Accessing Personnel Info & Payslips

Agresso web services
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1. Logging In
1. Inthe Internet Explorer address bar type: http://agresso.bowvalleycollege.ca/ and press Enter
key.

| 5 @8 Suggested Sikes ~ £ | Web Slice Gallery +

One or both of the following login pages will display.

2. For each login dialog box enter your information as follow:
a. User name = bowvalley\your windows account username (e.g. bowvalley\bwayne)
Password = your windows account password

Conneck tu Agresso. huwvallercullege ca 1[ X

NOTE: If you do not have a windows account, Connecking ko agresso, bovevalleycollege. ca.

or do not remember your windows account User name: Iﬁ | j
user name and password, contact the

Help Desk: helpdesk@bowvalleycollege.ca.

Password: I

[ Remember my password

| 6] I Cancel
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b. Name = Your windows account username
Client = BV
Password = your windows account password

AGRESSO>

Business World

MName || |

o |

Passwiord

3. Click on OK or Login button.

Your Agresso Web Services homepage will open. This page will look like the following image.

@ AGRESSO Payslip | |
Payslip (BV)
{ 77 Add to shorteuts () Help

| »

« My tasks

B3 Expand all ] Collapse all [ Home [ Help
20 Workflow tasks

0 Alerts

Company
= *agresso Sandbox

xR

332 - 6Th Avenue S.E., Calgary AB

My tasks

B Reports

Time and expenses
Personnel info

Update task Iistl Show options | T2G 456 CA
¥ *““Agresso Sandbox™** Payslip
ERefTesh ELDQ off | =2 qreesy Sandbox™ ¥ | |'u'-.l'ayne. Bruce

F1880
1324 Maitland Drive NE
, Calgary AB...

Depending on the type of permission you are granted in Agresso, you may not have access to all the

buttons in the menu pane on the left side of the screen.
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2. Viewing Personnel Information

To view personnel information you need to be in Personnel information (BV) screen. This is the default
screen when you log into Agresso Web Services; however, if you need to navigate to this screen, here is
how to do it.

1. Select Personnel info button from the menu pane My tasks

on the left of the screen.
B Reports

Time and expenses

Personnel info

Options

Agresso Business Warld

2. Inthe top section of the menu pane,

navigate to and select Personnel information .
|« Personnel info

3 Expand all [ Collapse all [ Home [l -

== Personnel
fx Personnel information
'5""\ Payslip
g workfiow enquiry - Persannel infon
g workflow enquiry - Personnel addr
H 57 Courses & competence

screen as shown.

The Personnel information (BV) screen will open.

3. You can click on either one of the tabs along the top of the page to view that particular section.
This information include: Resource, Contact information, Employment, Next of Kin and
Rates/Balances.

Personnel information (BV)
[= save fijlg Documents | .7 Add to shortouts @Help

Resource | Centact information | Employment | Mext of kin | Rates/Balances

Mame

e Broce 3

T1EED
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3. Viewing Payslips
Log into the Agresso Web Services; see 1. Logging In section above. |7| My tasks
1. Select Personnel info button from the menu pane Reports
on the left of the screen. |¥| e
|£| Personnel info
|£| Options
Agresso Business World

« Personnel info
2. Inthe top section of the menu pane, 3 Expand all [ Collapse al [ Home [l Helo
navigate to and select Payslip screen as shown. 2 Persomnel

% Personnel information

D‘ Fayslip

El Woarkflow enqguiry - Personnel informath

‘El Warkflow enqguiry - Personnel addresse
M 57 Courses & competence

The Payslip (BV) screen will open. The following information and options are available in this screen.

Payslip (BV)
777 Add to shortcuts @ Help

Company
=*==pgresso Sandbox=***
332 - 6Th Avenue S.E., Calgary AB
T2G 456 CA

Fayslip

Nayne, Bruce hd

T188D

1324 Maitland Drive ME
, Calgary AE...

Pay date 27/04/2007

|_ﬂ Previous period ||E Mext period ||E Show year-to-date |

! Resource

-~ Position

Position Description Pay grid
ACES Scheduling Officer 15
EC46

o

FC1

mmm o

Payrall
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From top to bottom:

a. Name and address of your company (i.e. Bow Valley College).
b. Your name, resource id, and primary address.
c. Pay date, i.e. the date of payment being displayed.

d. Buttons to navigate between payslips
The Show year-to-date button will display [l Previcus period Mext period | || 2] Show year-to-date
the sum of payments and deductions from

the beginning of the current year to the last pay period.

e. Resource and Position sections provide more details about you and your employment at Bow

Valley College.
) Resource
Resource Employee Date from 13/01/2004
Supplier ID 71880 PR. Bank Acct, 7133672
PR Bank/Tran= 00105909
' Position

Position Description Pay grid Date from

ACAS Scheduling Officer 015 19/01/2004
EC46 Systems Analyst EXZ2 01/01/2006
FC1 Education Assistant MaxPace EAS 19,/01/2004
FC3 Education Assistant EA4 19,/01/2004

These sections can be expanded or collapsed by clicking on the arrows to their left.

f.  The Payroll table provides all details that you would find on a paper-based payslip.

Payroll
Description Mo Base Amount

Total working days per period 0.00 11,00
Regular Farninn: 0.00 0.00
Reqular ]Total working days per periodl 0.00 1,608.75
Adj. Vacation Pay - Lump Sum 0.00 185295
Tax 0.00 -315.11
Tax 0.00 -210.01
EI Employee 0.00 -

EI Employee 0.00

-C:\:\ Err 1y |:. I|:.|:.
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4. Printing Payslips
To print a payslip, you should be in the Payslip (BV) screen and have the required payslip displaying.

1. Click next to the Payslip (BV) title to make sure this is the selected pane.

Payslip (BV)
3 .7 Add to shorteuts () Help

2. From the tools options on the upper right of the screen click on the printer icon and choose
Print Preview... option.

Jﬁ' < - ) |- Page~ Safety + Tools - @~
= Print,.. Chrl+P

E.;: Prink Presigw, .,

|_# Page Setup...

The Print Preview window will open. In this window:

ﬂ
@ @‘ e ‘ I:I ‘ |1F'age‘v’iew j||f-\9 laid out on screen j“ShrinanFitj‘ [

AGFESSO Bavilip

« Personnel info Payslip [BV)
Bl 2o 21l [ Colapsz =l 5] o [ B o7 &oC o SToeosE m-e:

HES A

3. Select the Only the selected frame option from the middle B

drop down list. ]| As laid out on screen j “-

As laid out on screen
{0Only the selected frame
All frames individually

[selart

[ |
4. Make sure Shrink to fit option is selected in the last drop down list. “Shrink To Fi j ‘
|
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The print preview should look like the following.

AGEESS0 Business Woild Page 1 of 1
Fayslip [BV)
Do ddmaremea [Tz H-
L

=i
Jl Pr =iz e i | [ et perid | il mh o yma et e |
S Fssoue
5. Click on printer icon on the upper left corner of the window. @

In the Print dialog box, make sure the correct printer is selected and other settings are as you need and
then click the Print or OK button.
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