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EFIS No. 35/2007

August 2007

RANGE: PERSONNEL – EMPLOYEE ADMIN

ORDER
-
Waterlow Order Form

Please find updated ORDER form for your immediate use.
Further to EFIS_67_2007 please delete  FORM 212 NML from your system as it only applies where the expected week of confinement began before 6 April 2007.  You should use FORM 212 SMB instead.  Please see deletion instructions below.
Importing Forms – Version 8/9 (32Bit software for Windows 98/NT4/2000/XP/VISTA)

1.
Start the OyezForms software (if you are running a networked copy of the software only one user should have the software open at this point).

2.
Insert the CD-ROM into your CD drive.

3.
Select Admin and then Import new forms… 

4.
When the dialogue box appears, click BROWSE
5.
Double-click on the CD-ROM drive labelled ‘OyezForms’ and select the EFIS folder which this document refers to.  Click OK

6.
The forms listed within this EFIS will appear in the dialogue box

7.
Click Select All
8.
Click Import
9.
Click Done.
Deleting Forms – Version 8/9 (32Bit software for Windows 98/NT4/2000/XP/VISTA)

1. In OyezForms select ADMIN>LIBRARY MAINTENANCE

2. Then double-click MASTER> PERSONNEL – EMPLOYEE ADMIN
3. Select obsolete form(s) FORM 212 NML.
4. Press the Delete button on screen.

5. The software will display two ‘Are you Sure’ messages, click Yes to both.

6. Finally, click Done button on screen.

Example Screen Shot – Library Maintenance:
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Name. Descition Rovised _ ~ Money Laundetng ~
FORM 123 DWN Discipinary Watring Nofice 177372005 Personal iy and
FORM 123DWN Discipinary Warring Notice: 29/2/2004 Persornel - ltenda
FORM 12548 Accident/Incident Report Form 29/2/2004 B Persornel - Emplye
FORM 125AIR  Accident/Incident Feport Form 13117200
FORM 200PA  Perfomance Appraisal (For Managerial .. 28/2/2004
FORM 200PA_ Performance Appraisal Serior Stafl 13117200
FORM 211STE  Statement of Temms of Employment 17/3/2005 PI-Law Society
FORM 211 STE  Statement of Tems of Employment 147872004 Frobate.
FORM 211 STE  Statement of Tems of Employment 297272004 Prabale -Law Socic
FORM 211 STE _ Statement of Terms of Employment incL.. 20/3/2002

Statutory Materity Benefts Farm (Notf.. - 3/11/2008

Statutory Materity Benefts Form [Noffi..  20/11/200°

Statutory Materity Benefts Farm (Nolf..  29/2/2004

Notice of Matermiy Leave and Employ.. 13/12/200 D A

Statutory Matermity Benefts Fom - conf. 21/11/2001 _

ORI AVt ot Fe S T 312 Dt oo

Persornel - Policy D
Persornel - Rectir





If you have any problems please contact Oyez Legal Software on 020 7556 3201
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