Finance Manager nVision HR/PR Data Entry - Employee Information

Adding File Attachments

1. Click the File Attachments folder to attach documents or spreadsheets that contain information pertaining to
this employee. File attachments can be stored by category. Example, if you had a scanned copy of an
employee’s resume, you could attach it to the category labeled “PreEmployment”.

2. Use the drop-down to choose the category under which the attachments falls (i.e., General, Evaluation, Medical,
Transcripts, etc.).
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3. Click Add to specify the location of the attachment to be linked to this employee. Use the Browse
button to find the location and name of the file.
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Enter any Comments as needed. Click OK.
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Finance Manager nVision HR/PR Data Entry - Employee Information

If attaching a W4 form, check the box that indicates that this is the most current W4 form for the employee.

The selected file is attached to the employee record.
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Highlight the file name and click to view the contents of the file. Highlight the file name and click

Delete if you no longer want this file to be linked to the employee.

4. Save the record or continue to add more employee information.

) FINANCE MANAGER

nVision ©Copyright 2018. FINANCE MANAGER® All rights reserved. 50
www.financemgr.com



	Adding the Employee Record
	Adding Address Information
	Adding Contact Information
	Adding Miscellaneous Information
	Adding Dependents Information
	Adding Dependent Benefit Group Links
	Adding Health Event Information
	Adding Health Notes
	Adding Retirement Information
	Adding Emergency Contacts
	Adding Fingerprinting Records
	Adding Certification Information
	Adding Education Information
	Adding Degree Information
	Adding License Information
	Evaluation Score History
	Adding Annual Performance Review Information
	Add More Ethnicity Codes
	Enter More PMF Codes
	Adding a Position Appointment
	Adding a Building Assignment to an Appointment
	Adding Leave of Absence Time Taken
	Adding Evaluation Information
	Adding Tenure Information
	Automatic Creation of a Seniority Starting Date Record
	Seniority
	Adding a Seniority Starting Date Entry Record
	Adding a Seniority Prior Balance Record
	Adding an Annual Accrual Record

	Adding Civil Service Information
	Displaying Attendance Balance Information
	Adding Benefits Information for an Employee
	Using the Benefits Grid Filters
	Adding Benefits Linked to a Payroll Deduction Code
	Adding Tasklist Information
	Adding File Attachments
	Adding Employee Notes
	Accessing Employee Payroll Detail Information
	Printing a Generic Employee Report
	Transfer Human Resource Records Between Appointments
	Blank Page



