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Notices 

Every effort has been made to supply complete and accurate information, 
however the information in this document is subject to change without 
notice. UNIT4 Business Software Limited assumes no responsibility for any 
errors that may occur in the documentation.  

Microsoft ® Excel, Windows ® and Microsoft ® SQL Server ™ are either 
registered trademarks or trademarks of Microsoft Corporation in the United 
States and/or other countries. Crystal Reports is a trademark of Crystal 
Decisions, Inc. All other brand names, product names and company logos 
are trademarks or registered trademarks of their respective owners. 

This document contains information that is proprietary to and considered a 
trade secret of UNIT4 Business Software Limited. It is expressly agreed 
that it shall not be reproduced in whole or in part, disclosed, divulged, or 
otherwise made available to any third party either directly or indirectly. 
Reproduction of this documentation for any purposes is prohibited without 
the prior express written authorisation of UNIT4 Business Software Limited. 
All rights reserved. 

UNIT4 Business Software Ltd © 2010. 
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Welcome 
 

Welcome to the ABW HR Employee training. 

This is a training course that illustrates the initial design and set up of 
resources, and then details the functionality of the resource system to help 
you fully understand the use of ABW Human Resources and fully utilise its 
potential. The course contains these training sessions as follows: 

• Session 1 – An Overview of Human Resources. 

• Session 2 – Setting up the Resource Master file. 

• Session 3 – The Resource Master file. 

• Session 4 – Setting up Flexi Fields. 

• Session 5 – Performing Enquiries. 

• Session 6 – Position Administration. 

• Session 7 – Applicants. 

• Session 8 – Competence. 

• Session 9 – Requirement Rules and Analysis. 

• Session 10 – Action Overview. 

 

The course is designed for super and advanced users, and you should be 
familiar with using and working in a Microsoft Windows environment. 

Before starting this course you should have attended the following ABW 
training course: 

• ABW Basics for HR/Payroll Users, or one of the following two 
courses: 

o Introduction to ABW. 

o Financial Basics. 
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Training basics 

Your trainer will explain: 

• Location of facilities including toilets, tea and coffee. 

• Fire procedures within the building and the marshalling points. 

• Mobile phones and PIM – make sure that they are switched off. 

• Breaks – there are regular breaks during the course including coffee 
breaks at convenient points throughout the day and a lunch break 
of approximately 1 hour. 

• Feedback – forms are distributed to provide feedback on the course. 
Please fill them in before you leave. 

 

Introducing the course 

Your trainer will explain the course format and materials: 

• The course is a combination of demonstrations, which you can 
follow on your PC, and exercises to confirm your understanding of 
the topics covered, which unless stated otherwise should be 
completed on ABW client A3. 

• Teaching aids, such as PowerPoint presentations, are used where 
appropriate to help to help explain concepts, processes or 
procedures. 

• A number of documents support the course: 

o A BW HR Employee Course Delegate’s Workbook to guide you 
through the course (this document). 

o ABW HR Employee Exercise Workbook containing a set of 
exercises to do as you work through the Delegate’s 
Workbook. 

Additional information on the topics covered in the training is available in 
the On-line Help, and these ABW Reference Manuals: 

• Personnel. 

• Value References and P&Ds. 

• Position Administration. 

• Competence and Applicant. 
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Objectives of the course 

The objectives of the course are to help you: 

• Understand how Agresso HR integrates with other Agresso modules.  

• Understand what is included in the Agresso HR Package. 

• Understand that HR Operates in Agresso Self Service and Smart 
Client. 

• Understand how to set up the resource register in order to capture 
and store information which is important to your organisation. 

• Understand the concept of Attributes and Relations. 

• Understand the types of attributes, how to set them up, maintain 
them and use them in Agresso. 

• Understand the types of relations, how to set them up, maintain 
them and use them in Agresso. 

• Understand how to configure and use the resource masterfile in 
Smart Client and Self Service. 

• Understand how to set up and use Flexi field groups. 

• Understand how to perform basic enquiries, browsers and mail 
merges. 

• Understand how to set up and use positions. 

• Understand how to set up and the applicant masterfile. 

• Understand the additional functionality available for managing and 
tracking applicants. 

• Understand competence type and competences, how to set them up 
and use them. 

• Understand how to use Requirements Rules and Analysis for 
Competence enquires. 

• Understand how to perform a gap analysis. 

At various stages in the course you are asked to complete exercises to help 
you understand the concepts and tasks that are described by your trainer. 

Each session has a set of key learning points that you can use to check 
that you have understood how to perform the tasks that are described in 
the session training. 
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Further courses to attend 

After the training, you can attend additional training related to individual 
ABW modules to support your specific business processes. 

Courses that you may consider include: 

• Enquiry and reporting type course, such as Enquiry, Browser and 
Analyzer. 

• HR Workflow. 

• Absence and Work schedules. 

• Training Administration.
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Session 1 
Overview of Human Resources 
This session aims to provide you with an overview of Agresso Human 
Resources, that is, the elements which make up the HR module of Agresso, 
the tools available which enhance the functionality of the HR Module and 
how HR integrates with other modules in Agresso. 

The HR module in Agresso encompasses the following elements: 

• Employee details. 

• Position details. 

• Competence. 

• Training. 

• Absence. 

• Applicant. 

Training and absence management are covered in separate courses to this, 
however we will cover all the other elements listed during this course. 

In ABW, employee records are stored in the resource masterfile. The 
resource masterfile holds employee information such as personal details, 
payroll details, job and other information pertaining to the employee. 
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ABW Human Resource Menus 

The Resource master file (Personnel screen) can be located for data entry 
in the Human Resources Menu. 

 Select Agresso Human Resources | Human Resources | Personnel 
Registration | Personnel: 

 

The Resource Masterfile is contains seven standard tabs which are used to 
hold information relating to the employee including Personal details, start 
date, address, line manager, payroll information and job/position 
information. 

To search for an employee: 

 Double click on ‘Personnel’ to open the resource masterfile. 

 Use the dropdown menu to select a search option: RESID: 

 

Press Tab then, F9 to open the search screen and F7 to find: 

 

All resource records are listed. To select a record from the list 

 Double click on a row / resource record. 

 Press Tab. 
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The resource record is displayed in the resource masterfile window. It is 
important to note that the list of resources may contain people who are not 
employees. Resources records can be created for employees and non-
employees such as consultants, agency workers, external trainers and 
contractors. 

Quick Find 

If you already know the ResID of the resource you are searching for, type 
it into the search window and click Tab to view the record. 

Clear 

To clear the window and search for another resource: 

 Click Edit on the toolbar and select Clear. 

   Or press F5 (shortcut). 
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Integration with other ABW Modules 

The resource masterfile contains employee information which is used by 
many functions within an organisation. For that reason the resource 
masterfile can be accessed from the following menus: 

• Project Costing and Billing 

 

ABW PCB is a module for project follow up. This includes budgeting, 
registration of hours and invoicing, as well as cost and income 
follow up for each individual project.  

• Payroll 

 

ABW Payroll is used to process payroll, it includes payment 
transactions, fixed payments and deductions and variable payments 
and deductions. 

• Expenses Ledger 
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Expense Ledger is used for the registration and follow-up of 
resources’ travel and general expenses. 

• Common Setup 

 

Common setup is a flexible tool for the registration and 
management of the common processes in the HR Module, for 
example, personal work schedules, position management and 
organisational charts. 
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It is easy to see how information which is held in the resource masterfile is 
required for other processes in ABW. The diagram below gives an indication 
of how these modules interact and use this information: 

 

ABW Financials 

• Transfer of Payroll to General Ledger and Accounts Payable. 

• Transfer of Expenses to General ledger and Accounts Payable 
(Direct posting). 

• Repayments for Employee loans. 

ABW Project 

• Transfer of timesheets to payroll. 

• Transfer of absences . 

• Resource planning & deployment. 

External Systems 

• Import of payroll information. 

• Import of resource information. 
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ABW Human Resource Tools 

There are a number of tools available in ABW which work alongside or with 
the information in the resource masterfile to enhance the functionality of 
the HR module to deliver a HR solution to meet your organisation’s 
business needs: 

• Flexi-fields – additional tabs on the resources masterfile which are 
designed by you to either: 

o Capture employee information such as appraisal, diversity 
and disciplinary information. 

o Display information such as absence and training records 
which are entered elsewhere in ABW. 

• IntellAgent - set system rules for alerting people to relevant 
changes or events, for example, alert a line manager about the end 
of a probation period, or the HR Manager about an expiring 
disciplinary warning or send a happy birthday email to an employee. 

• Workflow – automatically manage tasks for you HR processes, for 
example, approving annual leave, new positions, training requests 
and changes to employee records; send tasks to people when a new 
employee joins or leaves.  

• Links – create a shortcut from one window to another window, a 
document or a website. 

• Action Overview - record all activities against an employee, such as 
requests for information, actions and reminders of things TO DO. 

• Document archiving – scan and attach photographs, contracts, 
certificates and performance appraisals etc., with the ability to 
create documents from templates, to track changes to documents, 
to enforce version control, and to restrict access by document type. 
Documents can be stored in the ABW database, a standard file 
system or an external document archive. 

• Browser enquiries, and ABW Reporting - powerful and flexible 
enquiries for statistical reporting, listing and other output. 

We will cover most of these features in this course, while there are other 
courses to cover the other areas. 
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ABW Self Service 

The resource masterfile is also available to access via ABW Self Service. 
Much of the HR functionality available in Smart Client is also available is 
Self Service and we will practice this during this course.  

 Log into Agresso Self Service using the following credentials: 

Username: SYSTEM 

Client:  A3 

Password: SYSTEM 

 

 Select Personnel | Personnel | Personnel: 

 

The resource masterfile is displayed as shown below: 

 

 To search for a resource: 

Click   which is located beside ‘Lookup’. 

Select ‘Value Lookup’. 

Click Search and select a resource from the list. 

The resource masterfile is displayed with the details of the 
resource selected from the list. 
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Session 2 
Setting up the Resource Masterfile 
This session of the training provides you with an understanding of the set 
up and configuration which is necessary to set up the resource master file 
in Agresso. This session will help you understand the basic building blocks 
in Agresso which are not just used in HR, but in every module of Agresso. 

It covers: 

• Overview of Attributes and Relations. 

• Setting up Attributes and Attribute Values. 

• Maintaining Attributes.  

• Maintaining Attribute Values. 

• Setting up Relations.  

• Types of Attributes.  

• Attribute Master files.  

 

 

Key learning points: 

Understanding the importance, use and types of attributes in 
Agresso. 

Understanding how to set up attributes and attributes values. 

Understanding how to maintain attributes and attribute values. 

Understanding the importance, use and types of relations in 
Agresso. 

Understanding how to set up relations. 

Understanding how to maintain relations. 
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Attributes and Relations 

In order to set up the resource masterfile for your organisation, it is 
necessary to set up the attributes and relations which are used in the 
resource masterfile. Therefore first, you must understand the concept of 
Attributes and Relations and how they operate in Agresso. 

Your HR database is made up of employee records. These records are 
made up of basic pieces information like age, address and national 
insurance number which are all of interest to the function of the company.  

 

For example, John Smith is a HR Officer, he works full time in London, his 
Line Manager is Peter Johnston, one if his employee benefits is Private 
Healthcare through BUPA, and he works in the HR Department.  
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Items such as these are known in Agresso as attributes.   

 

And you can see the attributes above, HR Officer is a Job Title, London is a 
Location, Human Resources is a Department. Every list of values has a 
label. 

In order to build an employee record, we need to link all this information 
together, that is, link the HR Officer Job Title to John Smith and link the 
Location London to John Smith.  

Agresso’s power comes from its ability to do this, to link these pieces of 
information together across different parts of the business. These links are 
called relations.  
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Attributes and Attribute Values 

There are a number of attributes which are used in the resource masterfile, 
for example Resource Type. 

Resource Type 

Resource Type is an attribute which is used to determine the type of 
contract a resource has with the organisation. 

Examples of resource types include: 

• Full time staff. 

• Part time staff. 

• Temporary. 

• Contractor. 

• Each item in the list above is known as an attribute value.  

 

Resource Types are set up in the Resource Types window: 

1. Display the Resource types window: 

 Select AGRESSO Human Resources | Human Resources |Fixed 
registers | Fixed codes | Resource types. 

 Press F7 to display a list of existing resource types: 

 

2. Enter a new resource type: 

 Select Edit | Insert Row or Alt + F2 to enter a new row. 

 Enter G for Agency attached to resource group I . 

3. Press Save or F12 to save the details. 

4. Close window. 

 



Session 2: Setting up the Resource Masterfile  UNIT4 Training Services 

 

Version 561.1  25 

Notes 

 

Maintaining Attributes  

Attributes are set up in the Attributes window (GL04) 

 Select Common | Attributes and Relations | Attributes: 

 

 Type the name of the attribute and press F7 to search for it. The 
attribute and its properties are shown in the window below: 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 2.1: Create a new Attribute 



UNIT4 Training Services  Session 2: Setting up the Resource Masterfile 

 

26  Version 561.1 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Maintaining Attribute Values 

Attributes values are set up in the Attribute values window (GL05): 

 Select Common | Attributes and Relations | Attribute Values: 

 

Select the Attribute from the dropdown list and press F7 to search 
for the values. The attribute values are shown in the window 
below: 

 

Each Attribute value consists of a value and a description:  

 Value Description 

Max No of 
Chars 

12 255 

Type Alphanumeric 

Upper Case 

No spaces 

Alphanumeric 

Any case 

Any character 

NOTE: Every window in Agresso has a code which is displayed at the 
bottom of each window. The Attribute values window is GLO5.   
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Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 2.2: Attribute Values.  

 

Fixed Codes 

From the exercise you will see that the window accessed via Fixed Codes is 
also the Attribute values window. The only difference being that the 
selected attribute is hard coded into the search bar, rather than selecting it 
from the drop down menu. 

Windows such as this are common in Agresso, examples include Resource 
Group, Pay Step, Next of Kin codes. 

This is to give users access to update the attribute values without letting 
them have access to update all attribute values in AGRESSO Common. 
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Relations 

A relation is a link between two attributes. There are two types of 
relations: 

• Direct Relations. 

• Indirect Relations. 

 

Direct Relations 

A direct relation is a strong link between two attributes, it is so strong, that 
the related attribute is actually part of the attributes definition and it is 
entered as part of the attribute value. 

For example: Resource Group and Resource Type. 

Resource Group has two values shown below: 

 

When you enter a value for RESTYP, you must select the RESGRP that the 
new type belongs to. Once it is selected, the RESGRP becomes part of the 
definition of that attribute:  

 

The way this is termed in Agresso, is the Attribute is OWNED by another 
attribute. An attribute can be owned by only one other attribute, so this is 
a one to one relationship which is defined in the properties of the attribute: 
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Indirect Relations 

An indirect relation, on the other hand, is a looser connection. A connection 
between the two attributes is defined in the relations window.  

 Select Common | Attributes and Relations | Relations | Relations. 

 Select an attribute from the drop down menu, such as RESNO.  

 Press F7. 

 

The window above shows the attributes connected to the resource via an 
indirect relation. 

Once the attributes are linked, the attribute values can be linked.  

 

An attribute can have as many indirect relations as you like, they can be 
Optional or Mandatory. They can be date driven or not, they can be 
duplicated or not.  
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Types of Attributes 

System / User Attributes 

There are two types of attributes: 

• System defined. 

• User defined. 

System attributes are those which exist in the core database of Agresso 
and have been created by UNIT4. Examples include Cost Centre and 
Absence Codes. Although the attributes exist, the values will not have been 
set up and are left empty for customers to enter their own company 
specific values.  

So that Agresso can be completely flexible and respond to the changes in 
an organisation over time, you need to be able to create and maintain your 
own company specific attributes, for example Pension Scheme, Education 
Level, Disciplinary Warnings. User defined attributes are those which are 
set up by the customer and do not already exist in the system.  

Each Attribute definition consists of a Code, a name and a description: 

 Code Name Description 

Max No of 
Chars 

4 25 255 

Type Alphanumeric 

Upper Case 

No spaces 

Alphanumeric 

Upper Case 

No spaces 

Alphanumeric 

Any case 

Any character 

Notes A0 – NZ System 
Defined 

Y – Payroll 

Z – HR 

X - Finance 
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Posting / Reporting Attributes 

There is another way in which attributes can be categorised, and that is 
into POSTING attributes and REPORTING Attributes.  

Resource type is entered or selected in the resource record therefore we 
call this a POSTING Attribute, as you are posting the value against the 
transaction:  

 

Resource Group is not posted against the transaction, but because there is 
a direct relation between the Resource Type Full Time and the Resource 
Group Employee, we know that this resource is an employee (as opposed 
to a non-employee).  

The information is not posted and is called a REPORTING attribute.  
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Attribute Master files 

The amount of information which can be recorded for an attribute value is 
limited to a value and a description. There are times when it is necessary 
to record more than this, for example, for a vacancy you may want to store 
information such as the Advertisement Date, closing date, location of job 
and salary. 

The way this is handled in Agresso, is to make the attribute a Master File.  
Instead of the attribute being maintained in the usual GL04 window, it is 
now maintained in another menu option called ‘Attribute Masterfile’.  

Attributes are identified as master files by checking the ‘MF’ checkbox in 
the attributes window: 

 Select Common | Attributes and Relations | Attributes: 

 

The attribute values can no longer be maintained in the ‘Attribute values’ 
window. They will now be maintained via the Attribute master file window. 

 Select Common | Attributes and Relations | Attribute master file: 

 

Select ‘VACANCY’ from the dropdown list: 

 

The reason this method can store more information, is because you can 
design you own window and add it as a tab; these tabs are known as flexi 
fields. 
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Session 3 
Resource Masterfile 
This section provides you with a detailed understanding of the 
configuration and use of the resource master file in both the Smart Client 
and Self Service interfaces of Agresso. 

• Understanding how to configure and use tab 1 – Resource. 

• Understanding how to configure and use tab 2 – Address. 

• Understanding how to configure and use tab 3 – Relations. 

• Understanding how to configure and use tab 4 – Payroll. 

• Understanding how to configure and use tab 5 – Employment. 

• Understanding how to configure and use tab 6 – Personnel. 

• Understanding how to use tab 7 – Memo. 

• Understanding the Tools menu. 

• Understanding how to access and use the Resource master file in 
Self Service. 

• Understanding ‘My Employment’ in Self Service. 

• Setting up Organisation Charts and using the Personnel Search. 

 

Key learning points: 

Understanding how to use each tab on the resource master file. 

Understanding how to configure each tab on the resource master 
file. 

Understanding how to use the Resource Tools. 

Understanding how to access and use the resource master file in 
Agresso Self Service. 

Understanding ‘My Employment’ menu option in Self Service. 

Understanding Organisation Charts, how to set them up, what they 
are used for and use in Personnel Search. 
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The resource master file has seven standard tabs. It is possible to add tabs 
to the resource master file by linking Flexi Fields designed to hold or 
display employee information.  

1 – Resource 

The Resource tab holds basic employee information: 

 

 

Creating a New Resource 

 Select Agresso Human Resources | Human Resources | Personnel 
Registration | Personnel. 

 Double click on Personnel to open the resource masterfile. 
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Resource Type 

When creating a new resource record, you must first select the Resource 
Type of the new person. 

The Resource Type is used to group employees into categories such as 
Permanent, Temporary, Consultant, Agency Worker, or External Trainer. 
Each Resource Type is linked to a Resource Group which is used to identify 
whether they are a paid employee. 

ResID 

It is possible to set auto-numbering on the resource master file, this means 
that the ResID for the new resource will be assigned automatically based 
on a pre-defined sequence. When auto-numbering is in use, this field will 
display [NEW], when not in use, a new and unique ResID can be entered 
manually 

Auto-numbering is configured as follows: 

 Select Agresso Common | System Setup | Auto-numbering: 

 

 Enter a unique ID and description for the auto-numbering 
sequence, select the attribute master file which this sequence will 
be used for and configure the sequence in the table. 

One auto-numbering sequence can be used for an attribute masterfile, 
auto-numbering can be set up on all attribute master files. 
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Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.1: Set up Auto-numbering. 
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Name 

Name information is entered into a popup window as shown below: 

 

The fields which are displayed on this window are defined by the following 
parameter: 

 

It is possible to display the following fields: 

• Title (title). 

• First Name (first_name). 

• Name Part (namepart). 

• Surname (surname). 

• Free name field 1 (free_name1). 

• Free name field 2 (free_name2). 

• Free name field 3 (free_name3). 

• Free name field 4 (free_name4). 

 

System Parameters are defined in the Settings menu as follows: 

 Select System Administration | System Setup | System 
Parameters | System Parameters. 

 Enter ‘EN’ to view the parameters in English. 

 Enter ‘HS_N*’ in the search bar and press F7 or  to search. 
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HS_NAME_SAVE is used to define the name fields which will be displayed in 
the name summary field: 

 

NOTE: Changes will not be applied until the next time you log into ABW. 

 

The fields in the Name window can be renamed to display descriptions 
which more accurately describe the contents of the field, for example, 
‘Middle Name’ or ‘Previous Name’. 

This is configured in ‘User Defined Texts and Titles’ in the Settings Menu of 
ABW. 

 Select System Administration | Menus | User Defined Texts and 
Titles. 

 Select ‘EN’ to display the window in English. 

 Enter search criteria into the search bar and press F7 or  to 
search: 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.2: Configure the Resource Name Window . 
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Other fields on tab 1 – Resource are explained in the table below: 

Short Name Free Text 

Date From The resource’s start date. 

Date From The resource’s leave date. 

Status The status of the resource record. Valid options 
are: 

Active (N) - The resource is active. 

Parked (P) - The resource is temporarily parked. 

Closed (C) - The resource is closed (can be 
changed). 

Terminated (T) - The resource is closed (cannot 
be changed). 

Part-Time% This field calculates the hours worked by the 
resource based on the hours of the position(s) 
assigned to the resource in the Employment Tab. 
See Session 4 for more details and options. 

Birthdate Date of Birth (not mandatory). 

NI Number National Insurance Number. This is used on a 
number of reports. If the system parameter 
MOD_SOCIAL_SEC is activated, a validation 
check of the National Insurance Number is 
carried out. 

 

Options 

• Overtime - used in Payroll to indicate if a resource is eligible for 
overtime payments. 

• Piecework - used in PCB to indicate if a resource is connected to a 
piecework contract. 

• Cost Distribution - used in Payroll in conjunction with the Cost 
Distribution tool. 

• Agreement - Indicates if a pay agreement exists for the resource. 
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Supplier  

The resource record is connected to a supplier record which can be used to 
process payments such as expenses.  

• Supplier ID - When creating a new employee record, the system 
parameter HS_EQUAL_ID will determine if a supplier record is 
automatically created with the same resource ID. 

• Supplier Group - The supplier group is an attribute, all permanent 
employees should be assigned to the same supplier group. The 
system parameter HS_APAR_GR is used to set a default supplier 
group for all new resources. 

• Contract - Used in ABW Finance to connect a resource to a contract. 

 

Message 

Message text for the resource. This message appears upon registration of 
variable payroll transactions and absences. The field can be left blank. 

 

Additional Information 

There are four additional fields which can be displayed on this tab of the 
resource masterfile. These fields can be used to display an attribute, for 
example, Leave Reason or Health Plan: 
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This is configured by four system parameters in the Agresso Settings 
menu: 

 Select System Administration | System Set up | System 
Parameters | System Parameters. 

 Search for ‘HS_FL*’ and press Search or F7: 

 

The system parameter should be switched on and the ‘Value’ set to the 
Attribute code of the attribute which is to be displayed. 

In the example shown, the following attribute is used: 

 

When making changes to System Parameters, the change will be applied 
the next time you log into Agresso. 

 

 

 

 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.3: Create a new resource.  
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2 – Address 

The resource record cannot be saved until one address has been entered. 
The Address tab holds multiple addresses; you could have a home address, 
work address and bank address. 

 

The ‘Type’ is used to describe the address, it is an attribute therefore more 
address types can be created.  

Attribute: Address Type  

The properties of an attribute can be viewed in the Attributes window 
(GL04): 

 Select Common | Attributes and Relations | Attributes.  

 Enter ‘ADDR*’ in the search bar and press Find or F7: 

 

ID Attribute ID, Max 4 Characters 

Attribute Attribute Name, Max 25 Characters 

Description Attribute Description, Max 255 Characters 

Owner Direct Relation – the relation owning the attribute. 

Descr An attribute which is used as a statistical value in the 
attribute values window. 

Type A – Alphanumeric. 

N – Numeric. 

Field Indicates if the attribute will be used for GL Analysis. 
Valid values are: Free (no accounting attribute), 
Cat1 (Category 1) - Cat7 (Category 7), Account, 
Client, CustomerID, SupplierID, Cur (Currency), 
TC (Tax code), Tax system. 
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Len The max length of the attribute value. Cannot be any 
more than 12. 

Mnt Maintenance of attribute values: 

A – Automatic (attribute values are maintained via a 
window specifically created for that attribute: 
Position, Resource). 

M – Manual (attribute values are maintained via the 
attribute values window). 

O – Optional (no attribute values). 

Checkboxes DC - Data Control. 

P - Period. 

A - Address. 

M – Memory. 

W – Workflow. 

MF – Master file. 

Form – indicates Agresso form. 

S The status of the attribute. Valid values are: 

N — Normal (available for use). 
P — Parked (temporarily unavailable). 
C — Closed (unavailable, but can be made available 
again). 
T — Terminated (unavailable, cannot be made 
available again). 

Attribute Values: Address Type 

The properties of an attribute can be viewed in the Attributes window 
(GL05): 

 Select Common | Attributes and Relations | Attribute values. 

 Select  ‘ADDRTYPE’ from the dropdown list and press Find or F7. 
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Attr.value Length of Attribute value is determined by the 
‘Len’ field in the attribute properties. 

Description Text description of the attribute value, max 
255 characters. 

Owner Valid values for the attribute which owns this 
attribute via a direct relations. 

Value Statistical value field. 

Per from/to The period for which the attribute is active. 

Status The status of the attribute value. Valid values 
are: 

N Normal (available for use). 
P Parked (temporarily unavailable). 

C Closed (unavailable, but can be made 
available again). 

T Terminated (unavailable, cannot be made 
available again). 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.4: Create a new address 
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3 – Relations 

The Relation tab is used to stored additional information about the 
resource, this information can be used in reporting, organisational 
information, benefits and rates linked to a resource. 

 

Relation values can have dates attached in order for historical information 
to be stored.   

 

Both relations should have a status of ‘N – Active’ indicating that they are 
valid, while the dates indicate the periods for which they are valid. 
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Relation Folders 

The relations are grouped into folders, each folder containing relations 
which are relevant to the folder description, for example, Pension, Health 
and Life Insurance information is held in the Benefits folder. 

 

These folders are determined by the values of an attribute called ‘RELGRP – 
Relation Group’.  

 Select Common | Attributes and Relations | Attribute Values 

 Select ‘RELGRP’ from the dropdown list and press Find or F7. 

 

You can add additional folders by creating new attribute values for this 
attribute. 
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Relations 

The relations displayed in this window are attributes which are linked to the 
‘RESNO – Resource Number’ attribute via an indirect relation. 

 Select Common | Attributes and Relations | Relations | Relations. 

 Select ‘RESNO’ from the dropdown list and press Find or F7: 

 

Relation The attribute linked to the Resource Number via an 
indirect relation. 

Flag A – Only attribute values can be entered when 
linking the attribute values. 

W – Wild Card values can be entered when linking 
the attribute values. 

Description Description of the related attribute. 

Units Rate Description as defined in the attribute values 
window. 

Sort Use this to decide on the order the relations are 
displayed in the resource relations tab. 

Req This controls whether the relation value is required. 
Valid values are: 

M - Mandatory. Relation value must be filled in. 
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V - Voluntary. A value may be entered but is not 
necessary. 
 
O - Relation is not shown.  

Dup States whether the attribute value can be linked to 
multiple relation values. 

% The attributes value may be distributed percentage 
wise. 

Period 
Type 

Select ‘PR’ period type to record a date from / to for 
relation values, select ‘N’ if there is no need to 
record a history. 

Rel Group If left blank, the relation will be held in the 
‘Common’ folder. Otherwise, select the folder the 
relation should be held in. 

Mod Specifies the modules in which you see the 
relations. This field may be left blank. Valid values 
are: 

TS - Project Costing and Billing. 

PR – Payroll. 

PS - Human Resources / Personnel. 

TT - Expense Ledger. 

HS - Human Resources, Payroll and Expense 
Ledger. 
 
(blank) - Available to all modules. 
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Create a New Resource Relation 

 Select Common | Attributes and Relations | Relations | Relations. 

 Select ‘RESNO’ from the drop down menu and press Find or F7. 

 Click ‘Edit’ on the toolbar and select ‘Insert Row’: 

 

 Save / F12. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.5: Relations. 
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4 – Payroll 

The Payroll tab is used to hold information such as Bank Details and 
Payments: 

 

All of the fields in this tab are used when processing payroll. The Pay 
Status is used to indicate which resources are included in payment 
proposals and can be set to active even when the Status on tab 1 –
Resource is ‘Closed’. 

The right hand side of the window displays Rate information which is set up 
using the ‘Rates’ tool on the resource master file. Setting up rates is 
covered in the Payroll Basics Training Course.  
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Rates 

Rates are entered for a resource using the Rates tool on the resource 
master file. To enter a rate for a resource such as Annual Salary, Pension 
Contribution or Car Payment: 

 Click the ‘Rates’ tool: 

 

 In the Rates window, enter a value for Mileage Allowance for the 
resource. 

 Click ‘Edit’ and select ‘Insert Row’: 

 

Press  or F12 to save the rate and close the ‘Rates’ window. 

Press  or F12 to save the changes to the resource record. 

 

When you open the Payroll tab, you will see the new rate, as shown below: 
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Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.6: Payroll Information. 
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5 – Employment 

The Employment tab is used to enter details about an employee’s job. It is 
not used in all organisations; however it can be used to hold details 
including the job title, type of job, pay scale and pay step: 

 

The window shows the details of the current position that the resource has 
been assigned to. Resources can have multiple positions and also build up 
a career history of positions as the move jobs within the organisation. This 
information is stored in the summary rows at the bottom of the window.  

When entering a new record in the employment tab, or making changes to 
records in the employment tab, it is necessary to keep your changes as 
well as saving them.  

This is done by pressing the keep button on the toolbar  or F11, then 
 or F12 to save. 
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Position 

The position field is a dropdown list containing attribute values. These 
attribute values are Positions (POSNO) which are set up in the ‘Position 
Register’ window in the payroll menu of Agresso Human Resources. This is 
covered in the Session 6 of this training course.  

When a position is selected from the list, the description of the position is 
presented in text beside the field. The default information which has been 
set up in the Position Register will be carried into the record. This 
information includes: 

• Position Code. 

• Hours. 

• Position Type. 

• Pay Scale. 

• Pay Step. 

• Date from. 

Position Code 

Position Codes are a way of grouping position together for example into 
groups of Administrators, Technical Workers and Support Staff.  

Hours 

This field can be used in one of two ways: 

1. To hold hours worked for a position, for example, 37.5 or 20. 

2. To hold the Full Time Equivalent for a position, this is a percentage 
value, for example, 100 or 50.  

Work Schedule 

Select the work schedule for the position, this holds the hours worked on 
each day of the week. 

Status 

Enter the status of the position record. 

Date From / Date To 

These fields are used to indicate the period for which this person performed 
the position. Date To should be set up 31/12/2099 for current positions.  
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Main Position 

This should always be ticked against one position. It is used to indicate the 
main position for those with multiple positions or those who have built up a 
career history having changed position or position details over time.  

 

There are a number of other fields in this window which are used to 
manage position information. These fields are covered in Session 7 – 
Linking Resources to Positions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.7: Employment 
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Changing Positions 

Throughout a person’s career with an organisation, a resource is likely to 
change jobs, hours or department. You can use the Employment tab to 
store an accurate record of this history.  

In the window below, Paul Hagan is currently an Engineer, working 40 
Hours per week in Bristol:  

 

On 07/06/2011 he changed jobs to ‘Payroll Manager’; the way in which the 
Employment window is updated is shown below: 

  Open the Employment Tab for Paul Hagan. 

 Enter 06/06/2011 into the Engineer Position record to indicate the 
date on which he finished working in this position: 

 

Keep this change by pressing the keep button on the toolbar  
or F11. 
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The Employment tab is now empty and the previous position is shown in 
the row at the bottom of the window. 

 Select the new position from the dropdown list and fill in the 
additional information required: 

 

Press  or F12 to save. 
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Viewing the Career History 

When saved, the resource master file will clear itself. In order to see the 
new position in the Employment tab and view the career history: 

 Open the Employment tab for Paul Hagan: 

 

The most recent position is displayed. To view his career history: 

 Click on Paul Hagan’s ResID (1005) as shown below: 

 

Press  or F7 to search. 
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The above window shows additional rows containing the career history of a 
resource.  

You notice that the details shown on the employment tab are those of the 
current position and the row shows only a summary of the position. In 
order to see the details of previous positions, use the Change Row button. 

Click on the row you wish to view and click . The details of the position 
will be displayed: 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.8: Making Changes to the Employment window.  
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Position Relations 

When a position is created in the Position Register, the information for that 
position, such as Hours, Pay Scale and Pay Step is carried through to the 
Employment tab when the position is assigned to a resource.  

As well as the information mentioned above, Position Relations are also 
carried through. Setting up and maintaining position relations is covered in 
Session 6, however in this session we will have a look at how to view 
position relations in the Employment tab of the resource master file.  

 Select Agresso Human Resources | Human Resources | Personnel 
Registration | Personnel. 

 Search for Paul Hagan (ResID: 1005): 

 Click on tab 5 – Employment: 

 

Double click on the position summary row to open the Position 
Relations (also called Employment Relations): 

 

Press  or F11 to close this window. 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.9: Employment Relations  
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6 – Personnel 

The Personnel tab is used to stored additional information about a 
resource, such as, Citizenship, Gender and Martial Status: 

 

Language The language spoken by the resource. 

Citizenship The resource’s citizenship. Valid Countries are defined in 
ABW System Administration. 

Sex The resources Gender. Valid values are Male, Female, 
Transgender. 

Mar. Status Marital Status. 

Cust ID If the resource is currently working at a customer site, 
the customer ID can be entered here. 

Hourly Paid Used to transfer salary information to PCB. 
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The middle columns contain eight attributes whose description and 
attribute values can be configured according to the requirements of your 
organisation.  

Configuring Codes 1-8 

To update these attributes, open the Attributes window: 

 Select Agresso Common | Attributes and Relations | Attributes.  

 Enter ‘C*’ into the search bar and press  or F7 to search: 

 

The attributes CI – CP are used in the Personnel tab to hold any 
information required by the organisation. They can be renamed from 
‘CODEX’ to another name and the attribute values can be set up to reflect 
the information which is to be captured.  

For example, if we rename the attribute as follows: 

 ID Attribute Description 

Old  CL CODE4 Employee Code 4 

New CL DISABILITY Disabled Status 

 

Press  or F12 to save. 

When the Personnel tab is opened, the field is now labelled with the new 
attribute name: 
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The attribute values can now be updated to reflect the information to be 
captured in this field. 

 Select Agresso Common | Attributes and Relations | Attribute 
Values. 

 Select ‘DISABILITY’ from the dropdown menu. 

 Enter the new attribute values as shown below: 

 

Press  or F12 to save. 

The new attribute values are now available to select in the Personnel tab of 
the resource masterfile: 
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Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.10: Personnel: Updating Employee Codes 1-8.  
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Number / Date Fields / Check Boxes / Free Text 

There are a number of fields in the third column of this tab which can be 
relabelled according to what the organisation would like to use them for:  

 

The fields in the table below can be renamed using ‘User Defined 
Texts/titles’ in the Settings menu of Agresso: 

Free Text RoomNo 

Check Boxes Resource Flag1 (currently renamed to ‘Disability (Y/N)’). 

Resource Flag2. 

Numeric 
Fields 

Grad. Year 

Pay year 

Retirement age 

Date Fields Start Date. 

Resource Date1 (currently renamed ‘Probation date’). 

Resource Date2 (currently renamed ‘Last appraisal’). 

Resource Date3. 

Prob. Period. 

Drop Down Term reason (Attribute: CH/TERMR/Term Reason). 
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7 – Memo 

The Memo tab is used to enter memos / free text notes about the resource. 
To create a new memo: 

 Select Agresso Human Resources | Human Resources | Personnel 
Registration | Personnel. 

 Search for Paul Hagan (ResID: 1005). 

 Click on tab 7 – Memo. 

Enter the following memo:  

Description: Previous Employee – no continuity of service: 

 

Press  or F12 to save. 
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Resource Tools 

The resource information which you initially enter via the Personnel window 
(and which is saved into the Resource master file) can be extended using 
various options on the Tools menu when the Personnel window is 
displayed. 

The additional resource information that you can enter includes: 

• Fixed P&Ds. 

• Rates and new rates. 

• Balances. 

• Cost Distribution. 

• Next of kin. 

• Supplier information. 

• Competence. 

• Applicant information. 

To display the Tools menu in the Personnel window: 

  Select Tools when the Personnel window is displayed: 

 

 

 
 Used with Payroll 

 Used with Payroll 

 Used with Payroll 

 Used with Payroll 

 Used with Payroll 

 Used with Payroll and accounting 

 Used with Human Resources (resource information) 

 Used with Payroll supplier information 

 Used with Human Resources (resource information) 

 Used with Human Resources (resource information) 
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Next of Kin 

You can use the Next of kin window when you are entering resource 
information in the Personnel window to enter and enquire about a 
resource’s next of kin. 

1. Open Resource master file for resource ID 1000. 

2. Display the Next of Kin window: 

 Select Tools | Next of kin: 

 

3. Select Insert row or Alt + F2 and enter the next of kin details: 

• Name – Sarah Green. 

• Code – Wife. 

• Address – as employee. 

• Birthdate – Next of kin’s birth date e.g. 10.08.1972. 

• Tel private – private contact number e.g. 07801 302524. 

• Tel job – work contact numbers e.g. 01793 123765. 

• Pri – order priority for each next of kin e.g. 1. 

 

4. Save the details and close the window. 

5. Save Personnel record. 
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Competence Information 

You can use the Personnel (Competence) window when you are entering 
resource information in the Personnel window to enter, maintain, and 
enquire about competence information which is connected to the resource. 

 

Display the Personnel window: 

From the Personnel window with details for resource id 1001 displayed, 
select Tools | Competence 

If the employee has not had competence details registered previously the 
following message will appear: 

 

 Click Yes to clear the message and open the data entry window: 

 

Each competence type will have its own tab.  The fields on the window may 
differ depending on the competence type that is being viewed. 

You can now use the available fields to enter and maintain competence 
information about the resource (the fields vary according to the 
competence type). 

 Select the Edqual (Education/Qualifications) tab. 

 Enter BA in Edqual. 

 Enter Business Studies in Subject. 

 Enter 1994 in Year Attained. 

 Save and close the windows. 
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Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.11: Personnel: Tools. 
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Employee Self Service 

During this session you have created a new employee record via the Smart 
Client interface of Agresso. It is also possible to create a new resource and 
enter resource information via the Self Service interface of Agresso.  

 Open Agresso Self Service and log in using the following details: 

  Username: SYSTEM 

Client:  A3 

Password: SYSTEM 

Select Personnel | Personnel |Personnel 

 

 

 

 

 

 

 

’ Look up’: Possible to search for master files records (by Type ahead) 
where you see the magnifying glass. 

New and Copy functionality: When ’New’ is pressed, the field below Look 
up is activated and user can enter new value (or if Autonumbering is 
activated, can start entering the new record).  Copy works in the same way 
as the current process in smart client for ’copying’ a record and using this 
as a template for another.  Note - ’Copy’ is deactivated in Tools menu – 
only activated when a record is visible in window. 

 

HS_NAME – Applying Name Save to multiple windows 

You can now enter a number before the name details in the HS_NAME 
parameter and it will drive where the name save applies.  There are four 
options 1, 2, 3 and 4. 
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If there are more than 4 fields (including the Name field) in the Name 
section, the fields will be shown in two columns. The same feature applies 
for the Name details section.  The Name field on the top in the left column 
is hidden by default, but can be visible by means of Window options. It is 
not possible any longer to enter the complete name in this field because it 
is a read only field.  The Name details section is minimized by default.  If 
the numeric value in the beginning of the Value field in HS_NAME is 
omitted, Agresso will show the Name section according to value 1.  In 
Smart client, the name functionality works as before. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.12: Employee Self Service: New Resource.  
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Maintaining Resources in Self Service 

Most of the functionality in Agresso Smart Client is available in Self 
Service, however not all. It is possible to update all the windows in the 
resource masterfile with the exception of Rates and Balances which must 
be maintained via the Smart Client Interface. The information which cannot 
be updated can be viewed in Self Service 

Maintaining Resource Relations 

The Relations window in Self Service has a Create History button, this is 
used to change the value of a relation and maintain a history of the 
previous value(s) with dates. 

 In Agresso Self Service select Personnel | Personnel | Personnel. 

 Search for Paul Hagan and open tab 3- Relations. 

 

NOTE: Only the current relations are listed, the relation history is not 
shown. To view the relation history, select ‘Show Relation History’ and 
click ‘Load’. 

When a relation changes, click ‘Create History’ next to the Cost 
Centre relation and enter the new Cost Centre: 

 

  Click OK to keep the changes. 

Click Save to save the changes made to the resource master file. 
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Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.13: Employee Self Service: Maintaining Relations  

 

Maintaining Positions  

When an employee changes positions, update the position window using 
the ‘Create History’ button: 

 In Agresso Self Service select Personnel | Personnel | Personnel. 

 Search for Paul Hagan and open tab 5 – Employment. 

 

Click ‘Create History’; enter the new position and the date on 
which the employee moved to this position: 

 

Click OK to keep the changes, make any changes required to the 
details of the position: 
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Click Save to save the changes made to the resource master file.  

Notice that there are now two positions which have ‘Main Contract’ ticked, 
this is correct as the Payroll Manager position was previously the 
employee’s main contract: 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.14: Employee Self Service: Maintaining Positions 
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Making an Employee a Leaver 

When an employee leaves, the resource masterfile should be updated to 
reflect this information. This can be done in Self Service or in Smart Client.  

Open the Resource master file in Self Service: 

 In Agresso Self Service select Personnel | Personnel | Personnel. 

 Search for Paul Hagan (ResID: 1005). 

The ‘Date To’ is used to indicate the date on which the 
employment ceased and the ‘termination Reason’ is used to 
indicate why the employee has left.  

 Fill in both fields in tab 1 – Resource: 

 

Click Save to save the changes to the resource master file. 

NOTE: If using Agresso Payroll, it is also necessary to change the ‘Pay 
Status’ of the employee, this should not be done until the final payroll for 
this employee has been processed. Other requirements for processing 
leavers in payroll are outlined in the Payroll Basics Course.  

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.15: Employee Self Service: Leavers 
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My Employment 

My Employment is a menu option in Self Service which gives users access 
to their own personnel information and a number of other windows which 
are commonly used by employees. 

 Log into Self Service using the SYSTEM user account: 

  Username: SYSTEM 

  Client:  A3 

  Password: SYSTEM 

The SYSTEM user is connected to the resource ‘Andrew Markham’, 
therefore we will see Andrew’s personnel information in this window. 

My Employment is listed in the Self Service Menu: 

   

Click on ‘My personnel information’ to display the resource master file 
with Andrew’s record: 
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Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.16: Employee Self Service: My Employment 
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Organisational Charts 

Organisational charts can be set up in Agresso for you to view your 
organisational structure. These charts are very flexible for the following 
reasons: 

• You can set up multiple charts using lots of different information 
and circumstances. 

• You can base charts on attributes, relations, information in flexi 
fields, information in browser reports and information in trees. 

• You can use the organisational chart in workflow distribution rules. 

 

Chart Setup 

Organisational charts are set up in the Chart Setup window: 

  Select Agresso Human Resources | Human Resources | Common 
Set up | Organisation Chart | Chart Setup: 

 

Chart Definition 

Chart Setup Enter the name of the chart.  

Description Enter a description of the chart. 

Date from / to Valid from / to dates. 

Status Status of chart – Active, Closed, Parked. 
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Attribute Attribute to be used in the chart, Resource is 
selected by default. 

Browser template 
module 

Module that contains the browser template the 
chart will be based on (can be blank). 

Browser Template Name of Browser template to be used (can be 
blank). 

Tree Name of tree to be used (can be blank). 

 

To demonstrate the charts, we will set up an organisational chart as 
follows: 

Department  (Attribute) 

 

Cost Centre  (Relation) 

 

Resource  (Relation) 

 Enter this information into the Chart setup section of the window: 

 

 Click ‘Validate Chart Setup’ to make sure there are no errors. 

Save the chart by clicking Save or pressing F12. 
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Preview the Chart 

To view the chart, select the tool labelled ‘Chart Preview’ and click 
‘Generate Chart’. Drill down to view the different levels in the 
organisational chart. 

 

Organisational Charts can also be created in Agresso Self Service: 

  Select Personnel | Organisation Chart | Chart Setup. 

 

Generate Chart 

This server process is used to export the organisation chart into a flat file 
so it can be used outside of Agresso.  

The flat file will be saved in the Agresso Export folder. 

 



UNIT4 Training Services  Session 3: Resource Masterfile 

 

82  Version 561.1 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Personnel Search 

The Personnel Search window allows you to search for resources using your 
new organisation chart. In order for this to work, you must first set up and 
switch on the HS_ORG_CHART parameter. 

In the Agresso Setting menu: 

  Select System Administration | System Setup | System 
Parameters | System Parameters: 

 

 Enter the name of your organisation chart, switch on the 
parameter and save the changes. The changes will be applied the 
next time you log into Agresso. 

To use the Personnel Search: 

  Select Agresso Human Resources | Human Resources | Personnel 
Registration | Personnel Search. 

 Drill down to locate an employee or search using the search fields 

A summary of the resource record is shown on the right hand side of the 
window: 

 

 

The Personnel Search is also available in Self Service.
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Session 4 
Setting up Flexi-Fields 
 
This session introduces you to working with flexi fields in Agresso and 
covers: 

• An overview of flexi fields and tabs. 

• Setting up a new flexi field group. 

• Linking the flexi field group to an attribute / creating a new tab. 

• Granting access to the new tab. 

• Advanced flexi field set up including 

o Validation. 

o Default Values. 

o Related Attributes. 

o User defined help. 

o Flexi Field layout in Self Service. 

o Flexi Field enquiry. 

By the end of this session you should have a firm understanding of how 
you can use flexi-fields in Agresso. 

Key learning points: 

Understanding what flexi fields and tabs are. 

Understanding how to set up a new flexi field and edit an existing 
flexi field group. 

Understanding how to link flexi-fields to a master file attribute and 
create a new tab. 

Understanding how grant access to the new flexi-field. 

Understanding advanced flexi field group set up. 
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Flexi-fields Overview 

Flexi Fields are user defined windows which can be linked to an attribute 
masterfile in order to capture or display information. The flexi fields are 
displayed in additional user defined tabs. 

The tab is designed to hold one or more flexi field groups; each flexi field 
group forms a section on a tab. In the example shown below, the tab 
‘Employee Relations’ has two flexi field groups – Grievance and 
Disciplinary: 

 

There are three types of flexi field groups or sections which can be defined 
in Agresso: 

1.  Flexi Field Group – display fields for data entry: 

a. Table formatted section (see Disciplinary above). 

b. Field formatted section (see Grievance above). 

2.  Browser Template – display a browser template. 

3.  Existing Table – display an existing table or view. 

 

The flexi field groups can be linked to one or more attribute master files 
and arranged into tabs. Each tab will hold up to nine flexi field groups. 
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Flexi-field Group Definition 

Flexi field groups are defined in the Settings menu of Agresso Smart Client. 

 Select System Administration | System Setup | Flexi Field Group 
Definition | Flexi Field Group Definition: 

 

This window is used to define the sections which will then be arranged onto 
tabs and linked to an attribute master file: 

Flexi Field Group Name of the Flexi Field Group, max 22 
characters. 

Description Description of the Flexi Field Group, max 
255 characters. 

Type Browser Template. 

Existing Table. 

Flexi Field Group. 

Table Name  / 
Template Name 

The contents of this field depends on the 
type of Flexi Field: 

Browser template — the field requires a 
valid browser template name (selectable 
from list).  

Existing table — the field requires a valid 
table name.  

Flexi-field group — the system will 
generate a table name based on the 
name you have given the flexi-field 
group 

View Format Select the way in which the fields will be 
displayed: 

Fields — Single field layout. The fields 
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will be displayed one per row. Use the 
window Flexi-field layout design to 
enhance the layout.  

Table — Table layout. The fields are 
displayed as table columns.  

Use Table format when you need to 
record multiple records, for example, 
appraisals or disciplinary. Use Fields 
when there is no need for multiple 
records, for example, Diversity 
information. 

Status Active or Closed. 

The table section of the Flexi Field Group Definition window contains the 
fields which will be displayed for data capture, or to present information to 
a user when using a browser or a table type of flexi field group. 

To demonstrate the use of these fields create a new flexi field which will be 
used to capture employee appraisal information. The Flexi Field group is 
called HRAPPRAISE - ‘Performance Appraisals’ and is in table format. 

 

As mentioned above, creating a new flexi field group which is used to 
capture data will create a new table in the Agresso database. The name of 
the new table is displayed in the ‘Table Name’ field, for example, 
afxhrappraisal. The naming convention is ‘afxffgname’. The fields set up in 
the table section of the window will form the columns of the new table. 

Title Name of the column or field 

Multilingual Indicates if this is a multilingual title. 

Column The column name is derived from the ‘Title’ and can be 
edited if necessary. 

Data The data type of the field, options are: 
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Text – upper and lower case characters are allowed.  

Integer – whole numbers. 

Float - numbers with decimals.  

Date – the format from the local computer settings is 
used. 

Amount.  

Period – select a valid Period Type from the list. 

Check-box.  

Attribute – attribute values are displayed as a dropdown 
list, select an attribute from the list. 

Related attribute – Add a field which is related to another 
attribute in the flexi field and use this relation to restrict 
the values presented in the dropdown list. 

Attribute Only available for Attribute data types. 

Select the attribute whose values will be displayed in a 
drop down menu for this field and selected for data 
capture.  

Relation Only available for Attribute data types. 

Display 
format 

Choose whether the attribute value descriptions or codes 
are displayed in the drop down menu. 

Field Width The size of the field displayed. 

Data 
Length 

The number of characters / digits that will be stored in 
the database. 

Mandatory Indicates the field must be completed. 

Hide Select to hide the field so is it not displayed. 

Sum Applies to table format only. 

Used with Integer, Float and Amount fields and should be 
ticked to sum the numbers in the field, calculation shown 
at the bottom of the Flexi Field group table. 

Read Only  Check to make the field read only. 
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Validation This will be checked if validation has been defined for the 
field. 

Default This will be checked if a default value has been defined 
for the field. 

Value Look 
up 

Available for attribute type fields only. 

Enter the name of a browser template and use it to 
provide valid attribute values as a basis for the value 
lookup. 

The Appraisal Flexi Field group has four fields and is shown below: 

 

 

 

 

 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 4.1: Create a new flexi field group. 
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Link Flexi-Field Group to Attribute Master File 

Once set up the flexi field group can be linked to an attribute master file. 
This is performed in the Link Flexi Field Group to Attribute window: 

 Select System Administration | System Setup | Flexi Field Group 
Definition | Flexi Field Group Definition. 

 Select Link flexi-field group to attribute from the toolbar: 

 

Select the attribute which this flexi field group will be linked to, 
that is, Resource Number (Resno) and press Tab: 

 

This window is used to define the tabs which hold Flexi Field groups by 
linking each flexi field group to a tab on the attribute master file. 

 

To link the HRAPPRAISE flexi field group to the resource number attribute: 

Flexi Field Group Select the Flexi Field group from the dropdown 
list. 

Description This will display the description of the 
HRAPPRAISE Flexi field group. 

Data Table Displays the name of the database table. 

Tab A sequence number for the display order of the 
tabs. Note that all tabs will be displayed after the 
existing tabs in the window. 

Multilingual title Indicates if the title is multilingual. 

Section A sequence number for the display order of the 



UNIT4 Training Services  Session 4: Setting up Flexi-Fields 

 

90  Version 561.1 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

flexi field groups on the tab. Only relevant when 
adding multiple flexi field groups to one tab. 

Section Name Name that appears above the section on the tab. 
Derived from the name of the Flexi field group 
but can be changed. 

Multilingual title Indicates if the section title is multilingual. 

Mandatory Indicates if the section is mandatory. 

Status Status of the row, valid values are Active and 
Closed. 

The window below shows the tab set up for the HRAPPRAISE flexi field 
group, the tab will be labelled ‘Reviews’ and the section will be labelled 
‘Performance Appraisals’.  

  

 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 4.2: Link Flexi Field Group to Attribute 
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Menu Access to New Tab 

When a new tab is created, users will not have access to it and it is 
necessary to give the users access via Menu based access.  

Grant menu based access to the new flexi-field definition tab: 

 AGRESSO Settings | System Administration | Users and access | 
Menu-based access . 

Open the menu structure for Human Resources l Human 
Resources l Personnel Registration l Personnel | Tabs. 

Give your user access to the ‘Reviews’ tab 

Save and close the window and select ‘Yes’ when prompted 
whether you wish to update your menu 

NOTE: This should be done for Smart Client and Self Service. 

Open the resource masterfile and view the new tab: 

 AGRESSO Human Resources | Human Resources | Personnel 
Registration | Personnel. 

 Search for Andrew Markham, ResID: 1000. 

 Click on tab 8 – Reviews: 

 

 Enter the following details into the Flexi Field: 

 

Click Save or F12. 
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Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 4.3: Menu Access to New Tab 
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Summary of Creating a New Flexi Field 

There are three parts to creating a new flexi field group which should be 
remembered: 

1.  Create the flexi field group. 

2.  Link the flexi field group to an attribute. 

3.  Allow access to the tab. 
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Advanced Flexi Field Setup 

This section covers more advanced flexi field group setup, such as setting 
up default values for fields, validation and designing the way in which the 
flexi field is displayed in Self Service. 

Default Value 

For data capture flexi field groups, it is possible to set a default value for a 
field which will be displayed when a person enters information into the flexi 
field in Smart Client and/or Self Service. 

This is configured in the Flexi Field Group Definition window: 

 Select System Administration | System Setup | Flexi Field Group 
Definition | Flexi Field Group Definition. 

 Click on the field which the default value is to be set up for, then 
select ‘Default Value’ in the toolbar: 

 

The Default value window is shown, enter a valid default value for 
the field. Enter a static value or use macros to add intelligence to 
the field. For example, use ‘$TODAY’ to make the date default to 
today’s date. 
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Below is a list of commonly used macros which can be used to enhance the 
functionality of the flexi field. A full list can be found in Agresso Help. 

Macro Description  
$resource_id Current user’s resource ID. 
$today Current date. 

Format YYYYMMDD 00:00:00 
$today(+/-n) Add or subtract n days from today's date. 

Format YYYYMMDD 00:00:00 
$user_id Current user’s user ID. 
$year Current year. 

Format YYYY. 
$year(+/-n) Add or subtract n years from current year, for 

example $year(+1). 
Format YYYY. 

Click OK, the Save or F12 to save the changes to the flexi field. 

 

To confirm the default value has been set up and is working, open the 
‘Reviews’ tab on the resource master file to see the date default to today’s 
date: 

 Select Agresso Human Resources | Human Resources | Personnel 
Registration | Personnel. 

 Search for Andrew Markham (ResID: 1000). 

 Click on tab 8 – Reviews. 
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Validation  

Validation can be set up on the fields in a flexi field group. The type of 
validation depends on the type of field you are building validation for: 

Date Define a valid date range 

Text Create user defined values which will be displayed for 
selection 

Attributes Define attribute value restrictions 

Number Define a numeric range 

This is configured in the Flexi Field Group Definition window: 

 Select System Administration | System Setup | Flexi Field Group 
Definition | Flexi Field Group Definition. 

 Click on the field which the validation is to be set up for, then 
select ‘Flexi Field Validation in the toolbar: 

 

The validation window is shown for the ‘Score’ field. The validation will 
ensure only numbers between 0 and 100 can be entered into this field: 
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Click Apply. 

Click Save or F12 to save the changes made to the Flexi Field 
Group. 

 

To check the validation rules are in place, open the Reviews tab and enter 
a number greater than 100 into the ‘Score’ field: 

 Select Agresso Human Resources | Human Resources | Personnel 
Registration | Personnel. 

 Search for Andrew Markham (ResID: 1000). 

 Click on tab 8 – Reviews. 

When a number greater than 100 is entered, the following message is 
displayed: 



UNIT4 Training Services  Session 4: Setting up Flexi-Fields 

 

98  Version 561.1 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Flexi Field Layout Design 

There is a menu option in Agresso Common providing a set of tools which 
can be used to manage the flexi fields.  

 

In this menu folder, there is a menu item for ‘Link flexi field group to 
attribute’ window, which we previously accessed via the Flexi Field group 
definition window. 

The ‘Flexi Field Layout Design’ window is used to design the way in which 
Flexi fields are presented in Self Service. 

Use this window to: 

• Re-order and arrange (over, under, side-by-side) sections on a tab. 

• Set the section width. 

• Set number of fields to be displayed per row. 

• Select display options for attribute fields. 

• Add extra information (to the user) about a section.  

 

To demonstrate this change the ‘Reviews’ flexi field group to field format, 
rather than table format: 

 Select System Administration | System Setup | Flexi Field Group 
Definition | Flexi Field Group Definition. 

 Select ‘HRAPPRAISAL’ from the dropdown list. 

Change the View Format from ‘table’ to ‘Fields’. 
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Press Save or F12 to save the changes. 

 

Open the Flexi Field Layout Design window: 

 Select Agresso Common | Flexi Fields | Flexi-field layout design: 

 

  

Attribute ID Select the attribute the Flexi Field group is 
connected to 

General 
Information 

This window is also used to design online forms 
in Agresso. If the attribute is a form attribute 
this can be used to provide general information 
about the form for the user 

Status Active or Draft. Set status to draft while 
designing the window, once changed to active, 
the settings will be applied. 

Flexi Field Group  

Tab Name Select the tab you are designing, all the tabs 
which have been defined in the ‘Link Flexi field 
group to attribute’ window will be listed. 

Description In this table, there will be one row for every 
section on a tab.  

This field shows the Section name, section 
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names have already been defined in the ‘Link 
Flexi field group to attribute’ window. 

Flexi Field Group The name of the Flexi Field group which forms 
this section. 

Fields per row The max number of fields which can sit side by 
side in the window, for example, when set to 
‘1’, only one field will be displayed per row: 

 

Section Size Define the width of the field. 

Placement The placement of the section in relation to other 
sections on the tab. The first section is always 
‘Top’. Other sections can be set to: 

• Below Previous. 

• Right of Previous. 

Section 
Information 

Additional information about the section. Will be 
displayed in a separate information box above 
the first field in the section. 

Move up / down These buttons are used to control the sequence 
number of the sections and will override the 
sequence set up in ‘Link Flexi field group to 
attribute’. 

Flexi Field Group Definition 

This table shows the fields in the current section. It is mainly read only and 
the only part setting which can be amended is the Display Type for field 
with ‘Attribute’ as the data type:  

Title Name of the field 
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Data type Type of field 

Field width Max no of characters which will be stored in the 
database 

Display Type The display type can be changed for attribute 
field only. Valid values are: 

• Dropdown list, which will display the valid 
values in a selectable list.  

• Type ahead, which require that the user 
types something in the field. As a response, 
valid values, with matching characters, will 
be made available for selection.  

• Text box. A Textbox will provide default 
"lookup" functionality for the user. 

Open the tab in Self Service to see the new settings: 

 Select Personnel | Personnel | Personnel. 

 Search for Andrew Markham (ResID: 1000). 

 Click on ‘Reviews’. 
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Flexi Field Links Enquiry 

The Flexi field enquiry is used to enquire about flexi fields and their 
connected attributes: 

 Select Agresso Common | Flexi Fields | Flexi Field Links Enquiry: 

 

 

Maintenance of Flexi Field Values 

This enquiry is used to view all the information which is stored in the Flexi 
field table created in the database when the flexi field group was created. 

 Select Agresso Common | Flexi Fields | Flexi Field Links Enquiry. 

Select the Performance Review Flexi Field group from the drop 
down menu and select the attribute which the flexi field group is 
connected to, in this case, RESNO. Click Search or F7: 

 

You can see in the above window shot that the record we entered for 
Andrew Markham is stored in the table. 

Close the window. 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 4.4: Advanced Flexi Field Group Setup. 
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Session 5 
Performing Enquiries 
 

This session introduces you to some of the enquiries that you can run to 
find and display information about resources in Agresso. It covers: 

• Performing a simple browser enquiry. 

• Using search criteria, prompts, and macros. 

• Adding relations to an enquiry. 

• Using mail merge. 

By the end of this session you should have a firm understanding of how to 
run enquiries on resource information. 

 

Key learning points: 

Understanding types of resource enquiry. 

Understanding how to run and refine resource enquiries. 
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Overview of Enquiries and Browsers 

You can use the Agresso enquiry and browser function to search employee 
files for resources that fulfil specific criteria, and then print your results 
with your own layout.  

You can you use the browser when you want to: 

• Search for resource relations or values. 

• Search for other specific information. 

Utilising the different standard reports within Human Resources, it is 
possible to produce highly detailed reports on employee information by 
enquiring on particular relation or personnel information, and then 
producing a standard letter to reflect any of that information. 

 

NOTE: There are more detailed courses available on how you can run 
enquiries and produce reports from Agresso. 
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Performing a simple browser enquiry 

The enquiry is suitable for a simple search that does not require the same 
level of information as the Browser searches. 

1. Display the Personnel enquiries window: 

 Select AGRESSO Human Resources | Human Resources |  
Personnel registration | Personnel enquiries. 

2. Remove the grey search bar from the table field: 

 Select Tools | Setup: 

 

3. Display the Enquiry setup window to select the values that you want 
to display when you run the enquiry: 

 Press F7: 

 

4. Enter the search criteria as required, for example a date range to 
capture starters who have joined since 01/01/2000.  Enter 
01/01/2000 in the From field against date from and 31/12/2099 in 
the To column against date from. 

5. Uncheck the show column against Address and Town. 
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6. You can add relations to some standard enquiry, Enquiry setup 
windows, and Personnel enquiries is an example: 

 Click on an attribute with relations defined e.g. ResID. 

 Click on the Relation button.  

 

 Double click on the required relation to select it e.g. COSTC. 

 

NOTE: Only 1 relation can be added to an enquiry. 

7. Click OK to perform the enquiry and display the results, for example: 

 

8. Drill down to display detailed information about a particular 
resource: 
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 Highlight a resource in the results. 

 Select Tools | Zoom (or press Alt+F6) or double click. 

   For example: 

 

9. Close the zoom window to return to the enquiry results. 

10.  You can save the enquiry as a template which can be available on 
the Self Service application: 

 Go back to the Enquiry setup by pressing ‘F7’. 

 Click Save to save the enquiry as a template. 

Enter the template information, for example: 

 

 Click OK to save the template. 
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Using Browser 

You can use the ABW Browser function to search for resources that fulfil 
specific criteria. This can be used when searching for resource relations or 
values. 

Setup 

1. Open Browser 

 Select AGRESSO Human Resources | Human Resources |  
Personnel registration | Personnel. 

Right Click on Personnel: 

 

 Select Open Browser. 

2. From the Browser you can select what additional information is to be 
viewed or used as search criteria by choosing the field or function 
from the lists: 
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• By selecting the Add field, Add relation or Expand base you can add 
additional information into the Browser search. 

• The Field and Relation facility provide standard resource information 
that can be viewed, however if you use the Expand base command 
you can add wider information related to the Resource (depends on 
Data Model set up). 

 

NOTE: 

• To sort this information you can enter the relevant sort factor in 
Sort. 

• If you want to search for specific criteria, you can then use SearchC 
to enter the search fields. 
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Adding Fields 

1. You add resource additional information to an enquiry.  To include 
additional information in your enquiry results: 

 Right click on any data line, select Add field: 

 

 Select Date From. 

Adding relations 

2. You can add relations to an enquiry to include relations information 
in your enquiry results: 

 Right click on a data line which has relations, for example ResID. 

 Select the Add relation option to display a Choose relation 
window: 
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 Click on the relation that you want to report, in this case Costc 
and select OK.  On selection the relation will appear under column 
name.  

Displaying Data 

3. Highlight a row of data and using the arrows icon , one at a time 
move the rows so that they appear as below (this determines how 
your results columns will appear as – left to right):  

 

4. Enter a 1 in the sort column against ResID.  

SearchC 

5. Using SearchC and prompts within a Browser enquiry: 

 Select the SearchC tab and right click the mouse button, and 
select Add field. 

You can select from the standard resource criteria and the 
additional information entered in the Setup tab. 

• Select Costc as the Column name. 

• Select in list as Type. 

• Select CBHI CLFN CMHI as the cost centres. 
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If you use the Prompt function you will be prompted to define the 
search criteria each time you run the search. 

If you check Macro, you have the option to select a number of 
macros such as $TODAY which will default today’s date 
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Results 

6. Select Find (F7) to display the results of the search, for example: 

 

7. Save this Browser as a template for subsequent use (you may also 
make it available for use by other resources and for use on the 
web): 

 Click on the Setup tab. 

 Select File | Save. 

 Enter the below template information: 

 

8. Close window. 

9.  Click ‘OK’ to update menu 

10. Review the template in your menu structure 
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Using mail merge 

In a Browser enquiry, results can be sent directly to a Microsoft Word mail-
merge document. 

1. Retrieve the Cost Centre Browser template (based on Personnel 
menu) and add the field First name to the Setup tab. 

2. As find automatically was selected, the browser will automatically 
display the Results tab. 

3. Click on Reports (icon  or Data menu) to generate a mail merge 
document. 

4. Select Report from the Reports tab. 

5. Select ‘New’ and ‘Worderator’ as the report type from the Options 
tab: 

   

6. Click OK. 

Word is started. The document begins with the text: 

Create your document here using the mail-merge fields below and a 
list of fields like «date_from» for you to build into a letter are 
displayed. 
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7. Using this template, you can create a simple Word document using 
these tags so that you can automatically generate the letter for each 
new starter informing them that they are now eligible to join the 
company pension scheme, for example: 

 

8. The next step is to use this document as our template for our 
Browser enquiry – this will allow us to generate this letter from the 
Browser enquiry results directly. 

9. Save the letter. 

10. To import the template, go back to your Results tab of your Browser 

enquiry and click the Reports icon . 

11. Select Report from the Reports tab. 

12. Select ‘Import’ and ‘Worderator’ as the report type from the Options 
tab: 

 

You will be presented with a Browse window asking you to locate the 
file you wish to import.  If you only have one Word document open, 
it will be defaulted.  Click OK. 
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You will then be asked to give a description for your template – this 
is the description you will see when you run the report. 

Type ‘Company Pension Letter’ and click OK. 

13. Now when you use the Browser enquiry and click on the Reports 
icon, you will have the same options as before, but there will also be 
the option to run the template that you have just imported: 

 

14. Word will open with the mail merge document, click Merge to display 
a page created for each record in the Browser result set – the Word 

icon for this function is .  

15. Use the Next record button to display the next letter. 

 

NOTE: This topic is covered on the Enquiry, Browser and Analyzer course. 
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Session 6 
Position Administration 
This session shows you position administration, from the setting up of basic 
attributes necessary for the position register, to the system parameters 
which enable us to link position to resources and utilising any relations 
which have been defined with these positions for reporting and payroll 
purposes. 

This session is divided into these demonstrations: 

• Overview of Positions. 

• Position Attributes. 

• Pay Scales and Pay Steps. 

• Setting up new positions and understanding the fields in the 
position register. 

• Position Competence requirements. 

• Linking a position to a resource. 

• Position Parameters. 

• Connecting Positions to Roles. 

• Using the Position Register in Agresso Self Service. 

• Position Enquiries. 

By the end of this session you should have a firm understanding of how to 
define positions, link positions to resources, and connect position relations 
to resources. 

Key learning points: 

Understanding how to define position attributes. 

Understanding how to define pay steps and pay scales. 

Understanding how to create positions in Agresso. 

Understanding how to link resources to positions. 

Understanding how to define position relations. 

Understanding how to enter position competence requirements. 
 



UNIT4 Training Services  Session 6: Position Administration 

 

118  Version 561.1 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Overview of Position Register 

The Position Register is used to create positions which are then linked to 
employees to indicate the job or jobs that a person is currently performing. 
As you saw in Section 3, positions are linked to employees in the 
Employment tab of the resource masterfile.  

The Position Register is located in the Payroll Menu of Agresso Human 
Resources: 

 Select AGRESSO Human Resources | Payroll | Position 
Administration | Position Register: 

 

The Position register (TopGen format) is also available in the ‘Common Set 
up’ menu option in Agresso Human Resources. 

 

 

 

 

 

 Select Agresso Human Resources | Common 
Setup | Job Structure registration | Position 
Register. 
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The Position Register is used to create new values for the ‘POSNO – 
Position’ attribute, you can see from the properties of the Position 
attribute, that it is maintained automatically, like the Resource Number 
(RESNO) attribute.  

 

 

The Position Register is also available in Self Service, where new positions 
can be created and existing positions amended: 

 Select Personnel | Personnel | Position register: 

 

Notice the additional tabs available in Self Service: 

• Employment. 

• Tasks and Responsibilities. 

We will look at both of these later on in this session. 



UNIT4 Training Services  Session 6: Position Administration 

 

120  Version 561.1 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Position Attributes 

Prior to setting up the Position register it is necessary to define values for 
several system attributes, those of position type, position code and Position 
Authorisation. You may also define values for pay scales and step. 

Position Type 

 

The Position type is used to record information for reporting purposes, the 
attribute is actually called ‘APPTYPE – Appointment Type’ but has been 
relabelled to Position type. 

The Appointment Type should be used to hold the type of position, for 
example permanent, temporary or fixed term contract. 

 Select AGRESSO Human Resources | Payroll | Position 
administration | Appointment type. 

 Select F7 to display values. 

 

NOTE: Appointment Type values may also be defined through Attribute 
values. 
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Position Code 

 

Position codes are used to group positions into categories for information 
and reporting purposes, for example, Accounts – Bristol and Administrators 
– Bristol. Alternatively, the Position Code could be used to define the Job 
Family which the Position belongs to, for example, Management, 
Administration or Technical. 

 Select AGRESSO Human Resources | Payroll | Position 
administration | Position code. 

 Select F7 to display values. 

 

NOTE: Position Code values may also be defined through Attribute values. 
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Position Auth 

 

Position auth. is currently empty, but can be used for any additional 
information that you may wish to hold for a position. For example, it could 
be used to hold the level of security clearance required for a position.  

The field can also be relabelled to change the description shown in the 
position register. This is configured in ‘User defined Texts/Titles’. To create 
values for Position Authorisation: 

 Select AGRESSO Human Resources | Payroll | Position 
administration | Position Authorisation. 

 Select F7 to display values. 

 

NOTE: Position Authorisation values may also be defined through Attribute 
values. 
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Pay Scales and Pay Steps 

In some organisations an employee’s level of remuneration will be 
dependent upon factors such as their position, grade or point on a pay 
scale.  This section looks at: 

• Setting up pay steps. 

• Connecting pay rates to pay steps. 

• Defining pay scales. 

Setting up pay steps 

Pay Steps are attribute values, like 1, 2 and 3 or A1, A2 and A3. Each step 
is connected to a value which represents the salary for this step. The 
values for each step are date driven which means they can be changed 
without having to redefine the whole structure of your steps and scales.  

Typically, resources move from one pay step to the next each time they 
reach a certain ‘seniority’ level. 

Pay steps are attribute values for the systems attribute PAYSTEP (Attribute 
ID = CS). They should be defined in the Pay step window. 

 Select AGRESSO Human Resources | Payroll | Position 
Administration | Pay step. 

 Select F7 to display values. 

 

NOTE: Pay step values may also be defined through Attribute values. 
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Connecting rates to pay steps 

Rates of pay and other allowances can be linked to the pay steps. For 
example: an employee on a particular pay step will be entitled to an annual 
salary of: 

• Pay step A1: 15,000 GBP Per annum. 

• Pay step A2: 18,000 GBP Per annum. 

• Pay step A3: 24,567 GBP Per annum. 

Value references and value reference rates are used to enter and maintain 
balance information in Agresso. Every single payment and deduction in 
Agresso payroll is set up as a value reference rate. The Value reference is 
the description, the value reference rate is the amount / value. 

Annual Salary rates for each step are defined as a value reference rate; 
The annual salary value reference is C100.  

 Select AGRESSO Human Resources | Payroll | Payment and 
deductions | Value references/Rates/Balances | Value references 
rates. 

 Select Value reference C100 and type A* in the Res/Grp column.  
Then select F7 to display values. 

 

 

NOTE: When using payroll and position, if a pay step is linked to the 
position Agresso will automatically retrieve the rate from the pay step, 
therefore it is necessary to enter a general rate of ‘0’ for all the pay value 
references, otherwise an error message will be produced when entering 
variable payments. 
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Defining pay scales  

A pay scale is used to define the various ‘paths’ or alternatives that may be 
available for seniority advancement. 

 Select AGRESSO Human Resources | Payroll | Position 
administration | Pay scale. 

 Select F7 to display values. 

 

It is possible to define many pay scales, with equally many variants of pay 
rates, allowing for any variation for the pay system in use. 

Employees can be placed on automatic seniority advancement which 
means they are automatically moved along a pay scale, from one pay step 
to another, on a certain date. (PR24 Seniority advancement process) 
Alternatively, employees can be excluded from this process and their pay 
scale updated manually. 

Pay Scale The name of the pay scale, max 4 characters. 

Alternative Numeric description. 

This is the route along which an employee will be moved 
from pay step to pay step. 

Fixed Fixed route – resources cannot be moved manually from 
one pay step to another, they must follow the defined path 
for this scale. 

Not Fixed – resources can be manually moved from one 
pay step to another. 

Seniority The time in years that normally falls between pay step 
movements. 

From Step The current step. 

To Step The next step, this column will be greyed out for fixed pay 
scales because the resource may not be moved manually 
to another step.  
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In our example, there are two alternative routes on the ADMI pay scale: 

1. Is a non- fixed route where employees can move from A1 – A2 – A3 or 
A1 – A3. 

2. Is a fixed route where the employee will start on A1, then move to A2 
after one year, then move to A3 after 2 years.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 6.1: Pay Steps and Pay Scales. 
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1 - Position 

Positions are created in the Position register window: 

 Select AGRESSO Human Resources | Payroll | Position 
administration | Position register: 

 

Create a new position by entering the following information: 

Position The Attribute value for the POSNO – 
Position attribute.  

Enter the value and the description. 

Status Status of the position. Valid values are 
Active, Parked and Closed. Resources 
cannot be connected to positions which 
are Parked or Closed. 

Position Code Select the position code from the list  

The description of the position code is 
shown in text. 

Position % This can be used to hold either: 

Hours or FTE for the position, use one or 
the other for all position. 

Rest Pos % The available position percentage. 
Example: If the value in the ‘Position %’ 
field is 600%, and 4 resources are 
assigned to the position with 100% each, 
the remaining value is 200%. 
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Position Type Select the position type from the list. 

Pos Auth Select the Position Authorisation from 
the list. 

Date From The date from which the position is valid. 

Date to The date to which the position is valid 
(can be left blank). 

The date from/to fields can be used to 
manage and record Fixed Term 
Contracts. 

Pay Scale Select the pay scale from the list. 

Pay step Select the current pay step from the list. 

Alternative Select the alternative the position will 
take. 

Step This starting and ending pay steps for 
the selected Pay scale. 

 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 6.2: Creating a new position. 
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2 - Position Relations 

You can set up position relations to define links between positions and 
other attributes, that is, to link specific information on positions for 
reporting, for retrieving rates, for linking fixed PD’s to position and for 
determining the GL analysis codes to be used when updating the GL. 

Setting up Position Relations 

In order to be able to link defined attributes to positions you must first set 
up the relation. Position relations are those attributes which are linked to 
the ‘POSNO – Position’ attribute via an indirect relation. 

Display the Relations Window: 

 Select AGRESSO Common | Attributes and relations | Relations | 
Relations. 

Select POSNO from the list. 

 

Defining position relations is slightly different to defining normal relations 
in two ways: 

1. There are a number of additional columns in the relation set up 
window. 

Show HS Indicates if the relation is shown in the Personnel 
window. 

GL 
Analysis 

Indicates if the relation is used in GL Analysis. 

F Sets if the relation used in GL Analysis is fixed at 
relation level and cannot be changed at position level 
in the Position Register or Position Information. 

Rate Indicates if the relation is used in rate retrieval. 

F Sets if the relation used in rate retrieval is fixed and 
cannot be changed at position level in the Position 
register or Position information. 

Fixed Indicates if the relation is fixed. 



UNIT4 Training Services  Session 6: Position Administration 

 

130  Version 561.1 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

F Prevents the fixed field from being changed at 
position level in the Position register or Position 
information. 

Report Indicates if the relation is used in reporting. 

F Prevents the reporting field from being changed at 
position level in the Position register or Position 
information. 

2. All attributes which are linked to POSNO via an indirect 
relation, must also be linked to RESNO via an indirect relation 
(THIS IS AN AGRESSO RULE). 

 Select AGRESSO Common | Attributes and relations | Relations | 
Relations. 

 Select RESNO from the list. 

 Click Search or press F7. 

The attributes which are linked to POSNO via an indirect relation 
are also linked to RESNO as an indirect relation: 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 6.3: Setting up Position Relations. 
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Entering Position Relation Values 

Position relations can be maintained in the Position Register or in the 
Employment tab of the resource master file. When a position is assigned to 
a resource, the resource will inherit the relation values which have been 
entered into the Relations tab of the position register. 

This is demonstrated below: 

1. Display the Position Register: 

 Select AGRESSO Human Resources | Payroll | Position 
administration  

 Select Position PRGM 

 Select the Relation Tab 

 The relation values are set up as shown below: 

 

The resource will inherit these relation values when the position is 
assigned to them:  

 Select AGRESSO Human Resources | Human Resources | 
Personnel Registration | Personnel. 

 Search for Andrew Markham (ResID: 1000). 

 Select the Employment tab:  
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To view the position relations, double click on the position summary at the 
bottom of the window. The Employment relations window opens to show all 
the values as they were set up in the position register. 

 

 

Default Relation Values 

Notice, there is an additional column in this window – ‘Default’. The default 
value for this relation is the value which has been entered into the position 
register. If this relation has ‘default’ switched on, the value will be updated 
by changes made in the position register.  

However, once the relation has been changed in the Employment tab, the 
‘default’ tick will be switched off and subsequent changes to the relation in 
the position master file will not be passed on to this position record in the 
Employment tab. 

For example, change the Pension Scheme from Norwich Union to Standard 
Life, in the Employment tab of the resource master file, not in the Position 
Register: 

 

You can see the Default checkbox is no longer ticked. Once default 
relations are changed in the Employment Tab, the info box becomes ticked, 
as shown below: 
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Now that Default is no longer switched on, any changes made to this 
relation in the Position Register will not be passed on to the Employment 
tab. 

NOTE: 

• If NICTABLE letter is to be used in this way then GL checkbox must 
be selected. 

• If NI is to be calculated at the Position level, then the NICTABLE 
must be defined as a relation on POSNO. 

 

 

 

 

 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 6.4: Inheriting Position Relations. 
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3 - Memos 

Additional information can be entered in the Memo tab on the Position 
Register: 

Display the Position Register: 

 Select AGRESSO Human Resources | Payroll | Position 
administration.  

 Select Position PRGM. 

 Select the Memo tab: 

 

Close the window. 
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Position Competences 

Overview of using positions and competences 

In order to make sure the people working for your organisation have the 
necessary skills and attributes to succeed in their jobs, you can record the 
competences required for a position.  

Display the Position Register: 

 Select AGRESSO Human Resources | Payroll | Position 
administration.  

There is a tool called Requirement setup, this is used to record the 
competence requirements for a position: 

 

Click Requirement setup: 

 

The window above shows that the competence required for this position is: 

Personal Skill: Leadership, ability level 2 or above. 
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Close the ‘Requirement Setup’ window. 

In addition to setting up requirements for a position, there is another tool 
called ‘Show Qualified Candidates’ which is a report displaying all those 
resources and applicants who have Personal Skill: Leadership entered into 
their competence record. 

Any of those employee or applicants whose record indicates that they are 
below ability level 2, are highlighted as not suitable. 

 Select AGRESSO Human Resources | Payroll | Position 
administration.  

Click on the tool Show Qualified Candidates: 

 

 

Entering Position Competence Requirements 

To enter requirements for a position, open the position register: 

 Select AGRESSO Human Resources | Payroll | Position 
administration.  

Search for the ENG – Engineer position. 

 

Click on ‘Requirement Set up’ and click ‘Add’. 

The Engineer is required to have good presentation skills, enter this as a 
requirement as shown below: 
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Click Save or F12 to save the new requirement and close the window. 

Back in the position register, click Show Qualified Candidates: 

 

There are three people with Presentation skills recorded in their 
competence record, only one of them is above level 2.  

 

 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 6.5: Position Requirements. 
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Linking Resources to Positions 

We looked at linking resources and position in Session 3, now we will look 
at it further.  

When a position is assigned to an employee, the following information is 
passed from the Position Register: 

• Position Code. 

• Hours. 

• Employment Type. 

• Date From. 

• Pay Scale / Pay Step / Alternative. 

• Position Authorisation. 

• Position Relations. 
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The information that is passed from the Position Register to the 
Employment tab can be changed. There are additional fields which must be 
also be updated to complete the record, these are explained below:   

Work Schedule Select the work schedule that applied to this 
position. 

Date To Leave blank for permanent position, or fill in the 
date to for fixed term contracts. 

Seniority This field is used to indicate the date on which a 
person should be advanced along their pay scale. 
This will be used to update the employee pay step 
and corresponding salary when running the PS24 
Seniority Advancement Process. 

Exclude Switch this checkbox on to exclude an employee 
from the Seniority Advancement Process. 

Main Position Check to indicate an employees’ main position. Each 
employee should always have one position ticked as 
the main position.  

Sort Enter a number for the position, 1-99. 
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Position Parameters 

There are a number of parameters which affect the Position Register and 
the Employment tab, it is important to understand them in order to fully 
understand the way positions work in Agresso. 

The parameters are located in the Agresso Settings menu: 

 Select System Administration | System Setup | System 
Parameters | System Parameters. 

 

POSITION_LEVEL 

This parameter is used to determine if the Employment tab is hidden or 
visible, and if visible, whether a position record is mandatory or not. 

 

If this parameter is switched off, the Employment tab in the resource 
master file is greyed out and cannot be used. 

If the parameter is switched on and the value set to: 

1 – A position record is optional, not mandatory. 

2 – A position record is mandatory for all resources. 

3 - If position is selected on variable P&D then position must be entered 
when entering a variable payment.        
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CHANGE_POST_CODE 

This parameter is used to determine whether the position code can be 
amended in the employment tab after the position record has been saved. 

 

 

If the parameter is switched on, the position code can be changed: 

 

If the parameter is switched off, the position code is greyed out and cannot 
be changed: 
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POS_PARTTIME_PCT 

This parameter states whether the Part-Time% field in tab 1- Resource is 
to be a value retrieved from the position register. 

 

 

Andrew Markham’s position is shown below: the Hours field shows the 
position is 40 hours per week. 

 

On the Resource tab, the Part-Time% field is display only, it is a calculated 
field which retrieves its value from the Employment tab: 

 

Should the employee have multiple positions, the Part-time% field will 
show the sum total of the hours worked for all current positions. 

If the parameter is switched off, the Part-time% field is not greyed out or 
calculated and a number can be entered manually. The value setting in the 
parameter is a Value Reference which is used to reduce pay in proportion 
to the full time annual salary. 
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POS_PARTTIME_PCT_2 

 

This parameter is used to display an additional hours field, meaning one 
field can be used to hold hours and the other can be used to hold the Full 
Time Equivalent value. 

Settings are: 

• Off - Field is not shown. 

• On - Field is shown. 

Value settings: 

1 - A notification is given if the rate entered is different to the rate 
stored in the Position % field. 

2 – No notification is given. 

A valid Value reference – the number entered into this field will be 
updated on this value reference. 

 

PR_GET_POS_VALUES 

In order to be able to link the rates and GL analysis to positions the system 
parameter PR_GET_POS_VALUES must be turned ON with the Value 1, 3, 5 
or 7. 
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Connect Positions and Roles 

This window simplifies the combination between resources and roles. You 
can utilise this window to directly connect roles to positions and vice versa 
without regard to the resource itself.  

It also means that maintenance of users and access now is much easier as 
all you have to do is to set the access level on position. When the resource 
is in the position, the access levels are given automatically. You give access 
according to which positions you administrate. 

There are three steps to setting this up: 

1. Create the Role. 

2. Create the Position. 

3. Link the Position to a resource. 

 

Set up the Role 

Before connecting a position to a role, you must first set up the role: 

 Select System Administration | Users and Access | Role Master 
file. 

 Create a new role with the following details:

  

There is no need to add any members because the members will be 
assigned by position, rather than resource. 
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Give the role menu access to Accounts Payable only in Smart Client and 
Customers and Sales in Self Service. 

 

Set up the Position 

Set up a new position with the following details: 

  Select Agresso Human Resources | Payroll | Position 
Administration | Position Register. 

Enter the details as shown below: 

 

Select ‘Connect Position and Roles’ from the tool bar. 

The roles which have ‘Position’ checked are listed in the Available 
Roles column, select the role to be connected to this position and 
move it to the Selected roles column. 

 

Click Save or press F12 to save the role and position connection. 

Click Save or press F12 to save the new position. 
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Assign the Position to a Resource 

  Select Agresso Human Resources | Human Resources | Personnel 
Registration | Personnel. 

Search for Graeme Shepeard (ResID: 1019). 

Click on the Employment tab. 

Add the position as shown below: 

 

Click Keep or F11. 

Click Save or F12 to save the changes to the resource master file. 

Log into Self Service or Smart Client and verify that the user has the 
correct permission: 

  Log into Agresso Self Service using the following log in details: 

  User name: HREMP1 

  Client:  A3 

  Password: HREMP2 

You can see from the menu that Graeme has access to only Customer and 
Sales, which is correct. 
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Position Register in Self Service 

The Position Register can be accessed via Agresso Self Service and used to 
create new positions and amend existing positions.  

  Log into Agresso Self Service using the following log in details: 

  User name: SYSTEM 

  Client:  A3 

  Password: SYSTEM 

  

 Select Personnel | Personnel | Position Register. 

 Search for the position ‘SALES’. 
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There are three additional tabs on the position register which are not 
available in Smart Client. They are: 

1. Employment. 

2. Tasks and Responsibilities. 

3. Action Overview. 
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Employment 

The Employment tab shows the employees who are currently assigned to 
this position. To see the resources who have previously been assigned to 
this position, click Show Historical Data. 

 

 

Tasks and Responsibilities 

This is a read only tab showing the tasks and responsibilities which have 
been entered into Agresso for this position. Tasks and responsibilities are 
added via the ‘tasks and Responsibilities’ tool: 

 

 

Action Overview 

Action Overview can be used to record notes and information against a 
position. Action Overview is covered in more detail later on in the course. 
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Position Enquiries 

There are a number of position enquiries which can be used to help 
manage positions and utilisation in your organisation.  

The Enquires are: 

• Action Overview Enquiry – Position.  

• Workflow Enquiry – Position (also available in Self Service). 

• Role / Position Enquiry. 

• Resource and Position Connections. 

 

To run the Resource and Position Connections Enquiry, open the Position 
Administration menu: 

  Select Agresso Human Resources | Payroll | Position 
Administration | Resource and Position Connections. 

This enquiry lists all resources which are connected to a position along with 
the position they are connected to and some summary details of the 
position. 

Click Search or F7 to view the results: 

 

Use the Set up tool to hide / show fields or open the enquiry as a browser 
report to do a more detailed analysis of the data. 
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Session 7 Applicants 
 

This session introduces you to working with applicants in Agresso and 
covers: 

• Overview of the Applicant record. 

• Entering Applicant Information. 

• Using Action Overview. 

• performing applicant enquiries. 

• Appointing Applicants. 

• Updating and creating applicants in Self Service. 

By the end of this session you should have a firm understanding of how 
you can use applicants in Agresso. 

 

Key learning points: 

Understanding the functionality available to track and manage 
applications.  

Understanding how to set up Agresso for applicants. 

Understanding how to enter applicant information. 

Understanding to set up and use Flexi Fields on the applicant 
master file. 

Understanding to set up and record applicant competences. 

Understanding how to attach documents to the applicant record 
using Agresso document archive. 

Understanding how to appoint applicants and transfer data 
resource master file. 

Understanding how to update and access applicant information in 
Self Service. 

Understanding how to perform applicant browser enquiries. 
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Overview of Applicants 

The Applicant Register is used to create record for those people who are 
applying for jobs with the organisation. The applicant register is located at: 

 Select AGRESSO Human Resources | Human Resources | 
Applicant | Applicant: 

 

When a new applicant record is created, a new attribute value is created 
for the APPLICNT attribute. The APPLICNT attribute is a masterfile 
therefore you can create flexi field groups and tabs to capture further 
information about the applicant. 

If successful, the applicant record can be used to create a new resource 
record. This will pass information from the applicant record into the 
resource master file including competence information and information held 
in flexi field groups. 

The applicant masterfile can be used to capture and store personal 
information, relations, documents and competence information. 

Applicants can be created and amended in both Smart Client and Self 
Service. Also they can be processed using Agresso workflow. 
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Entering Applicant Information 

The Applicant functionality utilises all the Employee, Position, and 
Competence attributes, therefore those areas must be set up in Agresso 
first. 

You enter and maintain information about applicants using the Applicants 
window which has these tabs in which you enter related applicant 
information: 

• Applicant – basic registration details. 

• Relation– a list of additional details about the applicant. 

• Address – address and telephone number contact details. 

• You are also able to utilise tasks against applicants to facilitate 
processing their progress throughout the various stages of the 
recruitment cycle and attached documents such as CVs or 
application forms directly against the applicant. 

1. Display the Applicant window: 

 Select AGRESSO Human Resources | Human Resources |  
Applicant | Applicant: 
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2. Enter the applicant basic details on the Applicant tab: 

• Applicant Number - ADM1005. 

• Position - Administrator. 

• Name and Surname - James Garfield. 

• Birthdate - 30/01/1968. 

• NI Number - RT56782Y.  

• Citizenship - United Kingdom. 

• Sex - Male. 

• Date from - 02/05/2011. 

 

NOTE: If you are using the auto numbering functionality you will be  
prompted with a new applicant number. 

3. Select the Address Tab.  Enter the applicant address information: 

 70 Princess Street, Bath, BA1 6PQ 

4. Save the new applicant record. 
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Applicant Relations 

Use the relations tab in the same way as it is used in the resource master 
file, to capture and store additional information. The Relation tab will show 
all attributes which are linked to the APPLICNT attribute using an indirect 
relation. 

To set up a relation, open the relations window: 

 Select AGRESSO Common | Attributes and Relations | Relations | 
Relations 

 Select APPLICNT from the drop down menu and add a new 
relation as shown below: 

 

Click Save or F12 to save the new relation. 

 

Now enter the preferred location into your new applicant record which 
should still be open: 

 Select AGRESSO Human Resources | Human Resources | 
Applicant | Applicant.  

 Search for Applicant No: ADM1005, press Tab. 

Click on the Relations tab. 

 

Save the details. 
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Applicant Flexi Fields 

Flexi Field groups can be linked to any attribute masterfile. In Session 4 
you practiced linking your Diversity Flexi Field group to the Applicant 
masterfile and the resource masterfile. 

This was configured as follows: 

 Select Agresso Common | Flexi Fields | Link Flexi Field Group to 
Attribute. 

 Select APPLICNT from the attribute dropdown list. 

The flexi field tab has been set up and is shown below: 

 

Open the Applicant and view the Flexi Field Group: 

 Select Agresso Human Resources | Human Resources | Applicant | 
Applicant. 

Search for Applicant No: ADM1005, press tab. 

Click on the Diversity tab. 

 Enter the information as shown below: 

 

 Click Save or press F12. 
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Applicant Competences 

We will look at the Agresso Competence module in more detail in Session 
8; however this session will provide you with information on how to record 
competence information for an applicant. In Session 10, you will learn how 
to perform sophisticated reports to analyse the competences held by 
applicants in order to help the selection process. 

Open the Applicant master file: 

 Select Agresso Human Resources | Human Resources | Applicant | 
Applicant. 

Search for Applicant No: ADM1005, press tab. 

Click on the Competence tool. 

 

 Select SOFTWARE from the drop down menu and enter the 
information shown below: 

 

  Click Save or press F12. 

NOTE: The information must be saved when moving between 
competence types otherwise it is lost. 
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Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 7.1: Entering applicant information. 
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Applicant Documents 

Use the document archive to store document which relate to the applicant 
such as scanned certificates, electronic copies of the CV or application form 
and any letters sent to the applicant during the recruitment process. 

The applicant documents are set up in the document archive: 

1. Display the document type master file window: 

 Select AGRESSO Common | Document Archive | fixed registers | 
document type. 

2. Create the Document Type of Application Form to be attached to the 
applicant. 

    Enter the below details: 

  Document Type:  Application.  

  Description: Application Form. 

  Status: Active. 

  Document Key:  Attribute. 

  Key ID: APPLICNT. 

 Allow updates, keep revision history and show template    
 folder. 

 

3. Save and close the window. 
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To upload an application form, create a dummy word document called 
‘ADM1005 Application form’. 

Open the applicant masterfile: 

 Select Agresso Human Resources | Human Resources | Applicant | 
Applicant. 

Search for Applicant No: ADM1005, press tab. 

Attach the document: 

Click the Documents button:  

Right click on the ‘application form’ document type and select ‘add 
existing document’: 

 

Click ‘Browse’ and select your letter. 

 

 Click Save or press F12, close the document archive window. 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 7.2: Applicant Documents. 
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Action Overview 

If the applicant master file is to be used to track the applicant through the 
recruitment process, you need to record the applicant’s progress. In 
Agresso this is done using Action Overview. 

 

To set up a memo action type to record an applicant’s process through the 
recruitment process, follow the instructions below: 

1. Display the Action type master file window: 

 Select AGRESSO Common | Action overview and e-mail templates 
| Action type master file. 

2. Review the following task: 

  Enter Memo and tab to display all fields. 
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Action Type The type and description of the action type. 

Text A long description of the action type. 

Type The type of action. Valid values are: 

E-mail — used in E-mail templates to 
indicate where to store workflow e-mails.  

Manual — used for manual actions in Action 
overview panes. 

Automatic logging — used in server 
processes and certain windows to indicate 
that the ordering action is to be logged. 

Workflow user step — action type to be used 
in a user step in a workflow process.  

Window The action window of a manual or workflow 
action type. Valid values are: 

Memo  

Payment plan  

Task  

Telephone  

Status Active, Parked or Closed. 

Use Text Value as 
Subject in Action 
Overview 

Check to use the long description to identify 
in server processes, leave unchecked to use 
the short name. 

Button Name Name of the button in manual action types. 

3. Select the Element Type Tab 

  Insert a row and select the element type Applicant so that the 
action is linked to the Applicant window 
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4. Save and close the window. 

   Action types in conjunction with treatment will enable you to enter 
processing information against applicants and follow up their progress 
throughout the various stages of the recruitment cycle.  Action Types 
and treatment rules can be user defined to meet organisation 
requirements. 

5. Display the treatment rule values: 

 Select AGRESSO Common | Attributes and relations | Attribute 
Values: 

 

6. Any action types defined will appear as buttons in the Action overview 
window at the bottom of the personnel window.   

7. Once a task is saved, the task will then appear in the Action Overview 
window and the task pane of the person responsible: 

 

8. Close the attribute value window. 
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Entering Applicant Actions 

To record information using the action overview set up, open the applicant 
master file and notice the Action Overview pane at the bottom of the 
window: 

1. Display the applicant window and select applicant Dawn Smith 
(Applicant ID 1004). 

 Select AGRESSO Human Resources | Human Resources | 
Applicant | Applicant. 

2. The Memo action is displayed at the bottom of the window in the Action 
Overview pane. 

 Click on Memo. 

 

 Enter the following action to record the receipt of the applicants 
application form: 
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 Save the window. 

 Re-open the applicant record. 

Notice the memo details in the Action Overview pane at the bottom of the 
window. 

 

 

Update multiple applicant records 

You can enter identical information to multiple applicants simultaneously.   

 Select Agresso Human Resources | Human Resources | Applicant | 
Applicant. 

 

Click ‘Show Table’ and press Search or F7 to view all the applicant 
records: 
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Use the grey search bar to filter the list by Position or Date From if 
necessary. 

Check the applicants you wish to update and click ‘Memo’ 

 

Enter the memo details and Save. 
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Action Overview Enquiries 

Action overview items can be reported on, making them more useful than 
standard memo fields.  

To report on Applicant Action Overview items: 

 Select Agresso Human Resources | Human Resources | Applicant | 
Action overview enquiry – Applicant. 

 Press F7 to view all the action overview items. 
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Applicant Enquiries 

Use enquiries and browser to report on the information entered into 
Agresso for Applicants. 

There are four enquiries which are relevant to applicants: 

• Applicant Enquiries. 

• Action Overview Enquiries – Applicant. 

• Workflow Enquiry – Applicant. 

• Competence Enquires – Applicants. 

The Browser functionality is available on all of these enquiries by right 
clicking on an Agresso menu item, and then selecting ‘Open Browser’. 

1. Start a Browser enquiry for applicant: 

 Right click AGRESSO Human Resources | Human Resources | 
Applicant | Applicant Enquiries. 

 Select Open Browser. 

 

2. Specify the applicant information for which you want to search: 

 

3. Run the enquiry and display the results on the Results tab: 

 Press F7. 
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4. Close the window. 
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Appointing an Applicant 

When an applicant is successful, it is possible to create a new resource 
record by pulling the applicant information into the resource masterfile 
rather than having to enter all the information again. 

This is done in the resource masterfile: 

 Right click AGRESSO Human Resources | Human Resources | 
Personnel Registration | Personnel. 

   Click on the Applicant tool: 

 

 Press F7 to display a list of applicant records: 

 

 Double click on James Garfield’s applicant record. 
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Update the rest of the information in the resource masterfile and 
save the resource record and then close the window. 
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Self Service – Applicants 

The Applicant master file and all associated menus and windows are also 
available in Self Service. In addition to this, the applicant record can be 
processed using Agresso Workflow. This is covered in the HR Workflow 
Training Course. 

Log into Self Service using the System user account: 

 Select Personnel | Applicant | Applicant:  

  



Session 8: Competence  UNIT4 Training Services 

 

Version 561.1  173 

Notes 

 

Session 8 
Competence  
This session introduces you to competences which you can use in Agresso to 
record skills, qualifications, and personal attributes of resources. It covers: 

• Overview of Competence module.  

• Competence Types and Competences. 

• Setting up Competence types. 

• Entering competence information in Smart Client. 

• Entering Competence information in Self Service. 

• Competence Enquiries. 

• Printing a resource CV. 

By the end of this session you should have a firm understanding of the purpose 
of competences, and how you set them up in ABW. 

 

Key learning points: 

Understanding the broad definition of competence in Agresso. 

Understanding how to set up competence types and competences. 

Understanding how to enter competence information for single and 
multiple resources. 

Understanding how to enter competence information via Self Service. 

Understanding how to perform competence enquiries. 

Understanding how to produce a CV for an employee. 
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Overview of Competence 

The competence module in Agresso is used to record and report on: 

• Skills – languages, software, technical, soft. 

• Qualifications. 

• Personal Attributes. 

• Training Courses. 

The Agresso definition of competence differs to that of Human Resources in 
that it covers more than just behaviours and abilities. This means that all 
the skills, abilities, personal attributes, qualifications and training in your 
organisation are in the one place making administration and reporting more 
simple. 

Competence information can be entered via Smart Client or Self Service, 
employee can enter their own competence information into Self Service and 
this information can go through the approval process using Agresso 
Workflow. In Smart Client, competence information can be entered for 
multiple employees at once, easing the burden of administration on your 
Human Resources department.  

The Competence menu is located in Agresso Human Resources: 

 Select Agresso Human Resources | Human Resources | Competence:  
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Competence Types and Competences 

This session will give you an overview of how the competence module is 
configured and used in Agresso. Competences are grouped into Competence 
Types in Agresso, the Competence Type is the category and the Competence 
is the individual skill, qualification or ability. 

 

 Language Qualification 

Spanish 

French 

Dutch 

German 

Italian 

Danish 

Swedish 

Norwegian 

BA 

BSc 

MA 

MSc 

Prof Qual 

A Level 

GCSE 

PhD 

 

Competence details are entered into the Employee Competence Information 
window. You can see the Competence Types are set up as tabs and the 
Competences are listed in the dropdown list. 

 

 

 

 

 

 

Competence Type 

 

 

 

 

Competence  

 
Competence 
Types 
 
 
Competence  
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In Agresso, the competence types are set up as tabs, which means a 
different window can be configured for each different type of competence. In 
most cases, organisations will want to record different information for 
different types of competences, for example: 

• You will want to record an expiry date for first aid courses:  

 

• And a subject for qualifications: 
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Setting up Competence Types 

The Competence Types, Competences and fields which are set up to capture 
data about each competence are all user defined. Therefore it is important to 
understand how to configure the competence module. Before setting up a 
Competence Type, you need to understand what the competence type is 

A Competence Type is an Attribute: 

Qualification 

BA 

BSc 

MA 

MSc 

Prof Qual 

A Level 

GCSE 

For example, in the diagram below, you can see that the tab is called ‘Edqual’. 
The attribute values for EDQUAL form the list of competences available to 
choose from. 

 

 

 

 

Competence 
Type 

 

 

 

Competence  

Attribute 

 

 

 

 

Attribute 
Value  
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Set up a new Attribute 

Therefore to set up a new competence type and competences, it is necessary 
to create a new attribute. 

Display the Attributes window: 

 Select AGRESSO Common | Attributes and relations | Attributes. 

 Select Edit| Insert Row or Alt + F2 to enter a new row. 

Enter the following new attribute: 

 

Save and close the Attributes window. 

 

Set up the Attribute Values 

Display the attribute values for the Professional Memberships competence 
attribute. 

 Select AGRESSO Common | Attribute and relations | Attribute values. 

 Select PROFQUAL for the Attribute. 

 Tab to the table field. 

Enter the new Attribute values. 

 

Save and Close the window. 
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Set up the Competence Type 

By setting up a Competence Type we are defining a new tab in the Employee 
Competence Information window. When setting up the tab, you also need to 
decide on the fields which will be presented on the tab in order to capture the 
right information about the competence. 

Display the Competence types window: 

 Select AGRESSO Human Resources l Human Resources l Fixed registers 
l Competences l Competence Types 

 Press F7 to display a list of existing competence types: 

 

 

To define a new competence type:  

 Select ‘Edit’ and click ‘Insert Row’. 

Select the ‘PROFQUAL’ attribute from the list: 

 

There are a number of other fields in this window which are used to set up the 
fields which will be presented in the new tab. 

There are explained below: 

Sort The order the competence types / tabs will 
appear on the competence information window. 

Headings 1- 3 Used to capture free text information. 

Heading 4 - 13 Used to capture information which is presented 
as a drop down list (attribute values). 

Free dates 1 & 2 Used to capture date information. 
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Unit Used to capture numerical information. 

Level Select an attribute which will be used to 
indicate the skill or qualification level achieved. 

Period Select a period type 

N - No time information 

GL - ABW standard period register 

PR - Payroll period 

TS - Project period 

D - Date 

Y – Year 

Check boxes These checkboxes are used to determine which 
module in Agresso the competence will be 
available in: 

C – competence module / windows 

A – applicant module / windows 

TA – training administration windows 

CV – will be exported into the employee CV 

RP – resource planning windows 

MS – mobile services functions 

SSe – Self Service  

Info A free text field. Information entered will be 
shown on the page Competences in Self 
Service. This field is default hidden. 

Status This field makes it possible to hide redundant 
competence rows.  Valid values are: 

Active (N) - The competence type is active. 

Parked - It is not possible to enter new rows, 
but the competence will be shown. 

Closed - It is not possible to enter new rows, 
and the competence will not be shown. 
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Rules for setting up this window: 

• If you do not want a column to be displayed in the competence tab, 
leave it blank. 

• The value you enter into the column will be displayed as the heading in 
the tab. 

• You cannot delete competence types once they are set up, set the status 
to Closed to hide them. 

 

For Professional Qualifications, capture the following information: 

• Company Sponsored (text) - Use Headings 1, 2 or 3. 

• Membership Level (attribute) - Use Headings 4 -13. 

• Date Attained (Date)  - Use free date 1 or 2. 

• Expiry Date   - Use free date 1 or 2. 

 

Enter the information as shown below: 

 

Click Save or F12 to save the new competence type. 

 

NOTE: 

There are many hidden fields on this window, to display these fields: 

 Click Setup on the toolbar. 

 Press F7.  

Check ‘Show’ against any fields you wish to be displayed. 
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Click OK. 

 

View the new Tab: 

 Select Agresso Human Resources | Human Resources | Competence | 
Employee Competence Information. 

 Enter ResID: 1000 and press Tab. 

 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 8.1: Setting up competence types. 
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Entering competence information in Smart Client 

In Smart Client, Competence information can be entered via tow menu options, 
they are shown below: 

 

 

1.  Employee Competence Information 

Enter competence details for a single resource. 

2.  Competence Information 

Select a competence and enter multiple records for multiple resources 
simultaneously. 
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Employee Competence Information (single resource) 

1. Display the CV05 Employee competence information window: 

 Select AGRESSO Human Resources | Human Resources | Competence | 
Employee competence information: 

 

2. Select the resource for which you want to enter competence information: 

 Select 1005 for the ResID. 

 Press Tab to display the competence information.  A tab will appear for 
each competence type: 

 

3. Enter the information for the first competence row: 

 Select BSC for the Education. 

 Press Tab to display the competence description in the next field. 

 Type Information Technology for the Subject. 

 Type 1993 for the Year Attained: 

 

 Click on Language tab and enter Dutch with Fluency level 2: 

 

 Save. 

4. Zoom to enter additional information: 
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 Tab back into record and select the Information Technology competence 
row. 

 Select Data | Zoom or Check the ‘Info’ box. 

 Select English UK for the Language. 

 

5. Enter and save the following additional information: 

 Select Edit l Insert Row or Alt + F2 to enter a new row. 

 Enter “Specialises in the integration of technology interfaces” in the 
Description field: 

 

 Click Save or press F12 and close the window (the Update date and 
User are completed automatically).  

6. Save the employee competence information details and close the window. 

7. Display the CV03 Competence overview per resource window, and display 
the competence information you entered above: 

 Select AGRESSO Human Resources | Human Resources | Competence | 
Competence overview per resource. 

 

 Type 1005 for the ResID. 

 Tab to display the competence information: 

 

8. Close the window. 
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NOTE: 

This window can also be accessed from the Resource master file tools: 
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Competence Information (multiple resources) 

You can enter competence information for multiple resources at once using the 
Competence information window where you can register, maintain, and enquire 
on competence information for all resources in Agresso. 

This window is useful for mass updates of information on a single competence, 
for example to update resource competences after several resources have 
attended a first aid course. 

1. Display the Competence information window: 

 Select AGRESSO Human Resources | Human Resources | Competence | 
Competence information: 

 

2. Select the Competence Type for which you want to enter information 
against resources: 

 Select EDQUAL for the Competence type: 

 

3. Enter the competence information: 

 Type 1002 for the ResID. 

 Tab to Competence information field to display the resource information. 

 Select MA for the Qualification. 

 Type Business for the Subject. 

 Type 1996 for the Year. 
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Enter another record: 

 Type 1005 for the ResID. 

 Tab to Competence information field to display the resource 
information. 

 Select BA for the Qualification. 

 Type Biology for the Subject. 

 Type 1997 for the Year. 

 

4. Save the details 

 

NOTE: If identical information is entered through the different entry windows, 
the competence information is duplicated for the resource. 
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Entering competence information using Self Service 

In Self Service, competence information can be entered via: 

  Personnel | Courses and Competence | Competence: 

 

A resource can use Agresso Self Service to view and amend their own 
competences, and to display their CV. Entering competence information using 
this method is useful if you want to devolve responsibility to individuals to 
maintain their own competence records. 

Login to Self Service as System user: 

 Select Personnel Information | Courses & Competence | Competences  

 

No competences are shown. You must select a competence type from 
the list. 

 Select Qualifications: 
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Andrew’s existing qualifications are listed. 

Click ‘Add’ to add a new record. 

Select a record and click ‘Delete’ to delete a record. 

Save your changes before closing the window. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 8.2: Entering competence information. 



Session 8: Competence  UNIT4 Training Services 

 

Version 561.1  191 

Notes 

 

Competence Enquiries 

Competence Enquiries are used to view competence information for single or 
multiple resources or applicants. 

 Select Agresso Human Resources | Human Resources | Competence | 
Enquiries: 

 

Competence Enquiry – Resources  

1. Open the Competence enquiry – Resources: 

  Select AGRESSO Human Resources | Human Resources |  
Competence | Competence overview per resource: 

 

 Enter 1000 in the RESID column in the grey search bar and press F7: 

 

2. Use the ‘Setup’ tool to show / hide additional fields. 

3. Close the window. 

NOTE: The Competence enquiry – Resources can also be run as a browser 
enquiry. 
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Workflow Enquiry / User Log – Competence 

The competence information entered by employees via Self Service can be 
processed for approval using Agresso Workflow. These two enquiries are used to 
monitor and manage competences which are currently in workflow. This is 
covered in the HR Workflow Training Course. 



Session 8: Competence  UNIT4 Training Services 

 

Version 561.1  193 

Notes 

 

Printing a Resource CV 

You can print a CV for a resource in Agresso. The printable CV function is 
located in the following windows: 

• Personnel. 

• Competence overview per resource. 

• Employee competence information. 

 

1. Display the Personnel window for resource 1000: 

 Select AGRESSO Human Resources | Human Resources |  
Personnel registration | Personnel. 

 Type 1000 for the ResID. 

 Click . 

 

2. There are two types of template: 

• Simple - displays information in simple table format. 

• Standard - displays information in the standard EU format. 

 Select Standard and click on OK. 

 

NOTE: Resources can also review and print their CV in Self Service, through the 
Competence Information window if the TCV003_VIEW_FILE parameter is 
activated. 
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The CV may be printed by clicking on the print button. 

3. Close the windows. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 8.3: Displaying a resource CV. 
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Session 9 
Requirements rules and analysis 
 

This session introduces you to the analysis you can perform in Agresso to 
find information about resources and their competences. It covers: 

• Looking at requirement rules and analysis. 

• Performing and saving a simple competence enquiry. 

• Identifying and transferring resources to training needs. 

• Viewing and formatting your enquiry results. 

• Performing advanced competence enquiries. 

 

By the end of this session you should have a firm understanding of how 
you can conduct requirement rules and analysis enquiries to generate 
competence-specific information. 

 

Key learning points: 

Understanding the purpose of requirement rules and analysis to 
search for competence information. 

Understanding how to perform simple and advanced enquiries on 
resource and applicant competences. 

Understanding how to view and format enquiry results. 

Understanding how to transfer resources to training needs. 
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Requirement rules and analysis can be used to enquire about combinations 
of resource and applicant competence information as well as making 
enquiries based upon relation and flexi-field values. 

Available both in Smart Client and Self Service, Requirement rules and 
analysis enables you to review your results in a tabular format as well as 
create and format your results graphically. 

The Simple Mode of enquiry allows you to identify resources and/or 
applicants that meet a specific competence, relation or flexi field 
requirements/values or a combination of these values e.g. are based in 
London (Relation), do not have a valid certificate in First Aid at Work 
(Competence) and have indicated that they would be prepared to be a 
Company First Aider (held in a flexi-field against the Resource Master File).  
The enquiry can also be based upon imported demand requirements. 

Where you identify resources that do not have a required competence (e.g. 
First Aid at Work), you have the ability to register them for training needs 
from the enquiry window. 

The advanced enquiry mode enables you to: 

• Limit your resource pool (Resources & Applicants) to those within a 
global browser template. 

• Utilise requirement formula to enquire about resources and 
applicants who meet specified criteria and/or have combinations of 
competencies, relational or flexi field values e.g. Competence of 
English at fluency level 4 OR Competence of French at fluency level 
4 AND be in Cost Centre OR be female, based in London and know 
German at fluency level 3 or better. 

• Enquire about Applicants instead of or in addition to resources. 

Firstly, we will look at a Simple Mode of enquiry and look at identifying and 
transferring resources to Training Needs.  We will then examine how we 
can create graphical representations of our results.  

 

We will then move on to explore some of the advanced mode enquiry 
features.  The advanced mode functionality which utilises requirement 
formula to produce sophisticated enquiries will not be covered in this 
session and will form part of your implementation consultancy. 
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Simple Mode Enquiry 

We will complete a simple enquiry using the requirement rules and analysis 
window to search for resources that have the following competence: 

• Registered Competence in the French language. 

• The competence level in French needs to be greater than or equal to 
the fluency level value 3 (conversational or better). 

1. Display the Requirement rules and analysis window: 

 Select AGRESSO Human Resources l Human Resources l 
Competence l Gap Analysis l Requirement Rules and analysis: 

 

Rule Enter the name of a new rule or select an 
existing rule. 

Description Enter a description for the rule. 

Status The status of the rule: Active, Closed or 
Parked 

Requirements 

Type Use this window to enter one or multiple 
requirements for your rule. You can base the 
requirement on.  

• Competence. 
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• Relation. 

• Resource. 

• Course. 

• Employment. 

• Flexi Field. 

For example, you may be searching for all 
applicants who speak French (competence) 
who live in London (Resource) and work in 
London (Employment). 

ID Your rule may be a combination of lots of 
difference requirements. Each requirement is 
given a code which is used to identify it. The 
codes are based on the type of requirement: 

C – Competence (C1, C2..). 

R – Relation (R1, R2...). 

A – Course (A1, A2...). 

E – Employment (E1, E2...). 

S – Resource (S1, S2...). 

F - Flexi-field (F1, F2...). 

Summary Information field showing a summary of the 
requirement. 
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To demonstrate, create a rule with a requirement of French, Fluency > = 3 

 

Enter the name of the rule, a description and click ‘add’ to enter a 
requirement. When Competence is select as the requirement notice two 
things: 

1.  The Requirement Type has an ID of C1. 

2.  A new section has appeared on the window called Competence 
Requirement. 

Enter the competence requirement: 

 

The requirement specifies a fluency level of 3 or above, however this 
cannot be entered into the Competence requirement.  
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Use the Detail Restriction to add more details to the requirement, click ‘Add 
Detail Restriction’: 

 

Click ‘Execute Analysis’ to see those employees who have this requirement 
or more: 

 

The results indicate that: 

• 35 resources were analysed (Total Analysed). 

• 5 resources have a competence in French at or above the required 
level. 
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• 3 resources have a French competence fluency level of 3 (Match % 
100%). 

• 2 resources have a French competence fluency level of 4 (Match % 
133.3%). 

Note that resources with a match per cent of less than 90% are not 
shown (refer to ‘Do not show if match % < field’). 

Column Setup 

Use the Column Setup tool to change the fields which are displayed in the 
results table: 

 

 Click Column Setup: 
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Switch on the checkbox for the fields that you wish to include and click OK. 
When you return to the results table, your fields will be displayed. 
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Point % and Match % 

There are two scores shown on the results tab, they are shown below: 

 

The values calculated for Match % and Point % depends on whether levels 
are used or not. 

No Levels 

The employee will either have the competence or they will not giving the 
following values: 

Employee has competence: Match % = 100% Point % = 100% 

Employee does not have Competence: Match % = 0% Point % = 0% 

Levels 

The value calculated for Match % and Point % is based on the number of 
levels in the scale. 

If there are four levels, as in our example, the Match % value calculated is 
based on the requirement. Our requirement was Level 3 therefore, if an 
employee has level 3, they will score 100%. 

If an employee has a level other than Level 3, values are calculated based 
on  

Match Level %                          So , 100 = 33.33% per level achieved 

No of Levels below match level  3 

 

Giving the values below: 

Level Match % 

1 33.33% 

2 66.66% 

3 100% 

4 133.33% 
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Point % is calculated based on the highest achievable level, in our 
example, this is Level 4. Therefore if an employee has Level 4, they will 
score 100% 

If an employee has a level other than the highest achievable level, values 
are calculated based on  

Max Points %                           So , 100 = 25% per level achieved 

No of Levels below max level    4 

 

Giving the values below: 

Level Point % 

1 25% 

2 50% 

3 75% 

4 100% 

 

The Analysis summary gives an average Match % and Points % for all 
employee analysed: 
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Do Not Show if Match % < 

This search field is used to determine the match % which is used to filter 
the results shown in the results table. The default value is 90%, so any 
employee with a match% of less than 90% will not be shown.  

However, if you wish to view employees whose match % score is less than 
90% then change this value: 

 Change the value to 60% and click ‘Execute new analysis’. 

 

The new results are shown below, notice that employees who do not 
match the requirement are shown with an ‘x’. 

 

Save the Rule and Results 

You can save both the rule, in order to use it again, and the results 
produced, in order to call on these results again. 

To save the rule: 

 Select the Requirement Rule Tab and press save or F12. 

To save the results: 

 Select the Results tab. 
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Enter a ‘Result Description’ and click ‘Save Setup and Result’ in 
the toolbar. 

View Chart 

There is a chart view in the results tab which can be used to view your 
results graphically; it can also be formatted to meet your requirements.  

 Select the Results tab. 

 Click on ‘Chart’ to view a graph of the results: 

 

Click on Chart set up to change the format of the graph. 

Change the chart set up to display number of employees on Y axis 
and level of fluency on X axis 

 Click on ‘Chart set up’. 

 Select C1 Fluency (T) as X-axis. 

 Select # as Y-axis and press tab. 



 Session 9: Requirements rules and analysis  UNIT4 Training Services 

 

Version 561.1  207 

Notes 

 

 

Transfer to Training Needs 

Where you identify internal resources that are not fully qualified/fail to 
reach the required level, you can register them for training needs: 

1. Select Joanne Marley for training needs 

 Switch on the checkbox to the left of Joanne Marley’s name in the 
resource/applicant results table: 

 

2. Transfer Joanne Marley for training needs: 

 Click the Transfer training needs button at the bottom of the 
window. 

The following window is displayed: 

 

 Click the OK button. 

NOTE: If you open the Training Needs window or the Self Service Training 
Needs page, the transferred resource will appear. 

3. Close the requirement rules and analysis window. 
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Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 10.1: Requirement Rules and Analysis: Simple Mode. 
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Advanced Mode Enquiry 

The Advanced mode enquiry allows us to: 

• Utilise Requirement formulae to enquire about resources who meet 
specified criteria and/or have combinations of competencies e.g. 
English at fluency level 4 OR French at fluency level 4 AND at least 
one Scandinavian language at fluency level 2 or better OR be 
female, based in London and know German at fluency level 3 or 
better. 

• Limit your resource pool (Resources & Applicants) to those within a 
global browser template. 

• Enquire about Applicants instead of or in addition to resources. 

Limit Resource Pool using a Global Browser Template 

We will now look at how we can, using our existing French Language 
enquiry, further restrict the results based upon a global browser template, 
to those resources in a certain cost centre e.g. CLPS. 

1. Display the Requirement rules and analysis window: 

 Select AGRESSO Human Resources | Human Resources | 
Competence| Requirement rules and analysis. 

2. Open your ‘French’ Rule: 

 Select ‘French’ in the rule field and press Tab. 

3. Enter Advanced Mode: 

 Select the ‘Advanced Mode’ button. 

Within the condition for being included section, select the CLPS 
Cost Centre Resources Browser in the ‘Resource browser 
template’ field. 
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4. Display your results: 

 Select the ‘Execute analysis’ button. 

The following window is displayed: 

 

The results indicate that only 2 resources have a French competence 
fluency of level 3 or better and are in Cost Centre CLPS 

5. Close the window. 
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Enquire about Applicants and Resources 

Again, using the existing French Language enquiry, we will look at how we 
can amend the enquiry to check if there are any applicants who have the 
required language qualifications. 

1. Display the Requirement rules and analysis window: 

 Select AGRESSO Human Resources | Human Resources | 
Competence| Requirement rules and analysis. 

2. Open your ‘French’ Rule: 

 Select ‘French’ in the rule field and press Tab. 

3. Enter Advanced Mode to select Resources and Applicants: 

 Select the ‘Advanced Mode’ button. 

Within the condition for being included section, select the Analyse 
Applicants checkbox.  

 

4. Display your results: 

 Select the ‘Execute analysis’ button. 

5. Format the Results tab to show additional details: 

 Select the Column setup button. 

Select Show and Show Text for ‘Type’ field name to identify 
applicants and resources. 

Select OK. 

6.  Review your Results: 
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The results indicate that in addition to the original result set: 

• 1 applicant has a French competence fluency of level 4 (Match % 
125%). 

7. Close the requirement rules and analysis window. 
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Session 10 
Action Overview 
 

This session provides you with an overview of how actions are used in 
Agresso to record additional information about a resource or an applicant. 
It covers: 

• Creating an Action type. 

• Entering actions. 

By the end of this session you should have a firm understanding of how 
action overview may be used within ABW. 

 

Key learning points: 

Understanding the structure and purpose of Action overview. 

Understanding how to enter actions. 
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Action Overview  

From the Resource and the Applicant master file windows it is possible to 
view actions and enter actions:  

 

Examples of the action may be a memo with information. 

 



Session 10: Action Overview  UNIT4 Training Services 

 

Version 561.1  215 

Notes 

 

Create an Action Type 

In order for an action to be added manually to the Action overview window, 
define a new Action Type: 

1. Display the Action type master file window: 

 Select AGRESSO Common | Action overview and e-mail 
templates| Action type master file: 

 

2. Set up the following task: 

  Enter NOTES with a description Personnel Notes. 

 Enter Subject in Action overview as Text. 

 Select Manual as the Type this will allow you to enter actions 
directly into the Action overview window. 

 Select Task as the window. 

  

3. Select the Element Type Tab.  Enter Personnel as the Element type 
and Function. This means the action will appear in the action pane of 
the resource masterfile. 

4. Save the window. 
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User defined action 

1. Display the User defined action window: 

 Select System administration | System Setup| Workflow | User 
defined action.  

2. Set up a general action type called OK: 

 

3. Save and close window. 
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Enter An Action 

1. Display the Personnel window: 

 Select AGRESSO Human Resources | Human Resources |  
Personnel registration | Personnel: 

 

 Enter 1005 in ResID. 

2. The action appears as a button on the Action Overview pane: 

 Click on Personnel Notes: 

 

 Enter Send Appraisal Form as Subject. 
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 Select Today’s date as Start Date. 

 Enter Description. 

 Save. 

    When the note is saved, it is listed in the action overview pane. 

 

3.  Use the Action overview enquiry – All element types to enquire about 
action overview items for any element type. There is also a specific 
enquiry for action overview items for the Personnel element type: 

 Select AGRESSO Human Resources | Human Resources |  
Personnel registration | Action overview enquiry – Personnel. 

4.  Close all windows.
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Appendix A: 
System Parameters for 
Resource Setup 
 

 Parameter Use 
 

ABS_BALANCE_STATUS (HS)  Controls how Absence communicates 
with payroll. 

DIA_USE_EMP_REL (HS)  Control DIA using Employment 
Relations or Resource relations. 

TS_HIDE_NI_NUMBER (HS)  Hide the National Insurance number 
in the Resource masterfile when 
accessed via PCB. 

HS01_NODROP_SCALEID (HS)  Controls the availability of the drop 
down list for Pay Step in the 
Personnel Master file. 

HS01_NO_WORKFLOW (HS)  Controls if changes to the Personnel 
are processed by Agresso Workflow. 

HS01_SHOW_GENERAL_RATES 
(HS)  

Determines if general rates or only 
individual rates are shown in the 
payroll tab of the resource 
masterfile. 

HS_APAR_GR (HS)  Determines is a default supplier 
group is selected when a new 
resource is created. 

HS_C0_STATUS (HS)  Determines which module in Agresso 
controls the employee status. 

HS_CLEARING_CODE (HS)  Controls use of the clearing code 
field in Payroll. 

HS_EQUAL_ID (HS)  Determines if the supplier ID is the 
same as the resource ID. 

HS_DEFAULT_RES_TYPE (HS)  Sets the default resource type for 
new resources. 

HS_HEADER_POS_INFO (HS)  Controls the information fields which 
are shown in the following windows: 
Variable transactions, variable 
Payment and deduction transactions, 
absences and Absence entry. 

HS_IMAGE_DOCTYPE (HS)  Indicates the document type which is 
used to store the employee image. 

RES_DATE_CHANGE Controls which module you must be 
in to amend date from and date to 
on the resource masterfile. 

HS_PERSONAL_HEADER (HS)  Controls which information fields are 
displayed in the header part of the 
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 Parameter Use 
 
personnel window (normally set to 
Resource Type). 

HS_VIEW_MAIN_RESID (HS)  Determines if the Main ResID is 
displayed on the Resource tab of the 
resource masterfile. 

PS_ORG_UNIT (HS)  Indicates if the organisational 
assignment of a resource is shown in 
'Personnel Information'. 

REL_POS_LIMITED_USE (HS)  Determines if position relations are 
available to be included in reports 
(also, 'Reports' must be ticked when 
setting up the relation. 

THS008_SHOW_DETAILS (HS)  Determines if resource details are 
shown in a particular window 
section. 

HS_FLD_1/2/3/4_ID (HS)  These parameters allow you to 
configure four free fields on the 
Resource tab in the Personnel 
window. These fields offer validation 
and relation possibilities.  

HS_CO_STATUS (HS) This system parameter sets which 
status governs the attribute value 
status for the attribute RESNO (C0). 
This resolves potential conflicts 
between the HRMS/Payroll and 
Project Costing and Billing module 
when setting status on a resource. 

HS_NAME (HS)  This system parameter determines 
which name fields are available in 
the Name button on the Resource 
tab in the Personnel window. 

HS_NAME_SAVE (HS)  This system parameter determines 
how the name is saved as “name” 
(the description of the attribute 
value of RESNO) in the ABW 
database. This system parameter 
depends upon which name items are 
defined in the system parameter 
HS_NAME. 

HS_PARTTIME_PCT (HS)  This system-parameter identifies the 
value reference that holds the part-
time percentage of resources which 
is used throughout the HRMS/PCB-
modules. 

POS_PARTTIME_PCT This state’s whether the part time 
percentage is to be retrieved from 
the position register, i.e. overrides 
rates that are defined in the rates 
register. 



Appendix A: System Parameters for Resource Setup   UNIT4 Training Services 

 

Version 561.1  221 

Notes 

 

 Parameter Use 
 

HS_VIEW_ADDRESS (HS)  This parameter determines if an 
address type other than the general 
address is shown on the Resource 
tab in the Personnel information 
window on the Self Service client 

HS_VIEW_CONTRACT (HS)  Sets if the Contract field on the 
Resource tab in the Personnel 
window is visible or not. 

MOD_SOCIAL_SEC (HS)  How the NI number is validated – 
normally this is replaced by UK 
specific validation. 

OLD_REL_STATUS (HS)  Determines the status of the old 
relation value when the status is 
updated. 

PR_LONGDESCR (HS)  Controls the way relations can be 
entered by description rather than 
code. 

PR_PERIOD_NO (HS)  Sets the maximum number of payroll 
periods. 

  This system parameter defines how 
to use the rate hierarchy triggered 
for positions. 

PS_LOCK_TRANS (HS)  Controls amendment in Payroll of 
transactions arising in HR, e.g. 
absence. 

PS_NIGHT_WORK_SCHEDULE Controls how work schedules that 
span midnight are handled. 

RES_DATE_CHANGE (HS)  Controls which modules that share 
the Resource master file an update 
the date from and the date to on the 
resource. 

RES_UPD_COL (HS)  Further control over amendment of 
resource records by Payroll.   

TT_LOCK_TRANS (HS)  Controls amendment in Payroll of 
transactions arising in the Expenses 
Ledger. 

UKP_MAT_PAY_PER UK Payroll configuration. 
UKP_MAT_TREAT UK Payroll configuration. 
UKP_SMP_AVG_PAY UK Payroll configuration. 
XFER_HS01 Controls links to external systems if 

a new resource is being registered. 
POSITION_LEVEL If switched off you can use the 

POSNO attribute, rather than the full 
position register functionality. 
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Supplementary Information  
This section gives you supplementary reading on the following areas: 

• Producing Resource Reports. 

• Dynamic Zoom. 

• Information Pages. 

• Roles/Position Connections. 

• Forms. 

 

Producing Resource Reports 
This is an additional section to introduce you to some of the standard 
reports that are available for obtaining information on resources, and 
covers: 

• Producing a PS01 Personnel relational connections report. 

• Producing a PS02 Personnel information with relations report. 

• Producing a PS03 Personnel information per relation report. 

• Producing a jubilee report.  

• Producing a standard letter. 

By the end of this section you should have a firm understanding of the 
resource reporting options that are available. 
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The standard reports in HR enable you to search for and print details about 
resources. The following are the standard resource reports in HR: 

• PS01 Personnel relational connections – to generate a printout of 
resources and up to 8 of the relations to which a resource may be 
connected. 

• PS02 Personnel information with relations – to report on resources, 
the resource relations, and relational values. 

• PS03 Personnel information per relation – to report on resources 
registered in the Personnel window. 

• PS04 Jubilee and PS06 Standard letter – to search for specific 
resource information, and to produce a standard letter containing 
the resource information when used in combination with the PS06 
Standard letter report. 

 

Producing a PS01 Personnel relational connections 
report 

This report generates a printout of resources and up to 8 of the relations to 
which a resource may be connected. It can be useful for checking that 
relational values have been set up correctly for resources. 

You can use parameters and search criteria to determine: 

• Resources that are included. 

• Relations that are shown (for periodic relations, the relevant 
connections are retrieved from the date in the parameter Relation 
date). 

• A relation’s relational value (for example 3* to only select resources 
with the relevant relational values). 
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1. Display the PS01 Personnel relational connections window: 

 Select AGRESSO Human Resources | Human Resources | 
Personnel transcripts | Personnel relational connections: 

 

A list of parameters is displayed to enable you to select the data to 
include in the report. 

2. Enter the search parameters to select a report for a range of 
resources: 

 

This report lists the resources and their specified relations as at the 
time of request stated in the relational dates. This can be used to 
compare any relational changes over a period by selecting different 
relational dates and running several reports i.e. pay changes etc. 

3. Save the details. A report order number is displayed. 

4. Display the Maintenance of ordered reports (CR16) window: 

 Select AGRESSO Common | Maintenance of ordered reports. 
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5. Highlight the report, and display the report output: 

 Select Tools | Show report printout. 

 

Only those resources that are connected to at least one of the relational 
attributes specified when ordering the PS01 Personnel relational 
connections report on the date are listed in this report. 
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Producing a PS02 Personnel information with relations 
report 

This report generates a list of fixed information about resources, the 
resource relations, and relational values. 

The specified relations are listed consecutively below the resource’s fixed 
information. 

If you use the parameters for relation and relational value, only resources 
with the relevant relations are printed. 

1. Display the PS02 Personnel information with relations window: 

 Select AGRESSO Human Resources | Human Resources | 
Personnel transcripts | Personnel information with relations: 

 

A list of parameters is displayed to enable you to select the data to 
include in the report. 

2. Enter the search parameters to lists all resources with their personal 
and relational information: 

 Select ResID in the Resource field. 

 Select the necessary resource information or “*”. 

Select the necessary Resource Type or “*”. 

 Select the Relation required or “*”. 

 Select the Relational date, then the Address type, then the Sort 
parameter. 

3. Save the details. A report order number is displayed. 

4. Display the Maintenance of ordered reports (CR16) window. 
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5. Highlight the report, and display the report output: 

 Select Tools | Show report printout: 
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Producing a PS03 Personnel information per relation 
report 

This report lists resources registered in the Personnel window. You can use 
the parameters Relation and Relational value to limit which resources 
appear on the report. Resources are listed under the relational value to 
which they are connected. Each relational value is listed on its own page. 

1. Display the PS03 Personnel information per relation window: 

 Select AGRESSO Human Resources | Human Resources | 
Personnel transcripts | Personnel information per relation: 

 

A list of parameters is displayed to enable you to select the data to 
include in the report. 

2. Enter the search parameters to produce a report listing all the 
resources with a resource type of Full Time, grouped by Cost Centre:  

 Select the COSTC relation attribute in the Relation field and insert 
‘*’ to select all the relational values. 

 Insert the relevant relational date and the resource or resource 
type of Full Time. 

3. Save the details. A report order number is displayed. 

4. Display the Maintenance of ordered reports (CR16) window. 

5. Highlight the report, and display the report output: 
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Producing a jubilee report and standard letter 

The jubilee report allows you to search for specific resource information 
(and to produce a standard letter containing the resource information when 
used in combination with the PS06 Standard letter report).  

Examples of usage include: 

• List resources with a given jubilee, for example reaching a 
significant age or have been employed for a period that you specify. 

• List resources who were employed during a period that you specify. 

• List resources whose probationary period finishes in a period that 
you specify. 

• List resources who have a birthday in a period that you specify, for 
example list all resources who are under 25 years of age. 

Before running this report you need to set up the attribute, attribute 
values, and the standard text used by the report. 

The following example produces a list of all the employees in the company 
that fulfil a certain time-related condition which may be related to any of 
the date types below: 

• Date from (as registered in the Resource tab in Personnel - 
Resource master file/Employee register). 

• Date to (as registered in the Resource tab in Personnel - Resource 
master file/Employee register). 

• Birth date. 

• Last update. 

• Prob.period (as registered in the Personnel tab in Personnel - 
Resource master file/Employee register). 

• Start date (as registered in the Personnel tab in Personnel - 
Resource master file/Employee register). 

• Resource date 1, 2, and 3 (as registered in the Personnel tab in 
Personnel - Resource master file/Employee register). 
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To produce a list of all the employees who have joined the company during 
the last three years, and are still employed: 

1. Display the PS04 Jubilee/Date limit window: 

 Select AGRESSO Human Resources | Human Resources | 
Personnel transcripts | Jubilee/Date limit: 

 

2. Enter the search parameters: 

 Select Date from for the Date type. 

 Select the Date from and Date to period. 

 

3. Save the details. A report order number is displayed. 

4. Display the Maintenance of ordered reports (CR16) window. 
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5. Highlight the report, and display the report output: 

      

The following illustrates how to produce a list of all the resources that have 
reached a certain significant age (e.g. 30, 40, 50 or 60 years of age), or 
who have been employed in the company for a certain period, e.g. 5, 10, 
15, 20 or 25 years. 

1. Check that the attribute Jubilee has been set up and is set up as 
Type N, for example: 

 

2. Enter the attribute values for each of the ‘jubilees’ required for the 
report, for example: 

 

3. Run the PS04 Jubilee/Date limit report and enter the required values 
for these parameters: 

• Attribute e.g. JUBILEE. 

• Attribute value e.g. 5. 

• Date type e.g. Date from. 



UNIT4 Training Services  Appendix B: Supplementary Information 

 

234  Version 561.1 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Date from and Date to state the interval e.g. 01/01/2011 & 
31/12/2011 to capture those who will complete 5 years’ service 
during 2011. 
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Producing a standard letter 

The standard report allows you to search for specific resource information 
and produce a standard letter containing the resource information. 

1. Display the Texts for Personnel letters window: 

 Select AGRESSO Human Resources | Human Resources | Fixed 
Registers | Texts for personnel letter: 

 

2. Enter a new variant and text detailing Induction arrangements: 

 

3. Open the PS06 Standard letter window: 

 Select AGRESSO Human Resources | Human Resources | 
Personnel transcripts | Standard Letter: 

 

4. Enter the search parameters: 

 Select Date from for the Date type. 
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Select 01/10/2008 as Date from and 31/12/2100 as Date to 
period to identify new starters during this period. 

Select text variant of 94 (previously user defined) for Induction 
arrangements: 

 

5.  Save the details. A report order number is displayed. 

6.  Display the Maintenance of ordered reports (CR16) window. 

7.  Highlight the report, and display the report output: 
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Dynamic Zoom  
 

Creating a Zoom Window 

Agresso is delivered with a set of system defined zoom options. These are 
predefined zoom options connected the various windows where zoom 
options are implemented.  In the new Zoom Window Setup window you can 
create self-defined zoom options as an alternative to the predefined 
options in Agresso. You define the information details (zoom) connected to 
attribute - or element type rows and their layout in the Dynamic zoom 
window. You also define information details connected to employee rates.  

Note: You can hide parts of the system defined zoom options in Agresso by 
means of the Dynamic zoom override window and that some element types 
cannot be used in connection with dynamic zoom. 

Navigation: Agresso Common/Dynamic Zoom/Dynamic Zoom Setup 

Zoom setup: 

1.  Enter a value in the Zoom setup ID field and a free text in 
Description.  

2.  Select values from the dropdown list in the fields Based on and 
Attribute.  

3.  Determine whether or not to select the Display attribute information 
checkbox. (This box decides if attribute information is shown on the 
zoom window) 

 

 Sections: 

1.  Click the Add button to establish a row in the table.  

2.  Select a value from the dropdown list in the table fields. 
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Employee rates (This section is available if Employee rates is selected in 
the Type field): 

1. Click the Add button to create a row in the table.  

2.  Select a value from the dropdown list in the Value reference field.  

3. Enter a value in the Historical span field.  

4. Select a value from the dropdown list in the Historical unit field.  

5. Determine whether or not to select the check boxes Difference in % 
and Total difference in %. 

 

Self defined title (fields): 

In this section you determine which fields to show/hide in the Dynamic 
zoom window. 

No fields are selected by default when a new value is entered in the Zoom 
setup ID field. 

1. Select one or more of the check boxes to determine which fields to 
show or hide in the Dynamic zoom window.  These fields will change 
depending on the Type selected (see below). 

2. Finally, choose Save. 

After you have saved, the Preview option on the Tools menu is available. It 
shows a preview of the zoom information. 
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Employee Rates 

 

 

Document: 
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Browser Template: 

 

 

An example of a Zoom Setup Window and Preview: 
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Connecting Zoom Window to a module item  

Once your Zoom window has been setup you need to tell ABW where you 
want it to be made available.  To do this you need to select Zoom Window 
Link from your menu.  Upon opening it will load any links already in place: 

 

Select the Module you wish to link the window to and then select where in 
the module the window applies, your options are: 

 

The dropdown list in Menu Item will change dependant on your selection in 
the ‘Applies to’ column.  You then need to select what the window is based 
on – either Attribute or Element Type, this will depend on how you set up 
the zoom window initially.  Once selected either enter the Attribute or 
Elelment Type it is associated with (the other field will grey out).  You can 
specify roles to attach your windows to if required therefore allowing you to 
have different windows for different roles.  Finally select the Zoom Window 
previously created and Save.  Your zoom window will now be available 
from your select location. 

If you wish to replace a standard zoom window with a newly created one 
you can ‘hide’ the original window.  Simply go into Zoom Window Link 
Override from the menu and select ‘hide’ on the relevant line: 
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Information Pages 
Information Page Setup 

Information pages contain report objects such as Browser templates, 
charts and gauges. The information page can be made global and thus 
available to all users who have been given access to the page, or can be 
kept private and available to only the user who created it.  All items must 
be created prior to building the information page. 

Global and private information pages appear under the respective Global 
and Private Information pages folders in the main menu. 

When configuring an Information page, the following tabs are available 
depending on whether the page is basic or advanced: 

Basic setup: Where you define the basic elements of the Information page 
such as giving it a name and description, setting it as basic or advanced 
and specifying which report items the page contains.  

Page layout: (for advanced Information pages only) where you define 
how the report items are laid out on the page.  

Parameter definition: (for advanced Information pages only) where you 
map any prompted search criteria to parameters to set up common search 
parameters.  

Parameter layout: (for advanced Information pages only) where you set 
the order of any defined common search parameters.  

If you select the globally available field then your Information page is 
available to other users. You can only set up Global information pages on 
the Smart Client. 
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Information Pages setup can be found under the Agresso Information 
Manager as shown below: 

 

To create a new information page select Information Page Setup from the 
menu and give your information page a name.  You can either setup a 
basic or advance type of Information Page – the tabs available will change 
dependant on the type created as highlighted above. 

Below is an example of a ‘Basic’ information page setup: 
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Upon saving you will receive a message asking if you wish to preview the 
result: 

 

Selecting yes will open the Information Page: 

 

You will see that in the example above the results are ‘tabbed’ as this was 
the option selected in the setup window: 

 

Selecting ‘edit’ from the toolbar takes you back to the Information Page 
Setup window. 
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By selecting an ‘advanced’ type of Information page you can specify items 
such as: 

Page Layout: 

 

Here you can specify  how many horizontal windows you wish to use and 
decide on the number of reports to view per section and the section height 
(small, medium or large).  The window changes depending on the number 
of reports selected on the initial window and the number of horizontal 
sections selected above.   

In the example above I have select 6 reports: 

 

You then are asked to decide which reports to place in which section: 
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On the Parameter definition tab you can define ‘search’ criteria for each of 
your reports.  You are shown any parameters already embedded in your 
browsers.  Selecting the ‘Create parameter’ button at the end of each line 
gives you a pop-up box to add/amend search criteria.  

 

Finally on the Parameter layout tab you can move the search parameters 
up or down.  For example if I add mutiple search parameters on the Course 
Confimation report: 

 

 

You will see: 
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On each of these windows you will have the option to save and then 
preview the changes you have made.  In preview mode you will have the 
options to Save, Reset or Edit your setup. 

 

Once created, you will need to set the appropriate access rights for the 
page, in either the Role/used-based access, or Menu-based access window 
in System Administration, Users and access.  

NOTE: Once saved you cannot amend your information page from a Tab 
Based page to a Stacked Based one. 
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Setting an information page default size 

Under the same menu you can select ‘Information Page Default Size’ which 
allows you to specify the size of each section based on your section of 
small, medium or large in the page layout tab. 
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Roles/Position Connections 
This functionality allows a connection to be created between a Role and a 
Position therefore allowing the Role to follow the Position when encombants 
change.   

For example:  A position of Payroll Administrator may be connected to a 
role which grants access to the Payroll Tab of the Resource Master File.  If 
the encombant of this role changes position to become a HR Administrator 
and under this position is no longer granted access to this tab, a 
connection between the new position and the relevant role can be made 
and as soon as an encombant is transferred into the HR Administrator 
position the access to this tab is removed as part of the new role they have 
been granted. 

To allow a role to be connected to a Position you need to select the new 
‘Position’ checkbox on the Role Master File: 

 

This allows this role to be available for selection in the new ‘Connect 
Positions and Roles’ window found under Position Administration or on the 
Tools Menu from the Position Register as shown below: 
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Once you have selected either option you are taken to a new window which 
gives access to all roles which have ‘Position’ selected only and allows you 
to make the connection between the selected position and the roles which 
should be granted. 

 

There are two tabs allowing you to make the selection at both levels – Role 
to Position or Positon to Role.  You can use the new smart search facility to 
find your selection by simply beginning to type in the relevant search box 
as shown below: 
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By placing a resource into the relevant  position they will inherit the 
connected roles.  In the example below the user only has the role of 
SYSTEM and SUPER, however by allocating them to position 0001 they are 
granted the ADMINISTRATR role and any access, data control or workflow 
rights associated with this role. 
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Access to the role is driven by the position dates.  Therefore in the example 
above the User has access to the role based on position 0001 from 
01/01/1998 to 31/12/2099.  However if the position is then ended or has a 
future date entered the access dates will change in accordance with these 
dates as shown below. 
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Forms 
Agresso Forms is a new module that allows an administrator to define new 
business objects with tailored windows. The main purpose is to facilitate 
transition of paper based forms (e.g. applications of various sorts) to electronic 
forms, with the ability to handle the content as the content of any other business 
object stored in the Agresso database. This entails sending it on workflow, 
viewing reports and statistics etc. In principle, any collection of data fields (i.e. 
one or more flexi-field groups) can be defined as an Agresso form and made 
available through custom windows. 

Forms enable the user to: 

• Define their own data entry window or form. 

• Define form content. 

• Define form layout. 

• Specify and distribute form access.  

• Distribute a form using workflow by: 

o Defining the specific workflow process for the form. 

o Lock the form to block changes while it is in workflow. 

• Enquire on current and historical form content i.e.: 

o Enquire on the workflow status of the form. 

o Use a bowser to retrieve values entered in the form. 

• Create and distribute a form using: 

o An Attribute.  

o Define a form using  a user defined attribute. 

o Identify each completed form using a value of this attribute 
(additionally you can use autonumbering with forms). 

• Flexi-Field: 

o Define the actual form (its fields, data types and display 
lengths) using flexi-field groups  linked to the user defined 
attributes. 

o Design/format the form (flexi-field groups) layout. 
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• Layout: 

o Create an element type with a user-defined form attribute. 

o Distribute the completed form for approval/authorisation in a 
workflow process, using this element type. 

• Each form appears as its own menu point in Self Service: 

o You may easily move this point to other locations/modules 
within the self service menu. 

o You can control access to forms using Menu based access, 
just as with any other menu point. 

o You may also use distributed information access with forms. 

• Each form is a (master file) attribute and each entered form is an 
attribute value. Subsequently forms may incorporate/use: 

o Data Control. 

o Auto numbering. 

o Document Archive. 

o Flexi-fields. 

o Browser Enquiries. 
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Course Review 
This section reviews the main elements of the course and covers the 
objectives of the course and the key learning points from each session. 

 

Objectives of the course 

The objectives of the course are to help you: 

• Understand the setup of resources in Agresso. 

• Understand how to set up and maintain resource information. 

• Understand how to set up and maintain position information. 

• Understand how to use relations on resources. 

• Understand how to set up flexi-fields. 

• Understand how to use standard reports and the browser to enquire 
on resource information. 

• Understand ABW Competences and their links to other ABW 
modules. 

• Understand how to use Requirements Rules and Analysis for 
Competence enquires. 

• Understand how to perform a gap analysis. 

• Understand how to enter applicant information, and transfer details 
of successful applicants to a resource record. 

• Understand how to use the browser to enquire on applicant 
information. 

 

 

 

 

Course evaluation form 

Don’t forget to complete the form and hand it to your trainer. 
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