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Systems Login
DData HRMS Creatio product is a web resource therefore follow the respective link to launch the system. SYSTEM LOGIN window will open. Login to the system using your personal Login and Password.

To log in:

1. Enter the Login and Password in the appropriate fields:

[image: ]

1. Click [Login].
Login to "DData HRMS" is completed.
System settings management
[System Settings] is used to further configure the system sections.

System settings allow to switch on/off the use of HRMS DDATA functionality during the work of employees. When enabled, HRMS DDATA functionality becomes mandatory.

List of HRMS functionality available for on/off switching:


• Use work schedules
• Use KPI
• Use Offboarding
• Use Onboarding
• Use skills and scope of competence
• Use functional responsibilities



	System setting
	Default setting
	Description

	Work schedule 
	On
	The "Work schedule" field becomes mandatory for filling out in the following sections:
· Positions of employees
· Employees

	KPI
	On
	The "KPI" detail is enabled for display and filling out in the following sections:
· Departments
· Employees

	Offboarding
	On
	The "Offboarding" detail is enabled for display and filling out in the following sections:
· Employees

	Onboarding
	On
	The "Onboarding" detail is enabled for display and filling out in the following sections:
· Employees

	Skills and scope of competence
	On
	The "Skills" and "Scope of competence" detail is enabled for display and filling out in the following sections:
· Positions of employees
· Vacancies
· Interviews
· Contacts
· Employees

	Functional responsibilities
	On
	The "Functional responsibilities" detail is enabled for display and filling out in the following sections:
· Departments
· Positions of employees
· Vacancies
· Interviews
· Contacts
· Employees



Default settings:

• Product version in use
• Country by default
• Mandatory indication of position and department

	System setting
	Options
	Description

	Product version in use
	HRMS Full
	Enables conducting interviews with candidates in the "Interviews" section

	
	HRMS Lite
	Enables conducting interviews with candidates in the "Contacts" section

	Country by default

	Ukraine
	Used to calculate working days, to take into account weekends



To switch on/off HRMS DDATA functionality:

Note: Functionalities are enabled by default.
1. Click the button in the upper left corner (it displays your current workplace)


[image: ]

2. Select the desired workplace from the drop-down list [Studio] and click
[image: ]

3. Go to [System settings] section;
[image: ]
4. Select Directory DDATA HRMS;
[image: ]

5. Select the necessary functionality from the list and click [Open];

[image: Изображение выглядит как текст

Автоматически созданное описание]
1. Tick the checkbox [Use by default] to enable the functionality or remove the tick to disable the functionality.

[image: Изображение выглядит как текст

Автоматически созданное описание]
2. Click the [Save].

[bookmark: _Toc109385595][bookmark: _Toc111034355]To open [System settings] from any section, press the  [image: ] in the upper right corner of the application and select [Open system designer] - [System configuration] - [System settings].
Directory
The system has pre-configured directory. Only users with system administrator or HRMS manager roles are provided with an access to reference books.
How to add new levels of skills and scope of competence to the system
Follow the steps below to add new levels of skills and scope of competence to the system:
Open the workplace [Studio]
Go to section [Directories]
In the dynamic group [HRMS], find and open the directory [Employee skills levels]
[bookmark: _Toc109299482][image: Изображение выглядит как текст

Автоматически созданное описание]
 Click [Add]
Fill in the following fields that appear:
[image: ]
• [Title]
• [Skill Type] click [image: ] to open the drop-down list
• [Points]
• [Default] to set the default level
	

	Important
A skill and competence level marked with [Use by default] will be automatically set for skills and scope of competence added to a vacancy.


1.  Click [image: ]  to save the entry of the employee's new skill level

Adding Onboarding status to the directory
Follow the steps below to add new onboarding status to the system:
1. Open workplace [Studio]
2. Go to section [Directories]
3. In folder [HRMS], find and open directory [Onboarding status] 
[image: Изображение выглядит как текст

Автоматически созданное описание]
4. [bookmark: _Toc109299485][bookmark: _Toc111034358]Click [Add]
5. Fill in the required fields:
• [Title]
• [Calendar days]
6. If necessary, fill in the optional fields:
• [Description]
• [Negative]
7. Click [image: ] to save the entry of the employee's new onboarding status
Adding Dismissal status to directory 
Follow the steps below to add new dismissal status to the system:
1. Open workplace [Studio]
2. Go to section [Directory] 
3. Go to folder [HRMS], find and open directory [Dismissal status]
[image: Изображение выглядит как текст

Автоматически созданное описание]
1. Click [Add]
[image: ]
1. Fill in the required fields:
[bookmark: _Hlk111891730]• [Title]
• [Calendar days]
1. If necessary, fill in the optional fields:
• [Description]
• [Negative]
1.  Click [image: ] to save the entry of the employee's new dismissal status
2
image1.png
Creatio

Username

Supervisor

Password

Version 7.18.5.1500




image2.png




image3.png
HRMS configuratio

HRMS configuration
Studio

HRMS Recruiting

Applications

HRMS Personnel

HRMS

HRMS KPI

KPI

V' measurements





image4.png
Home

>

Process library

"o

Process log

Web services

Lookups

Ioma

System users

o] Message

templates

@ ML models




image5.png
g

Process library n setti

Process log

Web services

eatio

Lookups

DDATA HRMS

Default values.
System users

System settings Feed

ent
Message
templates

ML models





image6.png
1 Fikersffolders ~ B3 DDATA HRMS X
Name
The first day ofthe week

Use Onboarding

= corv  DeLeTe

Use skils and competencies
Use Functional Resporsibiies

The version of the DDATA HRMS product you are using
Use work schedules

Use Offboarding

Use kPis

Default country

Code

DDATAHRMSFirstDayOfWeek
DDATAHRMSOnboardingnable

DDATAHRMSSidlsEnable
DDATAHRMSFunctonalResporsibiitesEnable
DDATAHRMSVersion
DDATAHRMSWorlCalendardEnable
DDATAHRMSORboardingEnable
DDATAHRMSKPEnable

DDATAHRMSDefaultCountry




image7.png
Use work schedules

e

Name* Use work schedules

Type® Boolean

Description

‘Access for reading for internal users (1)
‘Access for modification for internal users (D)

Access for portal users

"Code* DDATAHRMSWorkCalendardEnable

"escnea

"save value for current [

What can | do for you?




image8.png




image9.png
Lookups Wi | Crealio

NEw FOLDER AcTIons ~ vew~
Z % Fovorites % O Fitersfiolders - B HRMS
- mA Reasons for refusal of the candidate
b Accounes PIstatus
b Actvites Type of P
M Colendars Longuage el
M Contocts Euauston frequeny
b Employees Termination satus
b Eternlaccess Employee sl ype
I Fie management Job operience
o General Onboarding sttus
M HRMS / L@ Tyeeotemploymentorempiopes
b Integrations Employee position status
M Knowledge base Type of work
- Leads Interview stotus
B Machine Lesrning Category of ob spplication
M Orders Application subcategory
b Poral Employes status
I Telephony
e iy ot by coegory
Vecaney satus
Adress of he counterparty
[Ep—
Type ofwork day

Holidays and weekends

‘The method of selecting a vacancy.

KP subtype




image10.png
Name Type of sl Points By default

- o

Low level of scope of competence development/Scope of competence not demonstrated Soft 0 No





image11.png




image12.png





image13.png




image14.png
Lookups

NEW FOLDER + ACTIONS ~
o Fevortes X @1 Fitersffolders B HRMS X
= Al DDATA HRMS product version

M Accounts Work sites.
M Acities Resume response status
M Celendars Reasons or rejecting a candidate
M Contacts Job application status
M Employees Time uit
M External access Performance citaria for KPI
b File mansgement Reasons for refusalof the candidate
M General KPIstatus
M HRMS / L@ el
M Integrations Language level
M Knowledge base Evaluation frequency
F—— Terminstion status
M Mechine Learning Employee skl type
o O Job experience
M Poral
o reepeny Type of ermployment of employes
R Employes positon ststus
Type of work
Inteniew ststus

Category of job application
Appiication subcategory
Employee status
Employee skil levels
Activiy result by category

What can | do for you?

>





image15.png
Lookups What can | do for you? >

NEW FOLDER ~ ACTIONS ~
— % Fevorites X @1 Fitersifolders ~ B HRMS
- A 'DDATA HRMS product version
M Accounts Worksites
M Activities Resume response status
M Colenders Reasons or rejecting a candidate
 Contacts Job application status
M Employees Time unit
e External sccess Performance criteria for KPI
M il mansgement Reasons for refusal of the candidate
M General Kol statos
s PR ]
M Integrations Language level
Evaluation frequen:
B Knowiedge base fequeng
M Leods
Employee skill type
B Machine Learning Flevseslioe
Job experience
 Orders
Onboarding status
M Portl
Type of employment of employee
B Telephony
Employee position status
B Website tracking
Type of work
Interview status

Category of job application
Appiication subcategory
Employee status
Employee skil levels
Activiy result by category




image16.png
Name Description A Negative Calendar days

Complete. No





image17.png
Digital Data Consulting




