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5. CASMIS Human Resources Module 
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elcome to the Human Resources (HR) section of your CASMIS User Guide.   The purpose of this section of the guide is to define the roles and responsibilities of most HR Administrators and to help administrators, designates, or other select staff manage the HR module.  Questions regarding the HR module should be directed to your organization’s CASMIS HR Administrator or supervisor.

The key functionality of this module includes the following:

· The Person Information Administration explorer allows administrators and other select employees to change information that end-users cannot change.
· The Skills Explorer allows administrators to categorize, define, and report on an organization’s skills.  The purpose of the Skills Explorer is to help executive-level management ensure that the organization is properly trained, that the appropriate training courses are being provided, and that shortcomings are corrected in a timely fashion.  Administrators can add, edit, and delete Skills Groups and Skills and define each Skill level.  
· The Operations Setup Explorer allows administrators and other selected employees to add, edit, and delete the values of various drop down menus throughout the ABC Module.  
· The Organization Explorer allows administrators to add, edit, and delete organizational components and change an employee’s organizational assignment.  Many of the employee-level functions may also be completed using Person Explorer; however, changes made using the Organization Explorer will affect all information for all organizational members.   
· The IPT Explorer allows administrators to add, edit, and delete IPTs, IPT members, and member allocations.
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