variables appear in the list in the same order as they appear on the payslips.
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b. The type of information

The different types of information that can be selected are located on the left side of the window:

They are sorted under 6 different tabs: _
Rubrics I Payslips I Identity I Contract I Cualification I Deperu:lanhsl

RATE_ACTNITY =Part time rate -

e Rubrics: payroll calculation rubrics related SALARESANSANCENNETE=Salary system |
AMOUNTANCIENNETE=Seniority System
to the payroll selected above SALARY_MONTHLY_ACT_RATE THEO=Basic Salary without loyal
. . . . . SENIORITY=Addition amount for loyalty
e Payslips: contains all information that SAL_SEN_MONTHLY ACT RATE. THEO=Salary with loyalty

appear on payslips Of the Selected month(S) :i}lgA;’;[EEm_EjO:Number of theoretical working days in a mo

NB_HOURS_THEO=Number of theorical working hours in a menth
for eaCh employee RATE_HOURLY=Hourly rate

o Identity: contains all information of the NB_DAYS_REALS_MONTH=Number of days really worked
. - SAL_SEN_MONTHLY_ACT_RATE_REAL=Basic salary for days wo
em p|0yee > Identlty ta bS a nd Su b ta bSZ NB_DAYS_UNPAID=Mumber of unpaid leaves and unexcused absence|
AMT_DAYS_UNPAID=Deduction for unpaid leaves & unjustified ¢
add ress, phone num bers, method of NB_DAYS_PAID_WORKED=Number of days paid and worked
. . . . NB_DAYS_LONG_SICK_LEAVE=Total working days Long Sick Leave (]
payment, identification, comments, in case NB_DAYS_LONG_SICK_LEAVE MONTH=Nb of LT sick leave in curren
H CEILING_LT_SICK_BASE=Brackets Nb days LT sick leave
of death and contact persons in case of CEILING_LT_SICK_RATE_SUP=Deduction rates LT sick lsave sup
CEILING_LT_SICK_RATE_LOW=Deduction rates LT sick leave low
emergency AMT_DEDUCTION_SICK_LEAVE=Deduction for Sick Leave >4 m
e Contract: contains all information of the AMT_DEDUCTION_TOTAL=Total salary deductions
NB_DAYS_INTERIM=Number of days replacement at a higher position
contract tab of each employee LEVEL_INTERIM=Level of pasition of temporary replacement
oge . . . . SaL_INTERIM_FIELD=Reference Salary for replacement (Field)
e Qualification: contains the information of AMT_INTERIM=Acting allowance
B .pe . s . RATE_TRAMSPORT_ALLOWAMNCE=Rate Tranzport Allowance
the sub tab ‘Qualification’ in em ployee file DAYS_TRANSPORT ALLOWANCE=Days Transport Allowance
. H H H AMT_ALLOW_TRAMNSP=Transport allowance
o Dependants' Contalns a” |nf0rmat|0n Of NB_EXTRA_HOURS_WORKED=Number of extra hours worked for part
1 1 AMT_EXTRA_HOURS_WORKED=Amount of extra hours worked
the sub tab dependents of the identity RATE OT 150-ats a7ertme o weskdare
tab of each em ployee NB_OT_150=Number of overtime hours on week days

AMT_OT_150=Amount of overtime on weekdays

Using the Ctrl keyboard key, you can select multiple variables at once.

c. The rubrics to be exported within each area of information

Once you have decided which
information to export, select
them (1) and click on the arrow
(2) to add them to the list (3).
They will be displayed

on the right side of the windows.

This information can be
structured with the arrows

on the right side of the selection
area (4).
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d. The output file

Once you have selected which information
you want to export, choose the type of file
you want to create:

It can be either a csv file or an excel file. We recommend to use the excel file as this kind of file is
easier to manage and analyze.

e. Resetting, saving and loading the report data

There are 3 more options:
reset, save and load.

e Reset: this button allows to delete the selected
items and to start a new selection from scratch.
This button will thus empty the right part of the
windows where selected items were located.

e Save :once you have a selection that you know
you will want to use again, click on this button and
save your selection a specific folder on your
computer. The kind of file is a .sel file :

e Load : take back any previous selection (.sel file)
you have saved and import it :
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Tips and tricks
Summary ogf the steps to be followed

In summary, here are the steps to follow to use this export from start to
end :

e select the payroll calculation and the type of the rubrics you
want to appear in the list: All rubrics or Only rubrics visible on
payslips (1) ;

e select the informations that you want to export in the different
tabs and send them in the right side area with the central arrow
(2);

e arrange these informations according to the layout you want
(the information at the bottom = first column column of your
export...) (3) ;

e click on the export button according to the format desired:
Excel or CSV (4).
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F7 - HOW TO PRINT PAYSLIPS OR
SETTLEMENTS AND RELATED PAYMENT
INFORMATION

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS

HR Manager V5.0.007 + 02/12/2019 F6 — How to control payroll data
Assistant,
HR Manager,
HRCO Assistant,
PAM

When?

At the end of the payroll process, when everything has been checked and is correct or anytime you
want to print a pay slip or a settlement or any payment information.

Why?
Because the payslips must be signed and distributed to the employees every month. In most

missions, it is a legal obligationfor the employer to provide the monthly pay slips or settlements
sheets to its employees.

What to be careful with?
Choosing the right month.

How?
In HOMERE, as for the advances sheets, the pay slips and final settlements can be printed either individually
or massively.
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1. INDIVIDUAL PRINTING > @

Go to an employee file and

then the tab Pay-slips. Field SS3171

Click on the pay :::It;::

slip/settlement Filer[Dvols Date updated [20-10201c (=) Who Ssa17mD  |[G] |<-||  Add picre
(settlements are colored in L ey

blue) to be printed and Ve Y njeln (k@)

1 Qualifications | Events | Contracts = Leaves Advances §Pa ps
then on the button View enty | Dopendants | [ vents | [ Leaves | TEE
.
the pay-slip:
201908 2689100 010819 310319 553171 2
201807 2689100 010719 310719 582171 20
201908 2647900 010619 300619 583171 40
201905 2647900 010519 310519 553171 2
201504 2647900 010419 300419 582171 20
201903 2647900 010319 310319 583171 40
201902 2647900 010219 250219 553171 2
201501 2647900 010119 310119 582171 20
201812 2647900 011218 311218 583171 40
201811 2647900 011118 301118 553171 40
201810 2647900 01-10-13 311018 553171 2
201808 2647900 010818 30-09-18 582171 20
201808 2647900 010813 310818 583171 40
201807 2647900 010718 310718 553171 2
201806 2606500 010618 30-06-18 582171 2
1128
03 create p.ay-suj | View the Variables list \ l @, View the pay-siip ' | i Delete \
o Validate XK cancel

Last name/First name | GREEN [PeTER . .
Momh[201910 | This screen will appear.

Comments

Click on Print.

Payment date |31-10-19 =)

| Description

31 Amount of extra hours worked for part time contract
34 Amount of overtime on weekdays

37 Amount of overtime on rest days/p y
40 Amount of hours worked on public holidays

57 Taxable salary

[ & Activate "% Disad.i\rate[
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The payslip will
be generated.
Click again on
Print.

If you want to export the payslip/settlement in
excel or pdf format, go on the File tab on the
upper left part of the screen and click on Export:

Three formats will be offered: Xls, Xlsx, PDF.

Choose the one you want and save
it on your computer.
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2. MASSIVE PRINTING> &

To print all the pay slips or settlements at
once, go to Payroll > Print payroll or use
the shortcut on the left side of the Homere
main window:

You'll see this screen appear:

The pay-slips/final settlements can be
printed by Method of payment, by
Project subdivision, by Function and/or
Currency when the number of employees
is too important to be dealt at once:
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There are as well different types of printing are available for pay slips/final settlements:

~ Print

|# Pay-slips || Final settlements || Globals

—Printing types

'§'1perpage ':'2perpage ':'Translatedhaadhgs

a. Pay-slips/Final Settlements: one, two per page, translated headings

Depending on what you choose (“Pay-slips” or “Final Settlements”) and how many to

appear per page (1 or 2), this option will generate all the pay-slips/final settlements:

261

e 1 per page

e 2 per page

Pay slip

Employer:
Medecins Sans Frontiéres France
BAJU

Accounting code : 65008
Function : NURSE
Level: 5
Project code : 5137
Project subdivision :
Workplace : AYDA

Employee : IDY0001 Month : actobre - 2019

FOX AGNES
Kator Area, AYDA Cty.

Social security n° 98078326512
=ginning date of contract : 01-07-18

Entry date : 01-07-17

Seniority in month : 27

Employer:
Wedecins Sans Frontiéres France
BAJU

Accounting code : 65008
Function :

Level: 3

Project code : 55317
Project subdivision :

Workplace : AYDA

Pay slip
Employee : IDY0010
FORD ALEX
AYDA VILLAGE

Social security n*

Month : octobre - 2019

=ginning date of contract : 01-07-18

Entry date : 01-07-17

Seniority in month : 27

fescrion Base  Amount L | — Base  Amount Employee _ Employer
Basic Salary without loyalty 100,00%] Basic Salary without loyaty 100,00%] 49108,00
|Addiion amount for loyaity 100,00%] |&ddiion amount for loyaky 100,00%| 1864,00|
Basic salary for days worked 22,000 Basic salary for days worked 22,000 51072,00
[Transport alowance 22,000 [Transport alowance 22,000 3 520,00
(Gross salary |Gross salary 54502,00
|Amount NSSF Employee 657195 |Amount NSSF Employes 382144
|Amount NSSF Employer 12 205,05 [Amount NSSF Employer 7 036,94
[Taxable salary [Taxable salary 50771,00
|amount Income Tax 21.288,00) lamount Income Tax 10 326,00)
Net salary Net salary 40 444,56
|dvance deduction 40 000,00] Net to receive 40 445,00
Net to receive Paidloaves Net to pay:
Paid-leaves . Previous bakance (days) 54,00 fettopay:
Previous balance (davs) 53,00 Tettopay: Leave taken in the month (days) : 0,00 40 445.00 SSP

Leave taken in the montn (days) : 0.00 26 026,00 SSP Leave acauired in the month (davs) 2.00

Leave acauired in the month (davs) 200 ining leave (days) : 56,00/ [Sis Employee: |[si n

ining leave (days) - 55,00, L Emplovee : JL } J{
Method of payment : Espéces

Method of payment : Espéces Payment date : 31-10-2019

Payment date : 31-10-2019 Bank name :

Bank name : Account n* :

Account ¢ : Comment ]

Comment )
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e Translated headings

You can as well decide to print the pay-slips or final settlements with the translated headings (in
red):

Cadigo contabil 56008

Subdivisdo do projeto
Local de trabalho :AYDA

Assentamento R
Empregador Empregado Més  October - 2019
Medecins Sans Frontiéres France DY 0012
BAJU PONG ARTHUR
PIBOR

FungaoWATCHWMAN Data de término do contrato : 31-Oct-19
Nivel1 Data de entrada 01-Jul-17
Cédigo do projetoS5137 Data de inicio para a indenizacéo : 1-Juk17

Nimero da Seguranca Socia
Data de inicio do contrato 01-Jul-12

Antiguidade em meses 24

&

Fscrigio Base

Contribuicoes dos  Contribuigoes do
Montante

funcionarios empregador

Basic Salary without loyalty 100.00 % 28 605.00}

Addition amount for loyalty 100.00 % 1 184.00]

Basic salary for days worked 22,00 D 30 789.00|

Transport allowance 2200 D 3520.00]

Amount for notice period not performed 15.00 D 23 392.50|

Amount for paid leaves 4136 D 57 B888.35]

Gross salary 115 590.00|

Amount NSSF Employee 8 091.30]

Amount NS5F Employer 15 026.70
Taxable salary 107 499.00|

Amount income Tax 27 344.00)

Net salary 80 154.70|

Net to receive B0 155.00]

Liquido a pagar

80 155.00 SSP

Método de pagamento Espéces
Data de pagamento : 31-10-2019
Nome do banco

Nimero da conta

Assinatura Empregado

Assinatura Empr r

[ Comente

Translated headings of the pay-slips/final settlements are defined in Fields

Parameters:
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b. Globals: Payment Sheet, Salary Monthly Summary, Bank transfer

If you click on Globals, 3 options will appear:

_ Print
‘ || Pay-slips || Final settlements |
— Printing types

* | Payment sheet | Salary Monthly Summary || Bank transfer ‘

e Payment Sheet

This option will generate a signing sheet with all salary and final settlements payments to
be made and a date and signature frame on the right side:

Medecins Sans Frontiéres France
Page 1de 2
Payment sheet
octobre - 2019
31-10-19 11:57:12
Field code: 53171 AYDA
IDY0001 -
Last name : FOX First name : AGNES Date and signature
Function : NURSE
Project code : 55137 .
Project subdivision : Net to pay : 2602500 SSP
Accounting code : 66006 Method of payment : Espéces
IDYoO010 -
Last name : FORD First name : ALEX Date and signature
Function : DRIVER
Project code : 85317 .
Project subdivision : Net to pay: 4044500 sSSP
Accounting code : 66006 Method of payment : Espéces
IDY0D016 -
Last name : FAY First name : VINCENT Date and signature
Function : WATCHMAN
Project code : 55137 .
Project subdivision : Net to pay : 1189100 sSSP
Accounting code : 66002 Method of payment : Espéces
IDY0013 -
Last name : NOLAN First name : LEOPOLD Date and signature
Function : WATCHMAN
Project code : 55137
Project subdivision : Net to pay : 2689100 SSP
Accounting code : 66006 Method of payment : Espéces
IDY0012 -
Lastname: PONG First name : ARTHUR Date and signature
Function : WATCHMAN
Project code : S5137 .
Project subdivision : Netto pay : 6368400 SSP
Accounting code : 66006 Method of payment : Espéces
IDY0015 -
Last name : GREEN First name : PETER Date and signature
Function : WATCHMAN
Project code : 55137 .
Project subdivision : Net to pay : 2689100 SSP
Accounting code : 66002 Method of payment : Espéces
IDY0O017 -
Last name : HAMMES First name : CHARLES Date and signature
Function : WATCHMAN
Project code : 55137
Project subdivision : Net to pay : 2689100 SSP
Accounting code : 66002 Method of payment : Virement
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e Salary Monthly Summary

This option is not used by neither OCB nor OCP.
e Bank transfer

To be able to print the Bank transfer, choose the mode of payment “VIR"(Transfer):

The bank transfer option will generate a sheet with all the payments to be made through a bank
transfer, with details of the bank account (sort code, account number and IBAN) and the net
amount to wire:

Medecins Sans Frontiéres France Page1de
Bank transfer summary

Field code: $53171 AYDA octobre - 2019 13-11-1915:00:55
File nQ Last name Bank name Sort code Accountnd IBAN nO Amount
1DY0017 HAMMES CHARLES ECO BANK 0010267701514401 26891,00
1DY0002 PARKER GARANG Bank of Africa, Ayda Branch 0100907472 66 025,00
1DY0003 JONES PETER Bank of Africa, Ayda Branch 0100907876 66 025,00
1DY0004 DOE RHODA Bank of Africa, Ayda Branch 0100907968 66 025,00
IDY0006 SHEPARD SANTINO Bank of Africa, Ayda Branch 0100907637 32957,00
10Y0008 JACKSON DANNY Bank of Africa, Ayda Branch 0100907321 20 767,00
10Y0009 SMITH ANDREW Bank of Africa, Ayda Branch 0100907852 21915,00
1DY0013 NOLAN LEOPOLD Bank of Africa 128896325 26891,00
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F8 - HOW TO CLOSE THE MONTH

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001 + 02/12/2019 A7 — How to create/restore a backup of
Assistant, your database
HR Manager, F11 - How to send the updated database
HRCO Assistant, and attached documents to HR
PAM F12 — How to export files to Finance
When?

At the end of the payroll process, when everything has been checked and is correct.

Why?
Because once the payroll process is over, you must lock it, that is, confirm that it is over, and no
further changes will take place. Closing the month is the prerequisite for sending data to finance.

What to be careful with?

If the month is not closed in HOMERE, it is still possible for some access levels to make changes even
after the payment of salaries.

Closing the payroll is not a difficult process, but it must be done at the right time, when nothing in
the payroll will be changed. Every modification related to a closed payroll will have to take place the
following month (correction/regularization).

How?
Follow me.
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The first important thing to note is that before closing the month, it is mandatory to create a
backup.

Once the backup of your database has been created, go to Payroll > Monthly closing > Start or
click on the icon in the homepage:

Then select the month you want to close and click on Start:

You'll receive this confirmation message:
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F9 - HOW TO PRINT SOCIAL
CONTRIBUTIONS AND TAXES

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001 + 02/12/2019 A6 — How to update field parameters
Assistant, F6 — How to control payroll data

HR Manager,
HRCO Assistant,
PAM
When?

At the end of the payroll, when payroll is closed.

Why?

The respect of the legal obligations regarding payment of the social security and any other
mandatory taxes comes together with the printing of the amounts to be paid via HOMERE. HOMERE
centralizes the information. MSF may get fined if we don't respect the legal requirements in terms of
social security and taxes.

What to be careful with?

It is important to understand how social contributions and income taxes are calculated to ensure that
what HOMERE generates is correct.

How?

It is possible in HOMERE to print the amount of the social contributions to be paid to the different
tax offices. The printing can only be done after the payroll closing. Before using this functionality,
you must configure the tax and social security authorities listed in the Tax Office tab of the Field
Parameters and make sure you have each tax office and social security authority linked to the right
payroll calculation and rubric. This can either be done manually or via the import of the parameter
Tax office received from the coordination.
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1. CHECK THE CONFIGURATION OF THE TAX AND SOCIAL SECURITY OFFICES >

To check manually the tax authorities listed in HOMERE, here is how to proceed:

o Access the Tax and Social security Office
tab via Parameters > Field Parameters
> Tax Office:

e Select the Tax Office to be checked
and click on Modify:

Once there, check that the payroll calculation
is the right one (the one currently in use) and
that the taxable salary rubric (= the part of
the salary considered for this tax or social
security calculation) is the correct one. In case
of doubt, contact the HRCO/HOMERE
referent.
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2. PRINT THE TAXE OR SOCIAL CONTRIBUTIONS > i

Go to Payroll > Print the Social
Contributions:

This screen will appear;

Type dimp
(®) Standard
|| Excel export
| Yearly report per employee
 From
‘ Wontn : FLSETAM - vear:[2018 v
To
‘ Month : | October - ear: | 2019 -
_ Tax Office
m_sou; []
Frequency of the payment :
_ Select staff
| | i
comtrycontact |||
Selecta field | 553171 E]AYDA
_ Options
|| Detail
|| Print the employee contributions
|| Print the employer contributions
IZIMpriilflealmluyeewifulmﬂoﬂnxegalmm
_ Sort order
IEILastnﬂme
" Filene To print the social and income taxes
. . : . contributions, several options are
| Sox | | % cancel | .
available:
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a. Option Standard
Once the month, the field and the tax office(s) are
selected, you can choose to print the employee and/or
the employer’s contributions. The field “Not print the
employee without amount of tax equal to zero”
excludes the employees without contributions to pay.
(}T-l_omere version number: 5.0.008 Page 1 de 1\
Contributions to be paid
From 01-10-2019 to 31-10-2019
Description : AYDA
Employer: MSFF
\Surrency: 35P 31-10-19 16:23:56
e Tax Office : Income Tax Office South Sandou ™

Reference

Address Main avenue, 500 Baju

Phone Fax
Email
Method of payment Virement Frequency Mensuel

Bank name Bank Of Africa

\ Account n® 163996523 /

[File n° Last name mi:::ecuﬁty Taxable wages D;]T:ms mﬁTﬁmrns ]
IDY0004 DOE RHODA 8917263562 87.313,00 21.288,00 0,00
IDYO016 FAY VINCENT 31.907,00 5.016,00 0,00
IDYO010 FORD ALEX 50.771,00 10.326,00 0,00
IDY0001 FOX AGNES 98078326512 87.313,00 21.288,00 0,00
IDY0015 GREEN PETER 31.907,00 5.016,00 0,00
IDY0017 HAMMES CHARLES 31.907,00 5.016,00 0,00
IDY0008 JACKSON DANNY 90816253427 165.516,00 4474900 0,00
IDY0003 JOMES PETER 9098071256 87.313,00 21.288,00 0,00
IDY0013 NOLAN LEOPOLD 31.907,00 5.016,00 0,00
IDY0002 PARKER GARANG 97217408432 87.313,00 21.288,00 0,00
IDY0006 SHEFARD SANTING 1234567910 111.502,00 28.545,00 0,00
IDY0009 SMITH ANDREW 987654321 110.014,00 28.099,00 0,00
Totals SSP 216.935,00 0,00
Amount to be payed

216.935,00 SSP
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b.Option Excel export

It is possible to export the data in
Excel. Once the option is selected, a
button « Setting » appears to access
to an interface of parameters of the
file.

The data can be exported in
a period of several months.
The exported file contains
maximum 51 variables
chosen by the user (payroll
data/staff data/contract
data/family data). The
payroll calculation must be
selected first.

This is very useful to check the payroll monthly selecting the rubrics to check and to do the
budget follow-up.
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c.Option Yearly report per employee

Once the option is selected, a button
Setting appears to access to an interface of
parameters of the file.

A yearly report per employee can be created. It must be configured first selecting the appropriate
rubrics from the payroll calculation, with a maximum of 20 rubrics.

—Mame of the model to be used
|C:\epicu nceptihomere2\RESOURCES\Tax excelxls

Excelsheet: [1 | N°of column for the employer reference : [12
I of starting e - |14 I° of line for the employer reference: [5
N® of column for the name of the employer [3 N of column for the employee reference: [12 |

W of line for the name of the employer: [S I of ne for the employee reference: [7

N¢ of column for the name of the cmployee: 3 N* of g for the subliie: [+ |
N of fine for the name of the employee - (8 N° of lie for headings : |9
1" of Ine for column 13 and 14: 11
i I Oul.lllﬂ:’Z_ Ounmg:lr_

Colim2: 3 Colum 10: |11 |
Colmn3:[4 Comn 11 : [12
Coumn4:[s coum 12: [13
coumns: (5 Coum 13: [14
Colimn6: [7 | Column 13 (Detai): [13
Comn7: B Column 14: [15
Coumns: |3 Month: [T

[ Validate ] [ Cancel | I
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F10 - HOW TO PRINT AND READ THE
SALARY SUMMARY SHEET

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
HR Manager V5.0.001 + 02/12/2019 F6 — How to control payroll data
Assistant, F12 — How to export files to Finance
HR Manager,
HRCO Assistant,
PAM
When?

At the end of the payroll process, before the month is closed and data is sent to finance.

Why?

Each month, once the payroll process is over, the Salary Summary Sheet must be signed and
approved by the Manager and sent to Finance. This is a summary of the monthly salary data, and a
document that shows whether all the amounts match (example: employee taxes + net payable +
employer taxes = gross salary employee + employer taxes).

It is not possible to confirm the payroll nor the correlation between the amounts paid and the ones
that will be sent to Finance without this sheet.

What to be careful with?

The analysis of the Salary Summary Sheet can be difficult with respect to the content the first time
because of the accounting vocabulary and the basic financial knowledge needed to understand the
file.

How?

In this part, we will distinguish between 3 types of Salary Summary Sheet:
e OCB Country-specific Salary Summary Sheet,
o OCB Generic Salary Summary Sheet,
e OCP Generic Salary Summary Sheet.
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1. 0CB COUNTRY SPECIFIC SALARY SUMMARY SHEET > &

This model of Salary Summary Sheet is still in use in the field because it summarizes all the
salaries and employee/employer contributions calculated for the month per employee and can
help check whether the salaries calculated are correct.

Go to Tools > Statistics:

This screen will appear, go to STAT > OCB > SalarySummarySheet:

The salary summary sheet linked to your country will have this title:

CountryCode_SalarySummarySheet.xml
= for South Sandou, name will be: SS_SalarySummarySheet

OCB & OCP HOMERE USER GUIDE 274




F/F10 - HOW TO PRINT AND READ THE SALARY SUMMARY SHEET

Once you have selected the right
Salary Summary Sheet, click on Run
and fill in the 2 following variables:
e Period in format YYYYMM

o HOMERE Project Code

Then click on Valider.

The report will be generated. This report will be comprised of two parts:

e The first page(s) will give you the detail of the salary components such as gross salary,
income tax, social security paid by the employer, social security paid by the employee, net
salary, advance paid, cash difference (between net salary calculated and net salary paid, in
case a rounding has to be made), type of payment.

e On the very last page, there will be different tables that gives you the summary of the
following: Total Cost for MSF, Net Salary, the amounts sent to Finance("SAGA Interface”):

The most important part is the table “SAGA Interface”, where the amounts should always match or
there might be a problem with the interface with finance (SAGA/Unifield). If they don't, the
HOMERE referent should be contact.
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2. 0CB GENERIC SALARY SUMMARY SHEET > il

This model of Salary Summary Sheet the one we recommend using in the field for checking the
interface with finance because it summarizes all the amounts that will be sent to finance through
the report “export to SAGA”".

This salary summary sheet is standard for all
OCB missions under the name “OCB_SSS".
To launch it, go to Tools> Statistics:

Go to STAT > OCB >
SalarySummarySheet:

Once you have selected the
“OCB_SSS", click on Run and fill
in the 2 following variables:

e Period in format YYYYMM

o HOMERE Project Code

Then click on Valider.
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This report will be
generated:

The first part list all the
expenses (DEBIT) while
the second part all the
receipts (CREDIT) from the
payroll. As already
mentioned, these two
amounts overall total
MUST be equal. If there is
a discrepancy, the
HOMERE referent must be
contacted without waiting
and the export to Finance
must be delayed until the
problem is found.

3. 0CP GENERIC SALARY SUMMARY SHEET > i

This model of Salary Summary Sheet has to be used in the field because it summarizes all the
salaries and employee/employer contributions calculated for the month per employee.

Go to Tools > Statistics:

Go to STAT > English MML_YYYY >
Finance and select the report called EN
Salary monthly summary YYYY-MM-
DD.xIm.

Once you have selected the Salary

Summary Sheet, click on Run and fill in

the 2 following variables:

e Period in format YYYYMM

e HOMERE project code OR country
code (do not forget to put % after
the country code; for ex: CD%)
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Then click on Valider.
The report will be generated. This report will be comprised of two parts:

o First page(s) will give you the detail of the salary amounts per employee, such as Advance,
Net to PAY, social security (Social Sec.), Other soc., income tax, cash difference(Cash diff),
GROSS, MSF Contributions.

e On the very last page, you will find one that gives you the summary of the amounts sent
to finance with one column summarizing the amounts sent to finance as "Débit" and one
column summarizing the amounts sent to finance as “Crédit":

The most important part of this table is that the total amounts of the two columns
should always match. If they don't, the HOMERE Referent should be contacted.
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F11 - HOW TO SEND THE UPDATED
DATABASE ATTACHED DOCUMENTS TOHR

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.008 + 02/12/2019 A4 — Introduction to HOMERE data

management and parameters

A8 — How to send/receive the database —
PER — DOC

A8.A — OCP_How to upload PER and DOC
on Epifiles (Coordination only)

A8.B — OCP_How to secure and exchange
Homere data

When?

Because once the payroll process has been completed, the data relating to it must be sent to the
coordination and headquater.

Why?

Because sharing data after payroll is the only way to give access to the updated database

What to be careful with?

It is important to understand the difference between the different ways of sharing databases.
It is also required to leave the file name automatically generated by HOMERE.

How?
Follow me.
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1. SENDING THE UPDATED DATABASE (PER_ALL)> =

Go to File > Sending and choose Database (PER)

You will first have the choice between the
type of content:

Choose All month then in the Options,
select Send all fields (active):

Click on Start and save the file created in the
specific folder where all the PER sent every month
are saved:

The File name that appears should
never be modified.
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A window will pop up regarding the progress of the creation of your
PER_AII_FIELDCODE_A_YYYYMMDD.zip file:

And then a confirmation message will appear once it is done:

Retrieve the .zip file and share the updated database
with the coordination/headquarter.

2. SENDING THE UPDATED ATTACHED DOCUMENTS (DOC_ALL)> |

Go to File > Sending and choose Attached
documents (DOCQ)

In the Options part, select Send all fields
(active):
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Click on Start and save the file created in
the specific folder where all the DOC sent
every month are saved:

The File name that appears
should never be modified.

A window will pop up regarding the
progress of the creation of your
DOC_AII_FIELDCODE_A_YYYYMMDD.zip file:

And then a confirmation message will appear once it is
done:

Retrieve the .zip file and share the updated attached
document with the coordination/headquarter.

OCB & OCP HOMERE USER GUIDE 282




F/F12 -HOW TO EXPORT PAYROLL FILES TO FINANCE

F12 - HOW TO EXPORT PAYROLL FILES TO
FINANCE

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS

HR Manager V5.0.001 + 02/12/2019 A8 — How to send or receive a database —
Assistant, PER-DOC
HR Manager,
HRCO Assistant,
PAM

When?

As soon as all the mandatory checks have been made, the salary summary sheet is approved, and the
month is closed.

Why?

For OCB, because the salary data must be sent to the finance department so that they can import it
into their financial management software and for OCP, it is only applicable for missions using
Unifield. This export makes it possible to reconcile/detail the payments made as part of the payroll
and the cash outflows.

What to be careful with?

The month must have been closed before the extraction of the files or it won't work. The right files
must be created for the import.

How?
There are 2 files to be sent to finance for the import:

e The monthly database, also called the PER_MONTH (1)

e A specific zip file that includes all the debit and credit amounts of the payroll month (ex.
gross salary, employee and employer’ taxes and social contributions, advance paid, cash
difference)

=> for the second file, there is a difference between the OCB (2) and the OCP (3) file.
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1. SENDING THE MONTHLY DATABASE (PER_MOIS) > -

Go to File > Sending and choose Database (PER)

In the type of content, choose Monthly
sending and the month of the payroll
closed;

Then in the Options, select Send only the
selected field:

Click on Start and save the file created in
the specific folder where all the PER sent
every month are saved:

The File name that appears should
never be modified.
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A window will pop up regarding the progress of the
creation of your PER_MOISFIELDCODE_YYYYMM .zip
file:

And then a confirmation message once it is done:

2. 0CB EXPORT PAYROLL TO SAGA > @

Go to Payroll > Exports > Export payroll to SAGA:

Save the PAYE_SAGA_YYYYMM.csv on a specific
folder on your computer:

The File name that appears should
never be modified.

Share the zip file generated and the PER_MOIS with
the accounting responsible.
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Then select the month for which you want
to do the export to the finance accounting
software and click on Export:
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3. 0CP EXPORT PAYROLL TO UNIFIELD > i

Go to Payroll > Exports > Export payroll to
UNIFIELD (OCP):

Then select the month for which you want
to do the export to the finance accounting
software and click on Export:

Save the PAYE_UNIFIELD_YYYYMM.csv on a
specific folder on your computer:

The File name that appears should
never be modified.

Share the zip file generated and
the PER_MOIS with the
accounting responsible.

OCB & OCP HOMERE USER GUIDE 286




F/F13 -=HOW TO PRINT THE MONTHLY SUMMARY OF MOVEMENTS

F13 - HOW TO PRINT THE MONTHLY
SUMMARY OF MOVEMENTS

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS

HR Manager V5.0.001 + 02/12/2019 F6 — How to control payroll data
Assistant,
HR Manager,
HRCO Assistant,
PAM

When?

When the payroll has been done for a month or any time you want to have an overlook at the
movements in the project.

Why?
Because this report is a good report to check the accuracy of all the movements in the project during
the month.

What to be careful with?

The payroll data appearing in this report can be manually added by the HOMERE referent depending
on the project needs, so make sure you request all the relevant data to appear in this report.

How?
Follow me.
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Go to Reports > Monthly summary of the

movements:

This window will pop-up:

Select the month,

and click on Ok.

the
country of contract and the
field you want to analyze

“Year 2019

Country of contract | 55 t] S0OUTH SANDOU

Field number | 553171 EJ AYDA

A report with 3 different parts will be created:

e General,
e Salary datas,

e Administrative life of the missions.

1. GENERAL > i

W OK ][ X cancel I

The first part of the
report will give you the
overview of the
number of employees
for the month, the
current contract types,
the settlement(s) done
and the repartition of
the contracts between
the existing job
categories:

Homere version number: 5.0.0080

Monthly summary of the movements

Field code: 533171
Description : AYDA
Country :
Month : octobre - 2019

Currency: South Sudanese Pound

Page 1de 2

\ 02-12-19 09:32:2'[/;
General

Mumber of staff 14,00
Contract Data

Other 0,00
Fixed Term Contract 14,00
Open-ended contract 0,00
Contract of replacement 0.00
Incentives 0,00
Secondment 0,00
Contract type empty 0.00
Staff without contract 0,00
Staff on trial period 1,00
Settlement 1,00
Job Category

Basic Skilled Positions 7,00
Coordinators 0.00
Activity managers, Clinical Medical Specialists 1,00
Specialists & Supervisors 2,00
Skilled Positions 4.00
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2. SALARY DATAS > i

This second part of the report will summarize the data coming from payroll rubrics that have been
previously selected as important information from the payroll:

Salary datas
Amount Settlement Total 164 455 28
Severance payment 73174 42
Amount retirement package 0,00
Advance deduction 215.000,00
Amount of extra hours worked for parttime contract 0.00
Amount NSSF Employee 69.5846.63
Addition amount for loyalty 31.034,00
Basic Salary without loyalty 775.840,00
Transport allowance 36.480,00
Amoaunt for paid leaves A7.8856.36
Gross salary 997.809,00
Amount of overtime on rest daysipublic holidays 0,00
Amount of overtime on weekdays 0.00
Metto receive 487.137.00
Amount Income Tax 22582400
Acting allowance 0,00
Amount NSSF Employer 12971517
Amaount for notice period not performed 2339250
Amount of hours worked on public holidays 0,00
Highest net salary of the month 127.791,00
Lowest net salary of the month 11.891.00
Medium net salary of the month 44 28518

If you want to add some payroll rubrics in this report, request it to the HOMERE
Referent.

3. ADMINISTRATIVE LIFE OF THE MISSION >

The third part of this report will give you the details of all the administrative events in the mission
for the month, such as the new hiring, the transferred employees, the new contract(s) and their
type as well as the events encoded for the month:

Administrative life of the mission

Mew hiring 1,00
Mumber of transferred stafffiles 0,00
New contract of the month

Other 0,00
Fixed Term Contract 1,00
Open-ended contract 0,00
Caontract of replacement 0,00
Incentives 0,00
Secondment 0,00
Settlement 1,00
Events of the month

Work accident 0,00
Disciplinary measures 1,00
Career path 0,00
Detachment 1,00
Evaluations 0,00
Evaluation to be dong 0,00
Expatriation 0,00
Training received 2.00
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G1.A - OCB_TASKS LIST PRESENTATION

TARGET HOMERE LAST LINKED
GROUP VERSION UPDATED TECHNICAL SHEETS
All HOMERE users V5.0.001 + 02/12/2019 For HR Manager Assistant:

HR_Manager_Assistant_2018_EN.pdf
For HR Manager:
HR_Manager_2018_EN.pdf

For PDM:

PDM_TaskList_2019_EN.pdf

For PAM/HRCO Assistant:
HRCoAssistant_TaskList_2018_EN.pdf
For HRCO:
HRCo_TaskList_2018_EN.pdf

When?

The tasks list comprises the actions to be performed in HOMERE according to OCB policy and must
be done on a different frequency: they can be monthly, quarterly or yearly.

Why?
The tasks list has been developed to ensure that the integrity of HOMERE database and to make sure
that each position knows what is expected from them in HOMERE.

The use of tasks list is the guarantee for the implementation and the follow-up of the HR policies
such as evaluation, training, proof of life etc. as well as the finance routines, such as payroll
verification reports(PVR), salary advances check, accountancy code.

On the technical side, the tasks lists are guides to fill in correctly the information in the database as
well as the guarantee that project and mission data can be recovered in case of major technical or
other forced major issues that can occur in missions.

What to be careful with?

It is really important to always refer to the tasks list to know the actions and checks expected from
your position. The tasks list is part of each position’s accountability.

The tasks list is based on generic job profile for each position, each change of tasks list must be
justified by a change of position and job description. The access level in HOMERE is defined by the
tasks list according to the level of responsibility of the position.

How?
Follow me.
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1. DOWNLOAD THE TASKS LIST LINKED TO YOUR POSITION > i

This first step is only for the case you haven't received the tasks list linked to your position.

e Connect on your Office 365 account
(https://login.microsoftonline.com)
and enter your MSF email and
password.

e Once connected, click on the upper left icon and select the icon “SharePoint":

e Look for the GRP-BRU-HOMERE

group
(https.//msfintl.sharepoint.com/sites
/grp—ocb—
homere/Shared%20Documents/For
ms/Allltems.aspx):

e If you don't have access to the “Documents” folder, request it:
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293

Once in the
HOMERE group,
click on
"Documents (1)”
and select the
"HOMERE 5"
folder (2):

Select the “Current tasks list” folder and then your language (“EN"/“FR"):

Documents > Homere 5

D Mame

MNew Functionalities Homere 5

Current tasks list

B Videos tutorials 2018 EN

B Videos tutorials 2018 FR

GEN_OCB_20190401.7z

E= Homere 5.0.006 OTA.7z

E=  Patch Homere 5.0.006.7z

— Update 5TAT.7z

Modified

Afew seconds age

May 11, 2018

May 28, 2018

May 28, 2018

April 1

May 18

April 17

3 days ago

Modified By

Marie d'Aoust

OCE-Homere (Eranko Dok

QCB-Homere (Branko Dok

Yassine Majdane

QOCB-Homere (Branko Dok

QCB-Homere (Branko Dok

QOCB-Homere (Branke Dok

QCB-Homere (Branko Dok

Select the tasks list linked to your position (1), click on Download (2) and save it (3):
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2.RUN THE REPORTS FROM YOUR TASKS LIST > i

Once you have opened your tasks list, you will see that there is a series of instructions and
explanations about what actions are expected from you in HOMERE, with the following split:

(1) Chapter: each chapter is defined according to the purpose it has

(2) Activity: summarizes the type of activity you are supposed to realize

(3) Frequency: gives you the detail of how often you should realize this activity

(4) Method: gives you the method to use to realize the activity

(5) Tools: when applicable, this part gives you the details of where to run the report in
HOMERE
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All the reports to be run through the tasks lists
can be found in Tools > Statistics:

Then by opening the OCB folder (1)
then the Task List subfolder (2) and
then selecting your position (3):

Once there, you'll see a series of reports, the
ones that are linked to an activity:
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G/ G1.A— OCB_TASKS LIST PRESENTATION

For example, in the "HR Manager Tasks list”, the activity number 1, to be performed on a monthly
basis is “Run_1_Dependants_age.xml”

The task is to check that the dependents registered in HOMERE are linked to the mission policy
regarding the dependents age, ie. that there are no dependents registered with an age that's
above the policy or without a school certificate.

If the mission policy says that there can be dependents only until 25 and that all the dependents
between 18 and 25 should have a certificate that attests there are still attending school in order to
remain under MSF health covering.

In such case, the report has to
be run with as maximum age
as 25"
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G/ G1.A - OCB_TASKS LIST PRESENTATION

Once you have clicked on "Valider”, this [cone STAFF /1 [STAFF wawE /2 oep nane /5 poe | -
. »| DYoot AGNES FOX JACK FOX 10,25
report will be created: " |iovooot AGNES FOX KATHY FOX 12,08
N IDY0003 PETER JONES BRENDA. JONES 558
N IDY0003 PETER JONES BURT JONES 6,92
N IDY0003 PETER JONES ML JONES 457
B IDY0004 RHODA DOE ALYSSADOE 19,92
B IDY0004 RHODA DOE JACK DOE 12,58
B DY 0004 RHODA DOE MICKAEL DOE 10,82
B IDY0006 SANTINO SHEPARD DY LAN SHEPARD 19,42
B IDY0006 SANTINO SHEPARD JOSHUA SHEPARD 1458
B IDY0007 FADILA JOHNSON JASON JOHNSON 1492
B IDY0007 FADILA JOHNSON SUZIE JOHNSON 16,92
B IDY0007 FADILA JOHNSON TONY JOHNSON 18,92
B IDY0008 DANNY JACKSON BILLIE JACKSON 10,83
" |iovooos DANNY JACKSON TYLER JACKSON 1,92
" |iovooos ANDREW/ SMITH JACK SMITH 783
|| mvonos ANDREW/ SMITH JUDY SMITH 16,75
1124 =
\ .| 24124 (100%)
l Fiter ] I Seeal Position ][ Export ][ Print I

(n— faancaa o) SRR

To analyze the data, it is best to export
the file and save it in a specific folder:

Open the excel file and look at how
many dependents above 18 but under
26 are registered and check in their file
if they have a school certificate. If not,
contact the employee to receive one
or remove the dependents from the

employee file.
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HAVE A GOOD WORK
WITH HOMERE'!




CONTACTS

OoCP

Homere referents
homere@paris.msf.org

OCB

Homere referents
OCB Homere.support@brussels.msf.org

-

[J
) MEDECINS SANS FRONTIERES
DOCTORS WITHOUT BORDERS
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