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General

E-signature

In HRM4Baltics product, it is now possible to sign files in the self-service portal. To sign, the
presence of the RTE package is required, along with configurations that integrate the signing
capability with the HRM4Baltics product.

Files (Payroli365)

© Approve @ Reject B Cancel Approval  [B% Approvals  ©2 Delete Request [ RequestLog [ Signatures [ Download Signed Document

=  GRkYUsZGICUTgCEmgOhXolpBididQt...

Request Name Fail p—
Request No. HRF000163
Signing - BIRGIT % 7 X
Request Date 21.02.2024 I
Request Status Waiting API\J Hello, Birgit-Kai Kiuru. D Téotasu kokkulepe_Kaspar Kasp _21.asice is waiting for you to sign.
Name Kaspar Kaspi
Page will close automatically. Please be patient and do not close the page by yourself.
Job Title Khendneenil!l
Request Info Ame(ijuhemi
Singing Information aa
Approval Comment I L
Progress: Verification Code:
>h
Date Created File Name Preparing...
g vi
21.02.2024 : Todtasu !
21.02.2024 Ametijuhel
21.02.2024 Leping_Kat
| -

Statistics Estonia Report on Wages and Labour Force

Due to recent changes in the Statistics Estonia Report on Wages and Labour Force, the wording of
the report fields has been updated. We have also updated the HRM4Baltics Wages and Labour Force
report with the same wording.

ESD Report

A new ESD report has been added to the product.
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The settings can be found under Reports Setup, on the ESD tab

Actions

> Setup > Calculation

[ Payroll Setup ews

% Working Schedule Setup

[ state Reports 5] Salary Reports

[ statistic Reports Employee Reports

k Event Setup

& rortal Setup

% Application Area Setup
% Outlook Calendar Setup
&% Data Setup > I

-3 Reports Setup

> [ Reports Setup

10 [ New Reports Setup
[ statReports Setup - .
The report is in XML format, which makes uploading it to the Tax and Customs Board (EMTA)] quick
and convenient. The report can be found in the payroll accountant's role center under the State

Reports block.

Actions

> Setup > Calculation
> Journals Overviews
Insights

Employees

® Male Female

20

Payroll Calculation

New formula syntax for finding the employee's birth month

State Reports Salary Repe

[# TsD dyee |
TSM

Certificate of Social Tax -
TSM MR (non-resident)

Certificate of Unemployemnt Tax

PS

[@s Pay Compensation

i Social Security Tax Request

B Esp xmL

& INF 14

B INF 14 XML
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A new formula syntax has been created to identify the employee's birth month. This formula syntax
can be used, for example, to pay the employee a birthday/anniversary bonus in their birth month.

New payroll formula for finding employee tenure

We have enhanced the formula syntax for finding employee tenure. It is now possible to calculate
the employee's tenure in such a way that periods of inactivity (parental leave, military service) are

deducted from the total tenure when calculating tenure

ERP /| HRM CRM
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Working Schedule

Total entries view in consolidated table.

In the consolidated view of the working schedule table, it is now possible to open the view of
employee time entries.

The consolidated entries of the employee's working schedule are displayed when clicking on the
employee's name in the consolidated table.

Employee Total Entries (HRM4Baltics) - T012 Mari Murakas : March 2024 KONTOR (Open) 2 X
Total
Normal Hours 2390 | Shortened Hours 6 | Break Hours 144
Night Hours 6 | Neminal Hours 144 | Quantity 34
Holiday Hours _ | Difference 4750 | Amount 1800
Total Hours 1915 Day Overtime H. 2395
=4
Entries = = 7 Add Job =
Wor. Day
shift Nor Night  Holi Break Break Overtime Shortened
Date T W.  Code SinceT Tl Hours Hours  Hours  Hours Break  since ill Hours  Neminal Hours  Entry Type Value Type Pen
- 01032024 Fr 125 1o 05 2 Hour
04.03.2024 Mo 205 14 05 6 Hour
05.03.2024 Tu 185 13 05 5 Hour
06.03.2024 We 125 8 05 4 Hour
08.03.2024 Fr 85 8 05 Hour
11.03.2024 Mo 85 8 0s Hour
1203 9124 T /e 2 ne Hanr
Close

Self Service

Expense report submition with sum of 0

It is now possible to submit an expense report with a sum of 0 euros. To do this, it is necessary to
make the appropriate configuration in the expense report type card.

Expense Report Type Card (HRM4Baltics) @ [ + lﬁ[

AUTO

& Shortcut Dimensions Automate ~~  Fewer options
Completion Type Approval v | File Required (._)
Period From Formula -CM | Allow Jobs o
Period Duration Form.. +CM | Allow Currency @
Allowe To Change Fro... ‘) | Allow Zero Line Amou... @I
Allowe To Change To ... 0 Allowed To Change Di... 0
One Report In Period @ Skil Employee Dimens... @
Minimum Range | Show Report Date @
Allowed To Submit Ti... | Show Compensated ... @
Cost Date Must Be In ... 0 Show Compensated A.. @
Applied Type Car v I Show Quantity D
Report Type Car v | Show Unit Cost .)

Enhancements to the Car Allowance Expense Report

ERP /| HRM CRM
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The car allowance expense report has also received some enhancements. Now it is possible to
replace the field km/€ with 1/100, thereby changing the calculation of car allowance to be based on
liters of fuel. This enhancement is necessary, for example, for companies whose employees use
company fuel cards, where it is necessary to submit a mileage log. In such cases, it is important that
the amount of fuel consumed corresponds to the liters stated in the report, and no monetary
compensation is provided to the employee.
To use this solution, it is necessary to add the average fuel consumption in liters to the employee's

vehicle card and activate the "show liters" marker in the expense report type card.
Expense Report Type Card (HRM4Baltics)

AUTO

& Shortcut Dimensions

Period From Formula

Period Duration Form...
Allowe To Change Fro...

Allowe To Change To ...

One Report In Period

Minimum Range

Allowed To Submit Ti...

Cost Date Must Be In ...

Applied Type

Report Type

Def. Expense Templat...

Approval Group No.

Creation Text

Submitting a Resignation Notice through the Self-Service Portal

@)

=

Automate ~»  Fewer options

‘ new car expense report

+ iy

Allow Jobs

Allow Currency

Allow Zero Line Amou...
Allowed To Change Di...

Skil Employee Dimens...

Show Report Date

Show Compensated ...

Show Compensated A...

Show Quantity
Show Unit Cost
Show Total Amount

Show Payment Method

Show Liters

0088800008008

The HRM4Baltics self-service portal now includes the capability to submit resignation notices. It is
also possible to add an approval process to the resignation notice.

ERP /| HRM CRM
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Multiline Request (HRM4Baltics)

(@)

Karl-August Kuusepuu Resignation notice

EENew 7 Submit X Cancel & Delete

Request Information

%3 Approvals

[ Request Log

=

Automate

+
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0}

Fewer options

Show less

Request No. TAOT00463 Current Approver Role
Request Status New Name Karl-August Kuusepuu
Request Date ‘27.03.2024 | Add reason for departure and last day of employment
Request Info
Resignation Letter
Grounds for Term. Co... ‘ v |- |Please aCcept this letter as formal notification
Crounde for Term D ‘ that I am leaving on grounds of as of .
Last date of Employm.. ‘ Karl-August Kuusepuu
v

Cause of Term. Code ‘

Cause for Term. Desc. ‘

It is possible to configure the resignation notice under the multiline request subtypes:
Select - Multiline Request Subtypes (HRM4Baltics)

Multi.

Show

o

Show

@ ) Analyze -+ New BEFEditList -

Show

Show
Reas.

Show
Action Show

Show

Resig

Locked

= 2~ X

Instructions

Standard
Standard
Standard

Code T Description Empl.  Dime. Qua Perce..  Code Type Event Lines Letter A 4 Instructions Style
CONT_CHA... Contract Change
PREMIA Premia
ABSENCE Absence
> | RESIG_NOTICE : Resignation notice Add reason for departure and last... |Standard

Student status and educational institution details on the new employee form

The new employee form now includes a checkbox for 'Student.' When this checkbox is activated,
fields for entering educational institution details are added to the form. Upon confirmation of the
form, the entered data is automatically transferred to the employee's profile.
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PERSONAL DATA

Full Name |Elar Példmaa |
First Name | Elar |
Last Name | Pdldmaa |
Personal ID | 50210230821 |
Birth Date |23.10.2002 |
Sex [ Male ¢]
Job Title |

Vehicle Registration PI...

4»
(N

Holiday Payment [ Holiday

Student @

Contact Information for Minor Employee Form

On the employee form, it is possible to make it mandatory to specify a contact person in case the
person being hired is a minor.

Employee Form @ + i + Saved [N

Elar P6ldmaa

+ | Confirm and Submit

ADDITIONAL INFORMATION FOR THE IMPLEMENTATION OF THE COMPETITION AGREEMENT >

ADDITIONAL DATA TO COMPLY WITH CHILDREN'S RIGHTS AND BENEFITS >

SKILLS >

ADDITIONAL INFORMATION ABOUT THE CONTACT PERSON

Contact Name | ‘ Address ‘ |
Registry ID | ‘ City ‘ |
Relation Type | ~ ‘ Post Code ‘ |
Phone No. I ‘ County ‘ v |

Country Code ‘ v |

Setting is find in Payroll Request Setup:

ERP /| HRM CRM/ BI
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Payroll Request Setup @ + T -
Text Setup Setup More options
Request
Request Type [ Employee Form ¢] Form
Description ‘Ankeet | Create Required Files ... @
E-Mail Template ‘ - | Proof of Child Invalid ... | v |
From Date ‘01‘01.2019 | Keep Form Data Datef... | +365D |
To Date ‘ | Parent Confirmation R... @

Student Parameter No. | v |

Employee Working Schedule Portal View

Student Allow Study L...

The employee work schedule view in the self-service portal has been enhanced. Group names for the
work schedule have been added to the view, allowing employees to see an overview of the entire

work schedule by clicking on them. This enhancement also allows for the display of multiple
different shifts for the same day.

My Working Schedule

Office | Service

4 Previous Month | February 2024 | Next Month p

Monday

12

8:30-17 8h

19

26

8:30-17 8h

Tuesday

6-17 10,5h

8:30-17 8h

13

8:30-17 8h

20

27

8:30-17 8h

‘Wednesday

13-010,5h

23-67h

14

8:30-17 8h

21

28

8:30-17 8h

Thursday
1

8:30-19 10h

8:30-17 8h

15

8:30-20 11h

22

29

8:30-17 8h

Friday

8:30-17 8h

8:30-17 8h

16

8:30-17 8h

1%h

23

Saturday

10

17

24|

8-13 5h

Sunday

4

1

23-6 7h

18

25

8-13 5h

Enhancements to Recruitment Buttons in the Self-Service Portal
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To enhance the usability of the recruitment solution, relevant buttons/boxes have been added to the
self-service portal.
Recruitments

Connected My Tasks My Interviews

0

My Recruitments

3

Recruitments

Candidates

5

Recruitment
Candidates

5

The buttons can be made visible on the self-service portal window settings.

Employee Portal

%

Messages Ulle AS Bus.Trips & Trainings Reports Birthday National Holiday National Holiday Noviciate

Ulle AS has 99 people
3 employees are missing

Interfaces

File Exchange with IFS Software

A feature has been added to the product for exporting journal entries for transfer to the IFS financial
software.

File Exchange with IFS Software

A feature has been added to the product for exporting journal entries for transfer to the SAP
financial software.

APl endpoint for querying absences in the self-service portal

ERP /| HRM CRM/ BI
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A new APl endpoint has been added to the product, allowing retrieval of data from the self -service
portal's absences list. This list includes absences that may not be present in the absence dataset
(e.g., event-based absences). The status of the absence [actual, pending approval, etc] is displayed,
and the absence description is taken from the portal's absence settings.
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