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SECTION OVERVIEW

This section contains information about how to access and navigate
through the MacViP HR/Payroll system.
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MacViP Access
and Navigation

¥ MacViP Security Profile
Guidelines

-One Security Profile will be assigned to one individual
<Access will be granted based on functional role

-Specific activities will remain discreet under separate
roles

Examples:

—Create Job & Position

—Hire New Individual / Rehire an Individual /
Position Change / Reactivate Employee Status

—Generate schedule & capture time

—Authorize & Submit time
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o MacViP Levels of Security

.Screens (Windows / Tables / Objects)

.Read or Write

-Employee Population

.Position Group for Time Capture

.Time Capture activity (Generate Schedule & Edit,
Release, Interpret, Authorize & Submit)

HE—

Logging on to VPN Client

Logon on to the VPN (Virtual Private Network)
From your Desktop:

1.  Double click on the VPN icon

L
WP Client
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* Logging on to VPN Client, Con’t

When the VPN Client window displays,

1. Highlight AdminVPN

2. Click on Connect or double click on AdminVPN

# VPN Client - Yersion 4.6.00.0045

Connection Entries  Status Certificates Log Options Help

o, e ;ﬁ-@ N Cisto SysTius
2 . L i

Cannect Mew Import todify Delete
Connection Entiss | Cerficales | Log |

Connection Entry
Admin¥PN

Tranzpart
adminvpn.mcmaster.ca

IPSec/IDP
MacConnect [Connect from a MacConnect Porl]  openport memaster. ca IPSec/DP
Meh aster VPN (Connect from Home) macvpr memaster ca IPSec/DP
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Logging on to VPN Client, Con’t

1.

Enter your Username (Mac ID)
2.

Enter your Password (Mac Pswrd)

Cancel Connect

T
g
MNew

Impaort Modify Delete
Connection Entries | Cerificates | Lo |
| Cannestion Enty [ Hast Transpart
AdminVPN adminvpn.memaster.ca IPSec/UDP
DatavPN macwpn.Mohlaster G4 IPSec/UDP
MacConnect [Connect from a MacConnect Port) openport. momaster.ca IPSec/UDP
Mch aster WPN [Connect from Home) macwpn.mcmaster.ca IPSec/UDP

& ¥PM Client | User Authentication for "AdminVPN"

Enter Usemame and Password
Cisco SysiEMs

Usemame: [romecpd

. Password: |

I Save Passweord

Important Note:

Remember to keep your password personal and secure at all times
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W LLogging on to VPN Client, Con’t

& VPN Client | Banner

Adminy/PN is for McM aster Authorized Use Orly!

Please ensure you have the latest security patches and antvirus software spplied Viusinfected
computers will be discornected without natice.

Sessions idle for 90 Minutes will be disconnected,

Masirumn session time is 18 hours,

For assistance, please contact the Technology Service Desk at (309)-525-9140 Ext. 24357,

Disconnect

Click on Continue.

EXm

Logging on to MacViP

Logon on to MacViP, from your Desktop:

1. Double click on the ViP icon

Ed
Production
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Inspiring Inmovation and Discovery

The Logon to VIP prompt displays.
1. Enter your User Name

2. Enter your Password.

3. Click OK

E Logon to V.I.P.

Database [¥IF Training ] [ o J
User Name [sectstes ]
Password [Frwsa] | l. Cancel J

McMaster
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W Logging on to MacViP Con’t

Inspiring Inmovation and Discavery

The ViP Navigation Window displays:

To expand the Side Navigation Menu:

1. Click on the ViP Modules directory.
The ViP Navigation Window expands.

L —
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¥ MacViP Application Window
Functionalities

The MacViP application window includes various
functionality, such as:

Application Title Bar
Application Menu
Application Menu Options
Application Tool Bar
Application Tool Bar Icons

11

M“F’% MacViP Application Window

‘ Title Bar ‘

‘ Application Menu ‘

Application
Tool Bar

Loy LR MALLRTE J TESTERH - [Endividual] !EI ( Bar)
E con Bar,
e e ok mndm e =l
oo, =, Py
waly 23 | Q0| es70,8
A e e W .
/ Equpment Loan
B Coscutive Iformaon Port
B Expermes Window
[ Homan Resaurees i
=) Demcrichi: et Tool Bar
= |3 indidudl K | I | o
(7] Adess. Malog fkdess : [AFS v] 1A RESTENCE e E-|
5 0 Ergloyee Horse £ mod fckdrmss -
5 Offuie Dot —] Mo ond et
; e Mo ond SAreet ’S‘ESWP‘:“M
® st Cy andProvine : | GRAFEN GARLFS
13 Degareert Courry = Canala
5 penscner Pustal Code : (180 478
5 By Demchory Residential Proveen = [on v oWiaRio K
\_ tLJFrﬁwm . Telephone 112 : 98| 4561111
Expanded
Block
Quick Access
Panel
'
\ GfieFrrirs Fomiwe Erart =
Status Bar 412
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* Title Bar

Minimize | | Maximize || Close |

Application Environment l l User ID l

Title Bar

G V.1L.P. - VIP QA1 Functional / PRINCY OLAKKEN
Fle Edit Tools Window Help

sy 2 | 00 es0OL,8 | B bl DO

The Title Bar explains the: Application Environment you are working
within and the User ID that is presently logged on.

At the right-hand side there are 3 buttons:

a) Minimize — minimizes the window to the System Tray
b) Maximize — maximizes the window to the screen

¢) Close — Closes the window

Note: Only use Close to close a Child Window, NOT to Log Off from the application.
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Application
Menu
.,ﬂ., V.LP. - MMU A1C f TESTERB - [ Individual]

Eﬁila Edit Tools ‘Window Help Jﬂﬁ

%uRlw (230 e/0P8 | T B 820 |

The Application Menu:
Displays the available Pull Down Menus
File
Edit
Tools
Window
Help

14
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%  Application Tool Bar

|:|1| Y.LP. - MMU A1C / TESTER B - [Individual]
a Fle Edit Tools iwindow Help

2By 2% Q0 erOLX8 | T

The Application Tool Bar:

Displays the application icons — the global navigation functionality
available throughout MacViP.

15

w¢ Application Tool Bar, con’t

« Cut (- Calendar
= Copy »| Zoom
@ Paste 'a Preferences
2 Discard Changes % Query Tool Set
3) - - . =]
3 D e
g; - -
& Previous Window = Tile H_orlzontally
9 Next Window @ MacViP Messages
©| Menu @ Help

'« Quick Access

16

JE—




McMaster
University [EEE!

¥ Working with MacVIP Icons

Inspiring Inaovation and Discovery

New Record | Multi / Single Record Mode

Duplicate Record u Next Record

Save

u Last Record
Delete
a& Go Go To a Record

Search Record

First Record 2 Clear Clear a Record

Previous Record %F\dvanced Advanced Search

17
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The placement of the Number of Records Returned and
the Window Status is located at the lower left corner of
the MacViP Application Window.

Status Bar

18




e ﬁ Standard/User Menus

MacViP allows for a Standard and/or User menu.
The Standard Menu displays all the Standard Parent/Child Directories.

For easier access MacVip allows you to copy Parent/Child Directories that you refer to
frequently under your own User Menu.

To access the User Menu,
click on User.

To copy Directories:

1. From the Standard

Standard Menu

standard

W& Hurnan Resources
% Investments

Standard I User

-1 My Menu
=& Human Resources

Menu: 9 Labor Relations 2 % [Ejemlngmphit
Highlight the g Hedical g
. [2
Parent/Child e +B: Funcions
) ) Pension + B Cortrol Tables
Directories. % Problem Log Management -9 Shared Query

2. From the User Menu:
Highlight My Menu.

3. Paste the Directories.

% Resourcing

9 Safety

9 Scheduling & Time Captur
Time and Attendance

’, Third Party Payments

-

_User Menu

19

JE——

e Quick Access

| Favorites Fecent Favorites

— Quick Access Allows you to define and to

SUPname select the ID(s) you wish to work with. If
6000002 MalD you often work with a particular employee
6000003 UMGLE or group of employees and want to be able
to access their information quickly, when
you are in a screen containing their
information(e.g. Demographic) you can
click on the Add to Favorites button. They
will remain in your Favorites, until you
remove them.

Recent

The application automatically keeps track
of the 20 most recently used ID(s).You can
also select the 1D you wish to work with
from here.

6000005 BLYTHE

20
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Calendar

I Calendar
[+ |

Bl  mMarchzooe
Sun Mon Tue Wed Thu Fri

Sak

.z s

5% ey o oddn B 10
1z 15 14 15 16 17
19 20 21 22 23 24
26 27 2§ 29 30 31

= aToday: 01,/03,/2006

4
11
18
25

The Calendar
functionality is
available as part of the
MacViP Application
Window or is activated
upon the execution of
the Drop-down List on
a date field.

Note: You can also use
Ctrl-T to enter today’s
date in the date field.
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Date Format

Date format in all MacViP reports is MM/DD/YYY'Y. However, for data
entry, the date format is: DD/MM/YYYY We recommend that the desktop
PC have the same date format to ensure consistent entry of data.

The date format setting is based on the desktop setting. To change:

1. Go to Start > Settings > Control Panel > Regional and Language

Options

2. Select “Customize” button and “Date” tab

3. Select date format from the “Short date format” drop down list.

4.  Click “Apply” button and then “OK” button

Note: To ensure that you’re using the correct format based on the PC that
you’re at you can also right click on the date field/field properties and the
format will be displayed. You can also enter the date using the month

name rather than number e.g. Jan.2, 2007

| JE—
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Inspiring Inaovation and Discovery

Within MacViP, because you are able to open many windows, the application will
reach the maximum number of Windows opened.

The following message displays:

aw 2% G0 eFyOLE T BL DO

Faole  AlEd  Searchior : | Indvicusl (Code) i | Equaito * =
H ooveioadedt | 0 o

2 Loadeg Infon Ebfretivn Dl ¢

Parfermancs Evahaton Han |

Ge Wushiatad by ¢ m

5 Usgleiyes Dawcton Reelationshin Type © 3

Emplorymenk Stah,
3 Terminatn & Comrteris :
3o L]

5 Pustion]Job Det
|5 Position Account

Click on OK, to close this message.

23

L ——

Ingplring Inaovation and Oiscovery

At times you may want to close Windows individually.

To close each window:
1. Click on the E]
on each open screen.
The screens will close
one at a time.

/0,8 BER DO

Mcaster
I'll\-'(:‘rSl[)" - - b
¥  Multiple Windows, con’t
From the Window menu choose Cascade to display all open Windows.

24
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¥ Multiple Windows, con’t

nspiring Inaovation and Discovery

To close all your windows: G Y.L.P. - VIP QA1 Functional / PRINCY OLAKKEN - [Positian Account Override]

. " [ Fle Edt Tools K
1. Click on the Window Pull Down NERlg e e
menu and choose Close All. = Tie Horzortd

« All the open Windows will close. B T Vericd

# @ Disabilky andReh

* Open the Original window you £t :
. B Enuipment Loan 1 Incividual :
started from again. £ Eccue o .
=B Expenses 2 Address .
i w&j”;gﬁ;”ﬁ“p’hﬁi 3 Old Erployee Number ffctive Dt
Note: As long as your work was ¥ el 4 OffcH Document e
saved before choosing Close All, no E&?ﬁ, 5 Indvidue Role st
. . et
data is lost. 3 il & Dowrloaded Information i
Individual
[ indvidssl 7 Loading Information
=g SéUdDE”t 8 Create Hre Events _
E] L;Wd?‘ v 9 Position Account Override
Boeat More Windows. .

5| Dependant 1
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Inspiring Inmovation and Discovery
You can use the ‘Search for’ bar on any screen. You are able to choose to search against
any field on that screen. You can also change the “equal to” to other conditions such as
beginning with, less than, greater than etc. You must enter the applicable search criteria
in the white box beside the condition. E.G. if you are searching for an employee 1D that
you know you would justenter the employee 1D beside equal to.
s WP VI Traiming / TIME CAP TN - [Employes|
er e e =
26
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¥ How to Search in MacViP

Inspiring Inaovation and Discavery

Click on the to enter Search mode

Note: The screen is ‘blue coloured’ to indicate that it is in Search Mode

OO | eF L, 8 T B | D@

hdividual InFormation W Wk = = Clear &t
K SIS THE cov Student 1D :
! crigral . @
SIN S5m ¢
Civil Salutation ; ~BA
Initials Sex : 5§ |
First Name :

Usual First Mame :
Surname ;

Previous Surname

Date of Birth | Age
Date of Death : ] Smoker ~i
Communication Language ; ]
Marital Status |
Canadian Citizen 7 4 |
Other Citizenship > 5 )=
Spouse ID ~ > 5 )=

[ —

M‘“‘P% How to Search in MacViP,
| con’t

Inspiring lomovation and Discovery
To narrow your search you can enter partial information into any of
the fields on the screen. For example if you want to find a list of
employees whose Ids begin with 600 you do the following:.

1. Type 600 in the ID field. Right Click within that field to display a
Conditions menu.

Choose a condition; i.e. Beginning with.

o Fle Edt Took Window Help

wB@y D% 90D eFCFPE

BHh DO

Grater o equaltn

ik Lessor equlin
Firut Marne : Field Properties... ot equal bo
Usual First Name : Toom... Erpty
Surname : Hel... Pk sisgty
T T
S 1 Corkanig
Duate of Death = ) Emoker ? |
Comenricstion Lorgunge : !
| Perfoemance Evaluston ey 4
| Pt Joh Dkl Salary : |

CanadanCioen? | x|

5 Postion Acconnt Override
5 Schedude Override Other Ctizershio - Kl 1 |
- Spouse 10 | | )

14
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Inspiring Inaovation and Discavery

3. Clickon| &3 e

GY.LP. - YIP QA1 Functional f PAYROLL ADMINISTRATOR 3 - [Individual] E‘@@
EFH& Edt Tooks Window Help

v2Ey 9% Q0 ®/0P8 B 00
Standard Lser Indivdual Infametion ' B -k 20k hAdvanced ‘X

¥ Compensation Dt LKE 600% Shudent 0
= LU Human Resurces Pudeinal T4 L]

Kttt searching (Cir+Q)

4.  The search results will display how many records were found.

EIBIX

[ Fe Edt Toos Window Help - 8 X[ search
v B 7 a Results
By S G0 SFOPE  BH DO -
Standard i WTEEEA Y™
+- B Campensation
=1 (4] Human Resources
=[] Demographic 1D: | 6000000 Student 10
+- 13 Individual Cvirinal T+ vim
29
N NN oty - -
McMaster H to S h in MacViP
[]nn'(—_\]'sn}: [+ 10 ] OW O earc I n aC I ]
s con’t
Inspiring Inmovation and Discovery
The list below lists the meanings of each condition available:
L] Conditians . Equal to Equal to a numeric value
Original 1D : Greater than Greater than a numeric value
SIN Less than Less than a numeric value
Civil Salutation : Greater or equal to Greater or equal to a numeric value
Initials : e Less or equal ko Less or equal to numeric value
First Mame : Field Properties. .. Mot equal to Not equal to a numeric value
el it e ¢ ZO0M... Empty An empty fleld_return
S Help... Mot emphy Not an empty field
' Beqinning with A value beginning with an alpha/numeric value
Previous Surnarme ! -~ - .
Conkaining A value containing an alpha/numeric value
Diate of Birth : | -
Date of Death : | Srnoker ? |
munication Language : _ﬂ
30
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e Advanced Search

If you want to refine your search, you can use the
“Advanced Search” functionality.

Clle on C&Advanced
The following screen will appear:

31

%  Advanced Search (cont.)

Select from the “field” drop down list the field that
needs to be searched on

Move to the “Operator” and select from the drop
down list

Move to the “Value” and type or select from the drop
down list

Click “Insert”

Repeat steps to add additional search criteria

Once completed click “Execute”

The query is executed and the results will be displayed

You can also use the Order By tab to change a sort
order to alphabetical

32
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Single Record Mode

Features & Functions

SRM - Single Record Mode

Is used to insert, update, delete and review data, one record at a time. Data is
displayed in a single record format (i.e. window)

s Y.LP. - VIP QA1 Functional / RORMA SULLIVAN - [Individual]
= Fle Edt Took ‘Window Help

22 99 eFOLE

%@ v

(L] ... Mol
¥ B Berdits
b fords

+ W Comperdstion
¥ B Corrretion 1o Exglerrn By
Prshablitatic

71 Ermgryre Dincher
»

i

Search for ;[ 1D

Civll Salutation :
Trdiks :

First Name :

Usuand First Haees
Sumame :
Prevvious Surrame :
Custe of Buth :
Dot of Doath :
Communication Language |
Horial ok ¢
Canadian Ctizen
Other Clizerhis :
Spouse If :

- | Beginning wth =| | 600

+ | 6000000 ot 1D
| 48
s
7|
Sex
TEECURITY
[SECLRITY
TORFICER 111
S f1977 X Age
=l s
TEnaisn |
SINGLE x|
o ]
>
X

=R

@ @

v dm

| X8

Clear

JE—
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¥

To display a Multiple Record Mode table:
Click on the Multiple Record mode icon |
A Multiple Record table displays.

£

o

a6 M2 554
a5 TR
208 BT 0
30 4TS
P
22 309 b0
A6 M1 207
%09 3022
16 3091
A5 M1 053
A6 ] e
0 7T
21041 1

rE R RS R EEE R R

216 340 8%

Causlte =

= Dear

oT M ‘v bavin 1

m 1 LUAMENCE
- Bl W EuuteecoorE B TEceoee ECRSIEM
- T atney o

s B F bmemw D EvEL ‘coLETon
- (] DUAESHIONED  CHARLES REMARD  CROVDON
L B WM mmosn LCLP RITTER
Ll 3 om e TALNGR
RS E F . nma ‘mews aota

L ™ M oM THOMES. FRRE

C3 P M lpenm TeE e

) o TROBERT eseny “SMiTH

" C I T ‘st WATERS
- v WMo Ny ‘easine
- v M lweten neres ‘tengsTec

T
Siafies
A
i
(e
A28
10LeE
Szsies
auyfrsez
s
Haihmy
A
Bz
e
N
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¥  Multiple Record Mode

Inspiring Inaovation and Discavery

Multiple Record Mode features include:
< Ability to insert, update, delete and query multiple records
¢ Drop-down List
e Customize Appearance of MRM Grids to:
Arrange Columns
Resize Columns to better view data
Remove Columns not necessary to display

MN‘P% Working with Columns in
iin.Multiple Record Mode

To arrange, resize or remove a column you
right click on the column that you want to
change. The choice of arrange columns, resize
columns or hide column will appear.

Arrange
Columns

Resize Columns

Hide Colunm

18



\TC\’I(,H[C‘ Working with Columns in
University g * Multiple Record Mode
i i (cont.)

If you choose resize the field descriptions will appear
below the column names. You can then resize any of the
columns by putting your cursor on the dividing line
between columns and movmg the arrow as required.

McMc¢ Aster Working with Columns in
University [ s Multiple Record Mode
i i (cont.)

If you choose arrange or hide a column the following
screen will appear. To arrange a column, just highlight it
and click on the move up or move down button. To
remove a column, click on the remove button. You can
also click on add to put a column back into the view.

Note: When you close the screen, the view will go back
to the default.

Arrange columns

Hide these columns:

Internal M ailbox
Emergency Contact Mame
Area ~
< >

CEETEe| | |

~
Default
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w Logging Off MacViP

Inspiring Inaovation and Discovery

Logoff of MacViP, from your Desktop:
1. From the File pull down menu:

2. Choose Log off. This will log off your instance of MacViP

OR choose Exit. This will close down MacViP

39
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