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Tracking Employee Badges
Navigation:  Home > Workforce Administration > Personal Information > Badges

Enter the Employee ID on the search page and click [image: image1.png]Search



 The Badge page will display for the employee requested:
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Badge Type:  Select from the values below.  You can add additional badge types by clicking the [image: image3.bmp] button.
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Effective Date: Enter the date the badge was issued, changed, inactivated, etc.  You can add additional effective dated rows for each badge type click [image: image5.png]


.

Status:  Active or Inactive

Badge Number:  Enter the badge ID, up to 20 alpha-numeric characters.

Expiration Date:  Enter if appropriate.

Comments:  Enter if appropriate.

Click [image: image6.png]


 Enter the Employee ID on the search page and click [image: image7.png]Search



 The Badge page will display for the employee requested:

[image: image8.png]Badge

PollyParrot

Badge Type:
Information

“Effective Date:
“Badge Number:
Expiration Date:
Comment:

B suiting access

PIZTE  sous
| I—

EmplID; 185303





Badge Type:  Select from the values below.  You can add additional badge types by clicking the   button.
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Effective Date: Enter the date the badge was issued, changed, inactivated, etc.  You can add additional effective dated rows for each badge type by clicking the   button.

Status:  Active or Inactive

Badge Number:  Enter the badge ID, up to 20 alpha-numeric characters.

Expiration Date:  Enter if appropriate.

Comments:  Enter if appropriate.

Click [image: image10.png]


 to save the record. 

Employee Photos  

Navigation:  Home > Workforce Administration > Personal Information > Citizenship > Identification Data

Enter the Employee ID on the search page and click [image: image11.png]Search



. The Citizenship/Passport page will display for the employee requested:  Click the Employee Photo Tab.
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To add a photo:  Click the [image: image14.png]


  button, and you will be able to browse your PC or network for a picture, then click [image: image15.png]Upload



 and then click [image: image16.png]


 to save the record.  To remove a picture use the [image: image17.png]


 button.
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