
Job Order Personnel 
Management 

User Guide 
 

HR can use this function to keep track of job order employees' profiles and 
services. Only users with HR-related roles have access to this section. 

 

A. Navigation  

 Look for JO Personnel in the Main navigation bar on the right-hand side of the 
screen for navigation, as illustrated in the example below. 
 

 

B. Feature functions 

 

 



I. Search filter and New  

The HR user can filter the table's JO personnel by Name, Office, or 
Department, as well as list all personnel with no assigned office. 

Click the green button at the top of the search 
filter card to add new Job Order Personnel. 

 

 When the pop-up panel appears, check to see if the person you want to 
add already exists in the system. If that's the case, simply click the "Add as 
Personnel" button next to the person's information. 

After checking, if the person you want to add doesn’t have existing profile 
in the system, click the “Add as New” button at the bottom right corner of the 
screen. Fill-up all needed information and click “Save” to add Job Order 
Personnel. 

 



II. Personnel table 
Employee numbers, names, nature of work, office or department, and account are all 

listed in the table for job order people. For managing their profile and service record, 
operations functions are also available. 

 


