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DART

Copyright and Legal Notice

Information provided in this document is strictly confidential and owned by Cirrus
Information Technology Limited and may not be copied or used without the written
permission of Cirrus Information Technology Limited.

'DART" is a mark used and owned by Cirrus Information Technology Limited.

© 2012 Cirrus Information Technology Limited.

DART version 1-12-03

Page 2



DART

DART is an innovative and fully functional HR system built on the Microsoft®.NET framework.
DART holds an extensive range of employee record details including those concerned with
statutory and payment information.

DART has a quality of immediacy apparent to the user from the start. It has an open plan
design and contains some state of the art HR management tools.

) )
= Home | Employer Configuration

ﬁ @ ﬁ 5004 - Mr W O'Driscoll
New

Print Find

Actions

DART
Process  SystemSetup  Administration  Reports
@ 1z x| ) @
Internet Word  Excel User System List All
- Alerts  Alerts ‘Options.
Person Search Links Alerts User Preferences

= 5004 - Mr W O'Driscoll
Modify Basic Details
View Calendar
Manage Contacts
& Manage Job
Add Job Details
=- Modify Job Details
02/08/2011 - Latest
Manage Absence
Manage Hourly Input
Manage Deductions
Manage Disciplinary
Manage Appraisals
Manage Training
Manage Work Schedule
Manage Holiday
Manage Time Off In Lieu
Make Perscn a Leaver
Manage Documents
Manage Letters

.qu Details (5004 - Mr W O"Driscoll - Employee)

Person Ref 5004

Mr W O'Driscoll

Job Details | Reporting Details | Pay Detzils

Save

Date  |08/08/2011 Reason |New Starter -
Organisation Unit | Training Department v
Job Title Trainer 4
Grade [TN2 v
Location ‘Companv House v

Full/Part Time Full Time v

ot om0

Its intelligent design features provide numerous benefits for both HR professionals and those
with less experience in HR policies and procedures.

The look and feel of the product is very user friendly.

& ﬂ =-4 - DART
- Home Employer Configuration Process System Setup Administration Reports
j @ @a 100 - Mr J Defoe v rﬁ =l x: y L‘j’ _-_2 ¢  Theme Office 2007 Blue - t}
Mew  Print Find Internet  ‘Word  Excel User  System List All
~ Alerts  Alerts Options
Actions Person Search Links Alerts User Preferences

Data in DART can be exported into Microsoft Excel® at different levels and stages with the

press of a button.
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DART

Some of the DART features include:

Disciplinary Details and Legal Letters Generator

Organisation of your external documents/pictures etc..

New Person Processing

Leaver Processing

Job History

Payroll Data capture

Basic Details

Work Patterns

Holiday Plans

Absence Monitoring

Calendar functionality

Training Records and Appraisals

Mass Import and Export Facility

Contact Information (Like next of kin, dependants or business contacts)
Reporting (Standard Reports, List all functionality and Export to Microsoft Excel®)
Security Groups and Profiles

Further explanation of some of DART’s key features will be provided later.
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DART

Employee Basic Details
Examples of the type of personal information held against an individual are:

Key personal information, name, date of birth etc...

Multiple addresses.

Contract information like start date, probation periods and notice period.
P45 information given to you when they started.

Payment details, their bank account information.

Key payroll information entered here can be sent over to your payroll system using the extract
facility.

.M‘.’Jdify Basic Details (30005 - Mr F Collins - Employee) - X
Person Ref 30005 Person Type EmplD‘,‘F_‘F_‘ v| Save
Mr F Collins [ Person Type History ]

Personal | address || Contract Statutory | Payment Options

Title Mr W
Surname |Cullin5 |
Farenames |Frederick | |Andrew | | |
Prefers Fred Initials |FA |
Marital Status Married Gender |Ma|e v|
Date of Birth | 01/07/1980 Age 30 Retirement Age E Date: 01/07/2045

NI Number HKBY5432C

Email Address

=
E
m
m
c
=
=)
=
m
o
= <

Ethnic Origin b |
Nationality |British v|
Religion | W |

In addition to employee information, DART can hold records for other types of people, not
necessarily employed in your organisation, such as contractors, temporary staff and partners.
Only staff records flagged as employees will be available for transfer to payroll.
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Job History

You can keep complete employment history for your employees. The Job Details window
stores contract information such as Start Date, Job Title, Organisation Unit, Location, Hours and
Salary. Changes here can be passed to the Payroll.

..an Details (30005 - Mr F Collins - Employee) - X
Person Ref 30005
Mr F Collins
Job Details | Reporting Details |
Date  |01/03/2010 Reason |New Starter v
Organisation Unit |F"iv.=_- Production Line lii|
Job Title | Pie Maker m|
Grade |B l\fj|
Location |F"iv.=_- Factory lii|
Pay Basis |Annua|lyr lii| Annual Salary | £2|I],CH]].D|]|
Basic Weekly Hours
Full/Part Time | Full Time lii| Contract Type | Permanent lii|
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DART

Absence Management.

Key data for statutory absences like Sickness, Maternity, Paternity, Adoption & Paternity
Adoption can be held in DART.

We also utilise the Bradford Factor calculations for monitoring occurrences of sickness absence.
If required this can be linked to disciplinary processing. The employee record below shows a
Bradford factor of 125. We have configured this example in DART to highlight a record as a
possible disciplinary case if an employee’s Bradford Factor goes above 50. This is user definable
within DART to suit and support your company policies.

BEadford Factor {104 - Mr R Keane) - X
Person Ref 104
Mir R Keane

Effective Date 01/03/2010 w

The following Sickness absences exist between 02,/03/2009 and 0L1,/03,/2010

Start Date End Date Reason Days b
09711 /2009 09/11 /2009 Flu 1
23711 /2009 23/11 /2009 Flu 1
07 /12/2009 07,/12/2009 Headache 1

1471272009 14/12/2009 [Migraine 1 "
Total Absences (A= & Total days absent {Dy= &

Bradford FactoriAxA)x D = 125

Your company has defined the following Disciplinary Levels based on Bradford Factor scores

Bradford Factor Disciplinary Level
B0 to 99 points Hearing
100 to 150 points Verbal Warning
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DART

Holiday Management

The DART holiday manager allows you to enrol staff into a company scheme and adjust their
entitlement on an individual basis using DART holiday supplements.

The Auto Accrual feature automatically adjusts holiday entitlements for starters and leavers
and for employees who change their contractual hours.

Supplements are used to make adjustments to a holiday year entitlement. Examples of holiday
supplements your organisation might require could be:

e Part Time adjustment (reduction of annual leave entitlement)
e Bought Holiday (increase of annual leave entitlement)
e Bought forward from next year (increase of annual leave entitlement)

When employees request holiday, their entitlement is reduced. A report is available to view
online.

amHoliday Summary (100 - Mr J Defoe) — [.™Holiday Summary Legend

Date |Ul,.f03f2010 lv‘| [ Rafresh | ‘ lv;H LT 125 l

Holiday Scheme Tottenham Hotspur Holiday Entitlement
System Setup
Haliday Period ‘01;01,'20101024106,'2010 |
Entitlement E Days Supplemeants Days
Holiday taken so far D Days Holiday booked D Days
Remaining entitlement Days

Holiday Start

Print Ji Legend i

Flanned but Unauthorised

Flanned and Authorised

Booked and Taken

| Heliday End

| Duration

| Remaining

19/04/2010 03/05/2010 Adjust down by 4
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DART

Employee Calendar

The Employee Calendar allows you to see any employee dated event included in the system.

B Calendar 2010 (30004 - Mrs J Williams - Employee) - X
January February March April
M| TIWI TIF 5|5 M| TIWI TIF 55 M| TIWI TIF 5[5 MITIWI TIF 55
1 2 3 1 2 3 4 5 &6 7 1 2 3 4 5 &6 7 1723 4
4 5 6 7 & 9 10 8 9 10 11 12 13 14 2 9 10 11 12 13 14 5 6 7 B 9 10 11
11 12 13 14 15 16 17 ER 16 17 1B 19 20 21 15 16 17 18 19 20 21 12 15 14 15 16 17 18
18 19 20 21 22 23 24 22 23 24 25 26 27 B 22 23 24 25 26 27 2B 19 20 21 22 23 24 15
25 26 27 28 29 30 31 29 30 31 26 27 28 29 30
May June July August
M| T W/ TIF S|5S M| T/ W/ TIF 558 M| TIWITIF|S 5| MI T W TIF 58
112 Work, & hours, 05:00-17:00 (Holiday) 1
24 5 &6 7 B 9 7 B 9 |Holiday - started 01/06/2010, ended 04/06/2010 (authorised)| | 2 3 4 5 & 7 B
10 11 12 13 12 [i5] 15 14 15 16 17 18 19 20 12 13 14 15 16 17 18 9 10 11 12 13 14 15
17 18 19 20 21 22 23 21 22 23 24 25 26 27 19 20 21 22 23 24 15 16 17 18 19 20 21 22
24 25 26 27 28 29 30 28 29 30 26 27 28 29 30 31 23 24 25 26 27 28 29
31 30 (31
September October November December
MITIwW|TIF SIS M| T/ W/ TIF 558 M| TIWI TIF S8 MI T/ W TIF 58
12 3 4 5 1 1 2 3 5 6 7 1 2 3 4 5
& 7|89 10 11 |12 4 5 & 7 B 10 B 9 10 11 12 13 14 & 7 8 9 10 11 12
13 14 | 15 || 1 12 13 18 15 16 17 15 16 17 18 19 20 21 13 14 15 16 17 18 19
B 2 |23 22 5 26 18 19 20 21 22 23 4 22 23 24 35 26 27 28 20 21 22 23 2425 26
27 282930 35 26 27 28 29 30 31 29 30 27 28 29 30 31
@ Year [ Refresh ] [ Legend ] [ Options A @

Different coloured fields represent different events for this employee. You can double-click on
a coloured items and the window for this event will be loaded for viewing or amendment.

You can print this calendar and send it to the employee if required.

If you wish to view more than one person’s calendar you can view a column based calendar
through the list all results window.
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DART

Payroll Extract

You can easily capture temporar

y data, such as overtime or expenses. This can then be passed

over to a payroll system. New starters, leavers and other specific contractual and personal
detail changes required by payroll can also be passed across.

o dify Hourly Input (100 - Mr J Defoe)

(D H9-&-QEQ ) Bookl - Microsoft Excel
W iig
- Home Insert Page Layout Farmulas Data Review View
Person Ref 100 Ivir ) Defoe -
= K | calibri MERRA I =S¢ | Tet - .|| B=1
Employee's Hourly Rate  |£80.0000 Current Jab Forward *j Er |n I U '”A‘ A‘l | _|§- |%- %, ,l
Paste . Styles || ..
. - F || i) | o I - (B
Reference Description Daa’tne Hours  Rate Cash Clipboard = Font 7] Alignment = Mumber =
0 e and a Ha 02,/2010 0 0.0000 00.00 | AL > & fx|PersonRef
EONUS Win Bonus 01/03/2010 2.00 £30.0000 £160.00 ‘ A | B C D E F G
1 |Person Ref!REference Descriptior Earn Date |Hours Rate Cash Calo
2 100 0715 Time and a 27/02/2010 25 120 300 2.50
3 100 BONUS Win Bonus | 01/03/2010 2 B0 160 2.00
a
5,
6
7
8
39
. 10
Payment Reference ‘OTJ..S (Time and a Half} 11
12
13
Earn Date |27/02/2010 Hours 1
4 4 » ¥ | Hourly Input - 100 < %J
Rate Calculation Cash
_ - Ready | P |
£120.0000 2.50 x (80.0000 x 1.50) £300.00

DART will then display the data, relevant to the Payroll, for you to check before loading it into
an E-mail attachment ready to be sent to the payroll team.

Payroll Extract x
Extract &
' > =
F @ o | Gl @ @ 25
Timesheet| | Changes | Starters | Leavers Extract Options Export
to Excel
Extract Data & Extract Process [ |[Export &
Person Ref Name Pay Reference Description Hours Rate Cash
b Mrl Defos EONUS Win Bonus 2 20 160
Total 2 80 160
100 Lir ) Defos oTLS Time and a Half 25 120 300
Total 2.5 120 200
106 Lr T Huddlestone BONUS Win Bonus 15 43.52 652.8
Total 15 43.52 652.8
106 Mr T Huddlestone OTLS Time and a Half 25 65.28 163.2
Total 2.5 65.28 163.2
106 LAr T Huddlestone oT2.0 Double Time 10 £7.04 870.4
Total 10 87.04 870.4
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DART

List All

List all is a facility that enables you to quickly access information in DART.

B b Details (40001 - Mrs M Murray - Employee) - X

Person Ref 40001
Save

Mrs M Murray

Job Details | Reporting Details

Date |06/09/2010 Reason ‘NewStarter v

Qrganisation Unit |Pie Shop w ‘

lob Title 0 -

List All people in this Job Title
Grade |A List All people who report to this Job Title
Location Pie Shop Undo

Cut
Copy

PayBasis  |Annually ~ Paste m

Basic Weekly Hours Select All

Full/Part Time  |Full Time - Contract Type

The results can be exported into Microsoft Excel®, opened up in the calendar or used for a mass
update. All the report data items are user definable.

Mperson Results (12 Rows Found) - x
Person Ref Title L= Surname Start Date Job Title e
Forename
oo lws  cwene s o g .. |
5002 Ms Caroline Dempsey 01/08/2011 Training Assist... |1
5003 Mr Frederick Walsh 01/08/2011 Senior Trainer 1
5004 Mr William 0'Driscoll 08/08/2011 Trainer 1
5005 Miss Helen Jarvis 08/08/2011 Trainer 1
5006 Mr Thomas Evans 01/08/2011 Trainer 1
5007 Mr Kenneth Peters 01/11/2011 Trainer 1
5008 Mrs Edith Hilliyard 05/12/2011 Technical Train... |1
5009 Mr Frederick Hoskins 01/12/2011 Trainer 1
5010 Miss Murial Cavendish 01/12/2011 Trainer 1
5011 Mr Richard Winter 01/12/2011 Technical Train... |1
cnaa Mice Halan= lanbine 1013001 Teainar B
| >

Mass Input ] [ Export to Calendar ] [ Export to Excel
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DART

Alerts

Alerts are prompts that remind you that some form of response or action will be required.
There are numerous types of alert and include such things as:

An open ended absence exists.

A holiday record needs authorising.
An employee is leaving.

An employee’s probationary period is coming to an end.

Alerts appear using the Traffic light approach:

e Red:
[ ]
o Green:

Critical, needs doing as soon as possible.
Getting near, perhaps someone needs to review this?

Alerts can be tasked to DART users for action.

Not due yet but is marked as an action.

Hplerts - X
Alert Type Description Employee Status Action By Assigned To %

G Training Expiry Training due to expire 100 (Mr ) Defoe) Jpen 07 /02/2010

G Authorise Holiday Unauthorised Haliday 100 (Mr ) Defaoe) In Progress 25/02/2010 Daniel

G Training Expiry Training due to expire 104 (Mr R Keane) Jpen 01/02/2010

G Authorise Holiday Unauthorised Haliday 100 (Mr ) Defaoe) Jpen 02/02/2010

G Authorise Holiday Unauthorised Haliday 107 (Mr A Lennaon) Jpen 02/03/2010

G Authorise Holiday Unauthorised Haliday hlz Jpen 24/02/2010

G Leaver Employee is leaving 10 My Jpen 02/02/2010

G Probation End of probation period 109 (Miss M Smith) Jpen 01/02/2010 )

G Probation End of probation period 106 (Mr T Huddl estone) Jpen 18/03/2008

G Leaver Employee is leaving 104 (Mr R Keane) Jpen 02/02/2010

G Document due to expire hlz Jpen 0L1/03/2010

O Leaver Employee is leaving hall Open 05/02/2010

[ Tr Training due to expire 100 (Mr ) Defoe) Open 31/03/2010 w
¥ o

Once the action has been completed the alert is removed.
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Legal Letters

When you create a disciplinary record in DART you have the option of generating an
accompanying legal letter. These letters conform to current legislation and are supported by
our legal partners.

..Md Disciplinary (40000 - Mr J Smith - Employee) - X

Person Ref 40000

Mr I Smith

0 Create disciplinary record with no letter

Create Letter

@ Create disciplinary record and accompanying letter

Invitation to disciplinary hearing

First written warning

Final written warning

Suspension pending disciplinary investigation
Confirmation of verbal warning
Outcome of appeal
Confirmation of dismissal

Confirmation of summary dismissal

A wizard guides you through the whole process allowing you to select the appropriate text from
drop-down boxes and entering your own details as required.

..First written warning (40000 - Mr J Smith - Employee) - X

- Header -
. Paragi |.Asvou were informed in the hearing, the decision has been taker l':i| (select appropriate value)
. [—

|di§(iplinary l\g| (disciplinary or capability)
- Paragraph 4 procedure. Your
o Paragraph 5 |conducl l"J-| [conduct or performance)

-Paragraph 6

" Paragraph 7 has been unsatisfactory in the following respect{s):

 Paragraph 8 continual lateness | tdefinethe details here)
- Paragraph 8 1
' Footer

b

@] Default Printer | [ Printand save

Preview Letter ()

On saving the letter the disciplinary record is also saved on the system.
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Security Groups and Profiles

..Security Groups

- X

Managers

| Group |

Sales

|HR

Manage Groups

Security groups are defined.

..Mnrmge Groups
Group |[g]3] lj
Show |AI| employees in Group Lj|

- LI 1004 - Ms R Cooper
L_| 1009 - Mr R Charles
o] 1011 - Miss H Blakeney

@H Change ]
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The Person Records to be made available to the Security Group users are added.

- security Profiles - x

Profile | Description | Available to |

System Users

Window eve

L1 Home | lv)‘ |
LI Employer Configuration

LI Process [ Apply to selected items J Delete

L_| System Setup

L1 Administration
L repons

LI Employee Windows

| Updare |

[ Select All ][DE—SEIE([J\II}

[ ewand Al | | collapse an |

Security profiles are defined. This profile example prevents access to the Administration Menu.

..Security Users - X
User | Name | Profile | Administrator | Suspended | Group |
admin Yes

User Name |HRU5er5 | | Update |
— reape rssurs
-
Security Profile |USERS 1 le|
Person 1D 1009 ~| Name [MrRcharles |
Group |HR >
System Users
Administrator |:| Suspend Account |:|

Users are assigned groups and profiles and inherit the security profile defined.
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