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Personnel Record Card

The Personnel Record Card (PRC) is designed to record Personnel details and represents a central database
of information, regarding Organisation Personnel. It is the application where the majority of personnel

related functions will be performed.
Information corresponding to the following records:
Service History, Medical, Training, Awards and Commendations, Health & Safety, Probationary Periods,

Sickness Absences, Next of Kin and Qualifications are stored, and thus accessible.

To access to PRC Persorinel  Window
P ! cord Cards. ..
Establishment adminiskration. ..

e Click onto Personnel Establishment

e Click onto Personnel Record Card Eectr_”'tme”t
ostings

Leavers

* r r r v

Absence

A Personnel Record Cards Window (as shown) will appear

10 Personnel record cards 10l =|
Help  GIS
Postings for: | Fi Hext Back
Service no:
Joirer... Delete... Search...
Permanent details... Current details... Print.. itetie el st |
Abzence - Show... |
Accidents
Awards and commendations
Contact details
Dependants
Employer details
Employment conditions
Financial Claims and Transac
Fiy post... !\"!ec!?ca! calentl:ler LI

As you can see the Personal Record Card is blank — you will now need to ‘Find’ or ‘Search’ for a record, there

are differences between ‘Find, and ‘Search’ which | will now show you.
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Find a Record

e Click the ‘Find’ button on the right of the PRC

Find...

A dialog box — as shown — will pop up

Flease select a field to find on: Ok Cancel

Sumame and iniials
Forername

Service number
Mumerical service number
Ethnic code

Post code [substantive]

Pleass select a find typs:

e Select the field you want to Find this record under

(Surname is the default)

Dioes nat begin with
Does not end with

=zl Ipoes not cortain =

e Select the type (begin with is the default)

\ Flease enter a walus to find with:
E]

In the Value box — Type in the name of the record or the first letter (I have entered B)

The first record that will appear for the letter B - If this is not the record you are looking for you can scroll
through the ‘B’s until you find the correct record

e Click on the Next and Back button — top right side of the PRC Mext Back
Search for a Record
If you type in the actual name you would not need to scroll through the files to find the record
I
* Click onto Search button Fleaze select a field to search on: ak. | Cancel
- 2T

Surname and initials

Forename Flease select a search type:

Search...

e Enter the first letter of the Last name

e Click onto the OK button
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Service number
Mumerical service number
Ethnic code

Post code [substantive]

Flease aévalue to search with:

Equal ta -
Mat equal to

Greater than or equal to

Less than or equal to

Ends with

Containg

|z empty

|z not empty

Does not begin with
Dioes not end with
Does not contain

Lo

M
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All records starting with the letter ‘M’ will appear

1017 records where Surname Begins with M

=10l

@- Records found...

Print list, é |

Service number | Sumame Initilals | Forename
SBM Macro SE Sam
487 Mainwearing F Frank
MAMAGERT Manager M P Payment
745 Marners B Ben
550866 Markwmel M Mark
MAD max b b mad
MeDougle BD Brian
il 1]
mick MO dyer
Mike 2] Hayes
Miles L Lisa
MILLY M MOLLY
MOLLY M M Mandy
Money bt Carl
Moon A, Alfred |
Mouse M Micky
MRA A I

) oo B .

e Click onto the Open button

You need to click onto the ‘X’ to close this window

Choose the one you are looking for

Open... @ |

The PRC will show the following information:

The information for the person you are looking for will appear in the windows on the left — as shown -

In blue are the details of the current person’s permanent details:

. Post Name

¢ Rank Name

e Division, Location Code: Location

Name

e Duty System
¢ Watch

e Zone

e Effective from date

10) Personnel record card for D McGovern [_[O]
Help  GIS

Postingsfor.  McGovern D (Disne) g E 05/ - Find Mext Back
Servicenor 123456 -

Fayrall no 572 - Joiner... Delete.. Search.
Pfelmanenl detals.. Curent details.. Pint.. Create addtional post... |
Di's Posts Testing

Di's Fiank Testing s

EIP: DILT: Dis Logstion Testng A€ AT oo
Di's Duty Sps T coients

Di's Watch Awards and Commendations

Zone DI'S ZT
Eftective from 02 03 2007

Fig posst...

Complaints Pracedure

Contact Details

Dependants

Documents and Images
Employer Details

Employment Conditions j

In red are details of the person’s current/temporary details, if different to the permanent details.

Only those details that are different in the current posting will be displayed.

In the above example this

person is in the same Post and Rank, but their Location and Duty and Watch have changed.

The list on the right shows all of the sub-options related to the currently selected person.
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