Appoint, Transfer, or Terminate
a Person

This guide focuses on the People Management module and the features available to the
administrator. By following the outlined procedures, administrators can:

Add users manually
o Create an organisational structure
o Define job titles and positions
o Appoint a person in a position
Add users using an import
Transfer a person to a different position
Terminate a person
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Add users

Users can be added to the system in two ways:
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e Manually, using the Organisational Structure, Job Management, and View/Edit
People functionalities, or
e Using the import sheet.

This guide will show both methods.

Method 1: Add users manually

To add new users to the system manually, it is essential that the following prerequisites are
established:

e The organisational structure must be developed.
e Job titles and positions should be defined in the Job Management module.

Create an organisational structure

e Click the gear icon to access the Setup and Configuration menu.
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e Select Organisational Structure from the drop-down menu.
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Setup and Configuration

Tenant Setup &
GRID VIEW

Ruleset Setup

Other System Administration

Master Data

Language

Job Management

People Groups

Organisational Structure

Product Setup

Roles

e Create an organisational structure based on the organisation’s size, goals, industry, and
work style. Some examples of organisational structures:
o Hierarchical structure - based on levels of authority and responsibility
Functional structure - focuses on specialised roles or departments
Divisional structure - based on product lines, geographical locations, or
customer types
Team-based structure - centred around project teams or cross-functional

(e]

(e]

o

o

units

Process-based structure - focuses on workflow and end-to-end processes

Hover over the name of a level to access the editing options. You can rearrange
organisational levels by using the drag-and-drop feature.

& Organisational Structure
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ORGANISATIONAL STRUCTURE

« Click on an organisational unit to view the positions.
« You can drag & drop the organisational units to re-order them.
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b

e To add a subordinate level, click the plus icon next to the relevant level name.
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e Complete the details of the organisational unit.
o Enter the name and code of the organisational unit.
o Choose the appropriate organisational level type from the dropdown menu.
o Toggle the Publish option on or off as needed.
o Toggle to enable new registrants to select this organisational unit when
registering on the system.
o If configured in the master data, the business location can be selected. To

learn more about master data, navigate to the Master Data Maintenance

part of this chapter.
o Other additional information about the organisational unit can be added, but is
not required.

Click SAVE ADD NEW to add another subordinate level to the same organisational unit. Click
SAVE when finished or click CANCEL to discard any changes.

CREATE A NEW ORGANISATIONAL UNIT UNDER SIGNIFY SOFTWARE

DETAILS

Organisational Unit Name *

Description Cost Centre

Organisational Level Type

@@ Publish

Org Level 1 v

Available on registration page

BUSINESS ADDRESS

Location

All empty children units will be updated with this location

WORKFLOW FALLBACK CONFIGURATION

General Sensitivity Fallback High Sensitivity Fallback

Not applicable " ‘ Not applicable

CANCEL. SAVE ADD NEW B SAVE

e Click the pencil icon next to the name of an organisational level to edit.

> | Reot Signify Software 2 40 0®0 S u

e Update the details of the organisational level. Click SAVE when finished or click CANCEL
to discard any changes.
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EDIT SIGNIFY SOFTWARE

DETAILS
Organisational Unit Name * Code *
Signify Software SIG000

Description Cost Centre

Organisational Level Type

@@ Publish

Company Name ~

Available on registration page

BUSINESS ADDRESS

Location

All empty children units will be updated with this location

WORKFLOW FALLBACK CONFIGURATION

General Sensitivity Fallback High Sensitivity Fallback

Not applicable " ‘ Not applicable

CANCEL B sAavE

e To delete a level, click on the trash bin icon next to its name. Please note that a level
cannot be deleted if it has:
o subordinate levels,
o vacant positions, or
o active positions.

> [ Root Signify Software 2 40 0® 0 S u

e When deleting, provide a valid reason for the deletion, confirm that you acknowledge and
agree to the action, and then click DELETE. If you wish to cancel the operation, click
CANCEL to discard any changes.



DELETE DATA MANAGEMENT DEPARTMENT
(DM01)?

This item will be removed permanently. This action cannot be undone.

Delete Reason *

| acknowledge & agree

CANCEL

e The green, yellow, and red icons next to an organisational level's name indicate filled,
vacant, and inactive job positions, respectively. In our example, there are four filled
positions, and no vacant or inactive positions.
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e By clicking on the organisational level's name, the filled, vacant, and inactive job
positions can be viewed on the right. To move a position to another organisational unit,
drag and drop it into the appropriate unit on the left.

«  Organisational Structure

ORGANISATIONAL STRUCTURE POSITIONS IN SIGNIFY SOFTWARE | SIGNIFY SOFTWARE | BUSINESS ANALYSIS
DEPARTMENT | TECHNICAL SUPPORT

» You can drag & drop the organisational units to re-order them. You can move positions by selecting them and drag & drop them on an organisational unit on the left.

« Click on an organisational unit to view the positions.
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e Once you have finished creating your organisational structure, it may look similar to our
example.
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ORGANISATIONAL STRUCTURE

« Click on an organisational unit to view the positions.
« You can drag & drop the organisational units to re-order them.
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Define job titles and positions

After establishing the organisational structure, we can proceed with creating job titles and positions
using the Job Management functionality.

e Click the gear icon to access the Setup and Configuration menu.
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e Select Job Management from the drop-down menu.
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e This screen shows all the job titles, positions, and vacancies within your organisation.

<  Job Management
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+ NEW JOB TITLE

Search here...

CODE

311328

519058

AdmO1

BA001

CDO0O1

C00001

DDOO1

ELOO1

GD001

Setup and Configuration
Tenant Setup
Ruleset Setup
Other System Administration
Master Data
Language
Job Management @

People Groups

Isabella Domingo Organisational Structure

Junior Software
Developer

Product Setup

Roles

A TITLE

Support User

Support User
Administrator

Business Analysis Manager
Content Developer

Chief of Operations (CO0)
Development Manager
elLearning Manager

Graphic Desianer

e Click +NEW JOB TITLE to add a new job title.
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+ NEW JOB TITLE “

e The job details screen will appear.
o Enter the job title and job code.

GRID VIEW
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Q& Search here...
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o If the master data for the occupational category, occupational level, OFO
code, and job grade data fields has been set up, you can select the appropriate
data from the drop-down menus. To learn more about master data, navigate to

the Master Data Maintenance part of this chapter.

o You can toggle the Critical Job switch on and off as required.

o Toggle to enable new registrants to select this job title when registering on the
system.

o Other additional information about the job title can be added, but is not
required.

Click SAVE when you are finished or click CANCEL to discard your edits.

<  Job Management Q search here...

GENERAL

£t 2
c 3
onl
Al JOB DETAILS N
Job Title * Job Code *
«
Occupational Category Occupational Level
KN
3
OFQ Code Job Grade
@ b
*
1
= Critical Job
*= Available on registration page
z
ADDITIONAL INFORMATION ~
£3 Purpose
The Purpose of this Job.

a
B SAVE CANCEL

e A message will appear to confirm the successful creation of the job title.

a ADDITIONAL INFORMATION
L Purpose
The Purpose of this Job...

Created successfully.

PUBLISH

e After saving the new job title, click PUBLISH to finalise and share it.
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a ADDITIONAL INFORMATION
& Purpose

The Purpose of this Job...
©

o

e Toggle to confirm that you acknowledge and agree to the changes, then click PUBLISH.

Publish Job Details?

Once published, Job Details will be made visible to other users with the
similar access rights.

1 lacknowledge & agree

CANCEL PUBLISH

e A message will appear to confirm that the job title was published successfully.

G

q ADDITIONAL INFORMATION
L Purpose

The Purpose of this Job...

Job Profile published successfully.

e Once the job title has been created, additional tab options will appear at the top of the
screen. You can either set the Requirements for the role or click on the Positions tab to
add new job positions associated with that role. Click on Positions to proceed.
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GENERAL REQUIREMENTS POSITIONS DISCLAIMER

JOB DETAILS

o) signify

e The current positions linked to the job title will be displayed. Click + NEW POSITION to
add a new position.

&«  Job Management Q Search here...
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4 ACTIVE CODE TITLE LOCATION IN ORGANISATION PERSON IN POSITION
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0 No data available in table
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+ NEW POSITION

e The position details screen will appear.
o Enter the position title. The position code will be automatically generated.
o Click the hand icon to select the location in the organisation.
o Click the Critical Position toggle if required.

Click SAVE when you are finished or click CANCEL to discard your edits.
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KX
Linked Position
3
Position Title *
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Location in Organisation
* eLearning Department by
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*
>
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8 SAVE CANCEL

Link 'Learner' to the Organisational Structure

Q

Please select the Location in Organisation
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CANCEL B SAVE

e You can return to Job Management to continue adding job titles and positions as
needed.
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Appoint new users manually

Since the organisational structure and the job titles and positions have been created, we can now
add a new person to the system.

e Hover over the sidebar menu and click People Management.

My Dashboard

Signify
SOFTWARE

] Main Dashboard

&, People Management

® Learning Portal

@ Performance Management

# Career and Succession

3= Competency Analysis

g with colleagues recently? Send them Kudos.

=+ My PDP

e Navigate to the VIEW/EDIT PEOPLE tab
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e Click +PERSON.
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Charlene Britton
Support User

Karabo Fweta
Scrum Master

2

+ PERSON

View/Edit People

A L7
Aimee Campbell Emily Collins Ephraim Doha
Chief of Operations Development Manager Junior Software
(€00) Developer

O Gum @ G

L)

Kyle Gosling Abraham Hamman Diego Inez

4*
0y

Intermediate Business Intermediate Business Junior Business Analyst
Analyst Analyst

Karabo Fweta Kyle Gosling
Scrum Master Intermediate Business
Analyst

-
{
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>
Isabella Domingo Lisa Edwards
Junior Software Senior Business Analyst

Developer

Isaac Jacobson Gabriella Josephs
Technical Support Junior Business Analyst
Consultant

-

e Expand the organisational units to find the new position you have just created.
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SELECT AN ORGANISATIONAL UNIT SELECT A POSITION

In Signify Software | Signify Software | eLearning Department
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e Ensure the job title and the position title are correct, then click +PERSON to add a new
person.
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SELECT A POSITION

In Signify Software | Signify Software | eLearning Department

SELECT FROM POSITIONS SELECT FROM JOB LIBRARY )

Q Search here...

Positions Vacant From
+ e
POSITION Show All Positions 28/03/2026

POSITION TITLE 4 JOBTITLE PERSON IN POSITION TERMINATED

Learner (11187378) Learner (LEAQOT) m

e Use the user details screen to populate the information for the new user, taking note of
the required fields (marked with a *). Update their reporting lines by clicking on the hand
icons, and complete their appointment information. Click SAVE & GO TO PROFILE to
finish setting up the new user's profile, or click SAVE ADD NEW to continue adding new
users. Click CANCEL to discard your edits.



ADD NEW PERSON IN

Organisational Unit
Position Learner (11187378)

PERSONAL INFORMATION

Usemname * 1D Number

Surname * Contact Number Email Address *

B= - 000000 0000

REPORTING LINES

Line Manager Performance Manager

Secondary Reporting Department Manager

Training Manager PDP First Approver

PDP Second Approver Leave Manager

Leave Manager Alternate Approver Salary Review Manager

HR Officer Secondary Job Requisition Approver
Line Manager Once Removed Workflow Originator

Finance Manager HR Recruitment Officer

Talent Management Manager Business Unit HR Manager

Primary Parent/Guardian Secondary Parent/Guardian

APPOINTMENT INFORMATION

Appointment Type * Notice Period (Months)

Permanent

Appointed From * Appointed To
28/03/2026 DD/MM/YYYY
Leave blank if the end date is unknown.

% Allocation to this role

0

Send Welcome Notification to Person

CANCEL SAVE ADD NEW SAVE & GO TO PROFILE

e If you have selected SAVE & GO TO PROFILE, you will be taken to the user's profile

page. Click Welcome Notification in the profile banner to send a welcome email to the
new user.
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People Management

(10002600) = -

Learner 2 I

Welcome Notification || Password

—

SUMMARY
. — . . - Physical Work o

2 Particulars B8 Biographical B Direct Contact # Social Contact 9 v . & Residential Address
PROFILE Location
EXTENDED PROFILE & Home Postal Address 2% Reporting Lines
USER PERMISSIONS
APPOINTMENT

PARTICULARS ~
PERFORMANCE MANAGEMENT
TRAINING AND DEVELOPMENT Usemame * Name * Surname * Middle Name
| ABOUR RELATIONS 10002600 -] Tsietsi -] Ndumiso
AUDIT INFORMATION Initials Title Known As Home Language

v Tsietsi ~

B SAvE CANCEL

e Review the contents of the welcome email, then click SEND. This will send the user an
email containing the system’s URL, their username, and a password reset link.

Send Welcome Notification to Tsietsi Ndumiso (10002600)

This person has not received a notification yet

& EMAIL A

From: noreply@signify.co.za
To: Added User

cc:

BCC:

Subject: Welcome to Signify Documentation
Dear Tsietsi Ndumiso,

You have been registered on the Signify System (Signify Documentation). Your Username is 10002600.

Please click on the link below to specify your new password.
Reset Password Link

For general access 1o the system, use this link:

Login Page Link

Kind regards,

Signify Team

cance m

e You may further revise the user's information in their profile, including updates to
biographical details, appointment history, or access rights. Click SAVE when you are
finished or click CANCEL to discard your edits.
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PARTICULARS
@
AMAGEMEN
AN ENT Username * Name * Surname *
* TRAINING AND OPMENT . .
10002600 Tsietsi Ndumiso
= LABOUR RELATIONS Initials Title Known As
= AUDIT INFORMATION TA Mr - Tsietsi
had
BIOGRAPHICAL
Far)
Gender Race Citizenship
. .
Male v African ~ Swaziland
) 1D Number
Disabled
3
hdarital Nate Rirthdar

.,
-
m CANCEL

Follow the above procedure to add users manually. This method is effective for adding small
numbers of users at a time. Alternatively, follow Method 2 below if you prefer to streamline the
process and add many users at a time.

Method 2: Add users using the import sheet

Using an import sheet, you will:

e establish the organisational structure,

e create job titles and positions,

e add new users,

e add details pertinent to each user, such as their username, gender, addresses, and
contact information, and

e configure their reporting lines.

Name Surname KnownAs MiddleName EmployeeCode nitials Title Homelanguage Gender Race Citizenship Disability  MaritalStatus MaritalDate
Vanessa - Vanessa 1975/12/12521696 Mrs English Female African Married 2001/09/02
Luisa Luisa 1991/11/16145682 L Mrs English Female Coloured Married 2016/07/12
Nate - Nate 1974/10/19505575N Mr English Male  Indian Divorced

Bruce C Bruce 1995/11/1671686S 8 Mr English Male  White Married 2021/04/15
Jeff 5 Jeff 1979/12/2257110¢) Mr English Male  African Married 2005/04/12
Ellie - Ellie 1977/10/22547461E Dr English Female Coloured Married 2003/03/18
Chuck K Chuck 1969/11/17863832 C Mr English Male  Indian Married 1995/04/28
Bart [ Bart 1964/12/133192918 Mr English Male  White Married 1989/12/19
Charles L Charles 1976/11/24873701C Mr English Male African Married 2002/08/02
Pam [ Pam 1994/10/24798897 P Mrs English Female Coloured Married 2020/02/02
Marcus - Marcus 1968/10/19249541 M Mr English Male  Indian Married 1994/02/12
Winston [ Winston 1965/11/27950585 W Mr English Male  White Diverced

Charles - Charles 1985/10/1599066€ C Mr English Male  African Married 2010/12/09
Creed [ Creed 1995/12/18468200 C Mr English Male  Coloured Married 2021/11/04
Johnny [ Johnny 1991/12/28722210) Mr English Male  Indian Married 2016/08/31
1ohn = 1ohn 1971/12/27693153) Mr English Male  white Married 1996/10/16
Emily Anabelle Emily Anabelle 1988/12/22247961E Mrs English Female African Married 2015/07/11
Michael = Michael 1973/11/2862231€M Mr English Male  Coloured Married 1999/09/25
Luke in Luke 1975/11/17316865 L Mr English Male  Indian Divorced

Jessica [ Jessica 1994/12/11400322) Mrs English Female White Married 2020/01/11
Rogelio =y Rogelio 1996/10/1211784€R Mr English Male  African single

Rosa Rosa 1991/10/26957793 R Mrs English Female Coloured Married 2017/02/15
Andy Andy 1999/11/26284484 A Mr English Male  Indian Married 2025/02/04
Dean [ Dean 1984/12/1449418€ D Mr English Male  White Married 2010/06/04
Paris Paris 1976/12/2657289¢ P Mrs. English Female African Married 2002/04/08
Paul - Paul 1993/11/25307764P Mr English Male  Coloured Single

Michel Michel 1986/11/13752434M Mr English Male  Indian Married 2011/11/20
Jerry ] Jerry 1977/11/1678592€) Mr English Male  White Married 2002/11/10
Lorelai = Lorelai 1989/12/16737895 L Mrs English Female African Married 2014/08/10
Rory Rory 1973/11/10483752R Mrs English Female Coloured Married 1999/08/15
Emily = Emily 1992/11/18268404E Ms English Female Indian Single

Richard Richard 1968/11/10905661 R Mr English Male  White single

Kirk = Kirk 1970/12/25322972K Mr English Male  African Single

Thomas - Thomas 1978/10/22125657 T Mr English Male  coloured single

Morgan Morgan 1970/12/27180797 M Mr English Male  Indian Married 1996/02/28



e Use the sidebar menu to navigate to People Management.

My Dashboard
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3= Competency Analysis

g with colleagues recently? Send them Kudos.

= My PDP

e Click this ellipsis icon to access the Module-Specific Functions menu.
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e Click Import on the drop-down menu.

Q Search h Module-specific functions

1 Import a
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e Ensure the drop-down options are set to People Management and Employee Data.
Click PROCEED to continue.

Import

Please choose below to proceed

‘ People Management

‘ Employee Data

CANCEL PROCEED “

e To access the import sheet, click DOWNLOAD IMPORT TEMPLATE.

. Import Employee Data

People Management, Employee Data will be Imported. Please select an
option below to Upload or Download

UPLOAD IMPORT FILE DOWNLOAD IMPORT TEMPLATE “

CANCEL 8 IMPORT

e Populate the downloaded Excel import sheet with the users' information. This procedure
requires attention to detail to ensure the information on the system is accurate. Please do
not hesitate to ask the Signify Consultant for assistance.



RulesetCode Externalld PayroliConnectorName Payrollld Username

e Once the import sheet has been completed and checked for errors, click UPLOAD
IMPORT FILE.

e Click on IMPORT to initiate the data validation and import processes.

UPLOAD IMPORT FILE

Vanessa
Luisa
Nate
Bruce
Jeff
Ellie
Chuck
Bart
Charles
Pam
Marcus
Winston
Charles
Creed
Iohnny
John
Emily Anabelle
Michael
Luke
Jessica
Rogelio
Rosa
Andy
Dean
Paris
Paul
Michel
Jerry
Lorelai
Rory
Emily
Richard
Kirk
Thomas
Morgan

. Import Employee Data

KnownAs MiddleName Em)

Vanessa
Luisa
Nate
Bruce
Jeff
Ellie
Chuck
Bart
Charles
Pam
Marcus
Winston
Charles
Creed
Johnny
John
Emily Anabelle
Michael
Luke
Jessica
Rogelio
Rosa
Andy
Dean
Paris
Paul
Michel
Jerry
Lorelai
Rory
Emily
Richard
Kirk
Thomas.
Morgan

People Management, Employee Data will be Imported. Please select an
option below to Upload or Download

| DOWNLOAD IMPORT TEMPLATE

. Import Employee Data

CANCEL

8 IMPORT

People Management, Employee Data will be Imported. Please select an
option below to Upload or Download

UPLOAD IMPORT FILE | | DOWNLOAD IMPORT TEMPLATE

(]

CANCEL

8 IMPORT

1975/12/12521696
1991/11/16145682 L

1974/10/19505575 N
1995/11/1671686¢ B
1979/12/2257110¢)

1977/10/22547461E
1969/11/17863833C
1964/12/133192918
1976/11/24873701C
1994/10/24798897 P
1968/10/19249541M
1965/11/27950585 W
1985/10/1599066¢€ C
1995/12/1846820C C
1991/12/2872221C)

1971/12/27693152)

1989/12/22247961E
1973/11/2862231EM
1975/11/17316865 L

1994/12/11400322)

1996/10/1211784€ R
1991/10/26957792 R
1999/11/26284484A
1984/12/14494186 D
1976/12/26572895 P
1993/11/25307764P
1986/11/13752434 M
1977/11/1678592¢

1989/12/16737895L

1973/11/10483752 R
1992/11/18268404 E
1968/11/10805661 R
1970/12/25322972K
1978/10/22125657T
1970/12/27190797 M

)

Initials Title

Mrs.
Mrs.
Mr
Mr
Mr
pr
Mr
Mr
Mr
Mrs.
Mr
Mr
Mr
Mr
Mr
Mr
Mrs.
Mr
Mr
Mrs.
Mr
Mrs.
Mr
Mr
Mrs.
Mr

HomeLanguage Gender Race Citizenship _Disability

English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English

Female
Female
Male
Male
Male
Female
Male
Male
Male
Female
Male
Male
Male
Male
Male
Male
Female
Male
Male
Female
Male
Female
Male
Male
Female
Male
Male
Male
Female
Female
Female
Male
Male
Male
Male

African
Coloured
Indian
White
African
Coloured
Indian
White
African
Coloured
Indian
White
African
Coloured
Indian
White
African
Coloured
Indian
White
African
Coloured
Indian
‘White
African
Coloured
Indian
White
African
Coloured
Indian
White
African
Coloured
Indian

Married
Married
Divorced
Married
Married
Married
Married
Married
Married
Married
Married
Divorced
Married
Married
Married
Married
Married
Married
Divorced
Married
Single
Married
Married
Married
Married
Single
Married
Married
Married
Married
single
Single
Single
single
Married

MaritalDate
2001/09/02
2016/07/12

2021/04/15
2005/04/12
2003/03/18
1995/04/28
1989/12/19
2002/08/02
2020/02/02
1994/02/12

2010/12/09
2021/11/04
2016/08/31
1996/10/16
2015/07/11
1999/09/25

2020/01/11

2017/02/15
2025/02/04
2010/06/04
2002/04/08

2011/11/20
2002/11/10
2014/08/10
1999/08/15

1996/02/28



e The import will be staged and will run in the background until completed. If the rows were
staged correctly, your pop-up window will look like this:

. Import Employee Data

Currently staging Training Employee_Import.xlsx and validating your data.

@ File Validation

@ File Meta-data

@ Column Headers

@ validating Rows

@ Importing Data to tables

e An automatic user import runs daily at midnight, and your newly added users will
appear in the system. However, this task can be kicked off on an ad hoc basis if required.
See the Bulk Additional Service Imports section at the end of this chapter for more
information.

Reporting line import

* ©

tit

People group import

The import has been requested on the Additional Services. The services
will retrieve data from this system and import the data in bulk. This may
take a while to complete.

Transfer users

Once a person’s role or position in the company changes, they can be transferred using the People
Management module.

e Hover over the sidebar menu and click People Management.
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«] Main Dashboard

&, People Management

& Learning Portal

@ Performance Management
+# Career and Succession

3= Competency Analysis

g with colleagues recently? Send them Kudos.

= My PDP

e Navigate to the VIEW/EDIT PEOPLE tab.

People Management

Q Search here...
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Emily Collins

Development Manager
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Junior Business Analyst

|

A
65

Isabella Domingo
Junior Software
Developer

Isaac Jacobson
Technical Support
Consultant

Doy
-
q
AA ~ »
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Lisa Edwards
Senior Business Analyst

1
Gabriella Josephs
Junior Business Analyst

e Hover over the card of the person you would like to transfer and click on the pencil icon
to manage their profile.



Nazeem Nadir
Ideation and Design Junior Software

Developer Developer

A e 9

Tsietsi Ndumiso
Learner

e On the left-hand menu on the person's profile, click on APPOINTMENT.

&«  People Management
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AUDIT INFORMATION Initials Title Kno
*
T

e At the bottom of the screen, click on TRANSFER PERSON.
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TSIETSI NDUMISO
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Welcome Notification J§ Password

Learner
a
SUMMARY
APPOINTMENT HISTORY AT CURRENT COMPANY ~
PROFILE . .
Start date in group: 18/01/2019 a Start date in company: 18/01/2019 a
EXTENDED PROFILE
PRIMARY APPOINTMENTS
USER PERMISSIONS
+ APPOINTMENT
APPOINTMENT
a POSITION POSITION % ALLOCATION TO THIS REASON FOR
. N LOCATION IN ORGANISATION TYPE FROM TO
Appointment History CODE TITLE ROLE ENDING
Reporting Lines . .
. Signify Software | eLearning
Additional Reporting Lines VIR e e Permanent 0 18/01/2019
PERFORMANCE
MANAGEMENT
TRAINING AND SECONDARY APPOINTMENTS
DEVELOPMENT
LABOUR RELATIONS

POSITION CODE POSITION TITLE LOCATION IN ORGANISATION TYPE % ALLOCATION TOTHISROLE y FROM TO REASON FOR ENDING

AUDIT INFORMATION
4 » v

N data availahla in tahla
TRANSFER PERSON h | TERMINATE PERSON | | TRANSFER PERSON TO ANOTHER RULESET | CANCEL

e Expand the organisational structure to find the correct organisational unit.

@Signify

for

#H o * © o

H#

&

ople Management | Transfer Person | Tsietsi Ndumiso (10002600)

SELECT AN ORGANISATIONAL UNIT

Q Search here...

Please select the Location in the Organisation to appoint the person in.

@ Rost | Signify Software 2 20 1®0

e Click the location in the organisation to which the employee is being transferred.



« People Management | Transfer Person | Tsietsi Ndumiso (10002600)

SELECT AN ORGANISATIONAL UNIT SELECT A POSITION

In Signify Software | Signify Software | eLearning Departrnent
Q Search here...

. . SELECT FROM POSITIONS SELECT FROM JOB LIBRARY
Please select the Location in the Organisation to appoint the person in.
« lzl Q Search here.

fy Soft o ® Positions Vacant From
~ [Rest Signify Software 230 1®0 + -
POSITION Show Al Positiens 28/03/2026
A 0@0

@Sigm’fy

for

& v (Company Name | Signify Software 2 3
@ ~ [omglevell Development Department 2 ¢ O 0® 0
POSITION TITLE 4 JOBTITLE PERSON IN POSITION TERMINATED

Orglevel2’ Testing Department 2 4O 0® 0
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~ [Orglevell’ Business Analysis Department 2 5 00 @0 (519cbafd) (1D002)

= Orglevel 2| Technical Support 2 20 0® 0
*= Org Level 1 R501®0
5 1
- S

e Click on the employee’s new position on the right side of the screen. If the new position
has not been created, you can do so by clicking +POSITION. Alternatively, you can select
an existing position from the Job Library.

SELECT A POSITION

In Signify Software | Signify Software | eLearning Department

( SELECT FROM POSITIONS SELECT FROM JOB LIBRARY >

Q Search here...

Positions Vacant From

+ e
Show All Posit
POSITION ow Al Fositions 28/03/2026

POSITION TITLE 4  JOBTITLE PERSON IN POSITION TERMINATED
Ideation and Design Developer Ideation and Design Developer

Vacant @
(519ch4f4) (ID002)

e Complete the details of the transfer, then click SAVE to proceed or CANCEL to discard
your changes.



TRANSFER PERSON

Organisational Unit Signify Software | eLea g Department
Position Ideation and Design Developer (519cb4f4)

REPORTING LINES

Line Manager Performance Manager

Secondary Reporting Department Manager

Training Manager PDP First Approver

PDP Second Approver Leave Manager

Leave Manager Alternate Approver Salary Review Manager

HR Officer Secondary Job Requisition Approver
Line Manager Once Removed Workflow Originator

Finance Manager HR Recruitment Officer

Talent Management Manager Business Unit HR Manager

APPOINTMENT INFORMATION

Appointment Type * Notice Period (Months)

Permanent

Appointed From * Appointed To
28/03/2026 DD/MM/YYYY
Leave blank if the end date is unknown.
% Allocation to this role

0

CANCEL SAVE

e The employee’s previous position and new role are recorded in the Appointment
History tab on the employee's profile.
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Terminate users

When an employee's journey with a company concludes, they can be terminated using the People

Management module.

e Hover over the sidebar menu and click People Management.

My Dashboard

Signify

SOFTWARE

«1 Main Dashboard

&, People Management

& Learning Portal

@ Performance Management
+ Career and Succession

3= Competency Analysis

g with colleagues recently? Send them Kudos.

=+ My PDP

e Navigate to the VIEW/EDIT PEOPLE tab.
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e Hover over the card of the person you would like to terminate and click on the pencil
icon to manage their profile.

i

Anza Murovhi Nazeem Madir Tsietsi Ndumiso
Ideation and Design Junior Software Ideation and Design
Developer Developer Developer

.

g <
a B

Michael Summerfield Christoph Sutherland Godfrey Tintswalo
Support User Senior Software Technical Support
Developer Consulant

e On the left-hand menu on the person's profile, click on APPOINTMENT.
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e At the bottom of the screen, click on TERMINATE PERSON.
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e Complete the details of the termination, including their last day of service and their
termination reason. Click TERMINATE to proceed with the termination, or click CANCEL
to discard your edits.




Terminate Person
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POSITION CODE POSITION TITLE LOCATION IN ORGANISATION TYPE FROM TO

11186593 Support User Signify Software Permanent 01 Jun 2024 31 Dec 9999

Employee’s Last Day of Service * Reason for Termination

28/02/2026 ] Contract Expired
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e Once the termination is complete, the person's profile will reflect the details of the
termination.
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e Terminated users can be viewed by clicking on the TERMINATED filter on the People
Management dashboard.
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