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Setup of Employees and System Users 

Providing access to the administrator and users using WorkForce 

If you are on trial, or have purchased licences for WorkForce People, you can provide 

yourself with access after you have logged into WorkForce on 

https://core.workforce.com.mt/   

 

When on the WorkForce Dashboard, click on ‘Manage Users’ in the left-hand side menu. The 

Manage Users page will open, and administrators will have the option to provide themselves 

or other WorkForce users with Administrator or User access to WorkForce People by 

selecting WorkForce People from the module dropdown menu and selecting the required 

permission. 

 

To add or invite a new WorkForce user, please see this article:  

https://workforce.com.mt/docs/how-do-i-give-access-to-other-users-to-log-in-to-the-

system/   

After a user is provided with access rights, the WorkForce People product module will be 

made accessible from the Home page of WorkForce. The module can be accessed by a user 

if they click the ‘Launch’ button on the module box shown below, or alternatively the Product 

Switcher available on any left-hand side menu. 

https://core.workforce.com.mt/
https://workforce.com.mt/docs/how-do-i-give-access-to-other-users-to-log-in-to-the-system/
https://workforce.com.mt/docs/how-do-i-give-access-to-other-users-to-log-in-to-the-system/
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Linking Employees to WorkForce People 

If employees have already been inserting into the system, they would require to be linked to 

WorkForce People, from within the WorkForce People software module in order to have 

Custom Tabs and be included in other parts of this solution. This can be done by expanding 

the Employees item in the left-hand side menu, clicking ‘List’ to see the list of employees 

entered, and clicking the ‘View/Edit’ link per employee.  

Once on an employee’s information, simply click the product link box for WorkForce People. 

 

Note: If employees have not yet been added, please see the section on inserting Employees. 

Setup of WorkForce People 
The setup process of this solution is very important in order to be able to create the correct 

circumstances for inserting relevant employee data, documents and notes into the system. 

It is recommended that HR or Administration teams discuss the data requirements for 

employees in this system before running the setup process, as this will allow for the system 

to be used efficiently. 

User Groups 

User groups can be created so that different users can have access to manage different items 

within the filing system of WorkForce People.  

To access the User Groups section, click on the ‘Setup’ section in the left-hand side menu to 

expand the section, and then ‘User Groups’. The administrator will be presented with a form 

to create new User Groups together with a list of all User Groups already set within the 

system.  
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Tabs 

The Tabs feature in WorkForce People is at the core of this solution because this is what 

determines the data that is stored for employees. To start the process of creating a Tab, start 

by expanding the ‘Setup’ and ‘Tabs’ sections, then click ‘Add’. 

 

Creating a Tab (General Information) 

A Tab is a name for a collection of Groups (that contain fields) which users of WorkForce People 

can populate with employee data. This process allows for WorkForce People administrators to 

create the different Tabs that will appear for each employee within the ‘Employee’ section of 

WorkForce People. 

Examples of Tabs can include:  

Medical Information, Qualifications, Drivers Licence Information, and any other data topics that 

would be of interest for an organisation to file in relation to their employees. 
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After a Tab Name is added, the next steps required are to select a User Group that can 

access and update this Tab, and to add a description of the tab as shown above. Next, click 

on View User/User Group Permissions to open the lightbox shown below and to select a user 

group created earlier that will have access to this Tab as shown below. 

 

Creating a Tab (Tab Rules) 

After setting User or User Group Permissions for the tab, the Administrator has the option to 

create rules based upon which the tab should appear or not based on the already existing 

information, this section can be accessed by clicking the tab titled ‘2. Tab Rules’. 

In the next screenshot, a tab rule has been created to display a tab only for employees who 

are over 65 years old.  

Where the Field Group ‘Employee’ was selected from the default tabs, with the specific field 

‘Date of Birth’, a Rule Operator set as Less or equal to and a date of 31/12/1953. To finalise 

adding a new rule to the system, click the ‘Save’ button. 
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Creating a Tab (Groups)  

A Group is a name for a collection of fields which users of WorkForce People can populate 

with employee data. 

Example:  

If you are creating a Tab for Medical Information, the groups under this Tab can be included: 

• Blood Type 

• Has High Blood Pressure? 

• Emergency Contact 

• Allergies 

• Medical Training 

After populating the General information, and creating option Tab Rules, the final part of the 

Tab setup process is to setup a Group and create the fields that reside in that group. Click 

the tab titled ‘3. Groups’ and the ‘Add New Group’ link to start setting up a group within a 

Tab and provide a group name and description as shown below. This process can be run 

multiple times to setup as many Groups as required. 
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Once a Group name and description have been added, the Administrator is required to click 

the ‘Save’ button and can create additional Groups within the Tab by re-running this process.  

Setup of Custom Fields in Groups 

Once all necessary Groups have been created and saved, the Administrator can now click the 

‘View fields’ links to configure the fields within each group accordingly. 

 

After clicking ‘View Fields’ for a Group, a new page will appear on screen and Administrators 

would need to click the ‘Add New Field’ link shown below, in order to start creating custom 

fields. 
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A lightbox will appear allowing the Administrator to populate: 

• The name of a Field 

• Select the size of the Field (See the sizes available by clicking the icon next to the title 

of column) 

• Select the Field Data Type (Data Types are explained below) 

• Data Settings (This will only appear when selecting the Collection Data Type) 

• Whether the Field is required or not 

Once ready, the Administrator can select the ‘Save’ button to create the Custom Field.  

In the example shown below, a Custom Field has been created in order to store Blood Type 

information. 
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Note: In some cases, the Field Size would need to be updated in order for the Fields within a 

tab to be displayed well. 

Data Type Details 

Below are explanations of each Data Type available for custom fields to help WorkForce People 

Administrators understand how to use each custom field accordingly:  

• Text: A text field that can be populated with any unique text needed. 

• Number: A field that will accept unique numerical data. 

• Date: A field that allows the user to select a date. 

• Boolean: A checkbox that will appear next to the Field name set. 

• Dropdown List: A dropdown list that would allow for a user to be able to select one 

of several pre-set items. 

• Time: A field that would allow the user to select a time. 

• List: A group of fields that would allow for several the items listed above to be 

combined into one field module. 

From the fields setup in the screenshot below within a group, using all of the above within 

the exception of a List: 
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These custom fields set, will be displayed within an employee‘s data set: 

 

Using templates to create custom fields 

Templates represent the Tabs that have already been created in the system by an 

Administrator or are available by default in the software and can be downloaded by visiting 

the ‘List’ section in the ‘Tabs’ under ‘Setup’.  Please note the ‘Download’ link on the right-

hand side of the screenshot below: 

 

To use a template to create a new set custom fields, click the checkbox next to ‘Use 

Template’ and 2 options will be provided: Upload Template or Use Pre-defined Template. 
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To upload a template simply click the ‘Browse’ button and locate a template that was 

downloaded. 

Alternatively, select pre-defined Templates from the drop-down list, and these can be edited 

to suit the needs of the organisation.  

Creating Folders for items that will be stored in the system 

In order to start uploading files to the system, the administrator must first start by creating a 

filing structure in which documents can be uploaded. It is important that a filing structure is 

planned prior to using the system, as to ensure that the filing system does not become too 

complex or untidy. 

To create a filing structure, go to the ‘All Files’ section, right click on ‘Root’, hover over ‘New’ 

and click ‘Folder’.  

 

A lightbox will appear, and the Folder Name can be added together with the permissions of 

who can see or edit items within the folder. An option is also provided for specific Users or 

User Groups to have access to this folder. Additionally, once a folder has been created, it can 

be edited by right-clicking on the folder and selecting an item in the list. 
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Categories 

Categories are required when adding new Files or Notes to the system and are used to 

define a retention period for Files or Notes and additionally allow for another method of 

segregation. To access the Categories section, click on the ‘Setup’ section in the left-hand 

side menu, followed by ‘Categories’ and there the administrator can create Categories. 

 

Labels 

Labels in WorkForce People are optional, however, provide an additional method for Files 

and Notes to be segregated and searchable. Labels can be created easily and are defined by 

a name and colour. To access the Labels section, click on the ‘Setup’ section in the left-hand 

side menu, followed by ‘Labels’ and the administrator will be presented with a form to create 

new Labels together with a list of all the Labels already set within the system.  
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Inserting Employees, Data, Uploading or Editing Files, 

and Creating Notes 

Inserting Employees and Employee Data  

After the Tabs have been setup by an administrator, users with the permissions to be able to 

access and edit them, will be able to populate these fields with data.  

To add employee data, click on ‘Employees’ in the left-hand side section, click ‘Add’ to create 

a new employee or ‘List’ to see all of the employees available, and click the ‘View/Edit’ link 

for employee to edit employee information. 

The first section to look out for when inserting a new employee is the Product Links section 

shown below: 

 

The selected or deselected icons (which appear in Grey) would determine on which modules 

the employee will appear.  

Note: Software licences are required for each specific module for the separate software modules 

to function as desired. 

After selecting the appropriate products to link an employee to, you will notice a number of 

tabs with a red start, this signifies the tabs that require to have information filled in, and also 

in tab, you will notice fields highlighted in yellow that contain a star after the field title, which 

also signify fields that require information before an employee can be saved by clicking the 

‘Save’ button at the bottom of the page. 
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After saving employee data, errors and warnings in relation to the data inserted will appear 

when editing an employee. Errors signify that an action needs to be taken, whereas Warnings 

signify that an the employee will be saved and the software will run with the data inserted, 

however, a change may be required on the data inserted for it to be correct and allow the 

system to function as desired. 

 

Only the Default Data Tabs relevant to the WorkForce software modules will appear when 

creating a new employee. The Custom Tabs will appear when editing an employee thereafter. 
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Aside from the Default Tabs and Custom Tabs available, users can also add documents 

relevant to each employee. Please see the Adding New Files section below, for an 

explanation on uploading documents into this system.    

Note: Should you need to add data to a Tab that is greyed out, please ask your WorkForce 

People administrator to provide you with access to it. 

   

Adding New Files  

To add new files, click ‘New’ in the left-hand side menu followed by ‘File’ and you will be 

presented with a form to upload the file. To link a File to the calendar and to set a Reminder, 

click the ‘Add Reminder’ text on the bottom, left-hand side of the form.  

 

Hint: Any fields highlighted in yellow are required fields. 
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Add File page 

Adding New Notes 

To add new notes, click ‘New’ in the left-hand side menu followed by ‘Note’ and you will be 

presented with a form to upload the file. To link a Note to the calendar and to set a 

Reminder, click the ‘Add Reminder’ text on the bottom, left-hand side of the form.  

 

Hint: Any fields highlighted in yellow are required fields. 

Add Note page 

Marking files for easy discovery  

A feature to mark files for easy discovery is also available in WorkForce People, this can be 

done by adding a star to a document. This can be done by: 

• Going to the ‘All Files’ section 
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• Selecting a folder which contains a file that a user would like to mark 

• Selecting the + icon on the file that they would like to mark 

• Clicking the start icon on the top right-hand side of the page 

 

Bulk Upload 

A Bulk Upload facility is available in within WorkForce People. This feature allows for 

documents of the same type, with the same Category, Label and Start of Retention Period to 

be uploaded at the same time. This is a 4-step process which consists of upload settings for 

files, uploading of files, editing of files settings and finalisation. 

To access the section with this feature, click ‘Bulk Upload’ in the left-hand side menu. Once 

on the page, select a folder, set who the images are available to, select a category, label and 

set an optional Start of Retention Period. Once all items are selected, clicking the ‘Next’ 

button will take you to the 2nd part of the process where the files can be selected for upload.  

For the 2nd part of the Bulk Upload process, users can drag and drop files or folders onto the 

section marked on the page, alternatively they can click to Upload Files. Once the files or 

folders have been selected, they will appear on screen and should all be well to proceed, 

user can click the ‘Start Upload’ button.  

As soon as the files or folders have been uploaded to the system, an icon will appear on each 

item showing that the files have been successfully saved.  

Once all files have been uploaded, users can click the ‘Next’ button to proceed to the 3rd step 

where any items including the folder, title, category, label, start of retention period and 

linked employees can be edited for any selected files. To update these items when on the 3rd 

step, select the files that need to be edited with the checkboxes that are on the left-hand 

side of each file, then click the ‘Edit’ button on the top, right-hand side of the page. A 

lightbox will appear, and the user can click the checkbox near the field that they would like 

to change, and then update accordingly.  

After any require updates have been made, the final step of the process would be to click the 

‘Next’ button where the system will let the user know that upload has been completed 

successfully after which they would need to click the ‘Finish’ button to finalise the process.  
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Step 1 of 4: Bulk Upload process 
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Step 2 of 4: Bulk Upload process 

 



 

23 
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Step 3 of 4: Bulk Upload process 

 

Step 4 of 4: Bulk Upload process 
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Managing Departments 
Departments can be created when creating an employee or through the Manage Departments 

section in WorkForce People.  

Departments and Teams are required in order for the system to function as expected, however, 

there is also the option to create a Departments with Sub-Departments and Teams. 

To navigate to this section, start by expanding the ‘Manage Departments’ item in the left-hand 

side section of WorkForce People, and next click ‘List View’. 

 

How to create Departments 

Expand the ‘Manage Departments’ section in the left-hand side section of WorkForce People, 

click the ‘Add new Department link’ at the bottom of the Departments section, a lightbox 

(shown below) will appear, populate the items on screen and click ‘Add’ after which, the new 

Department will appear in the Departments section shown above. 
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How to create Sub-Departments or Teams 

When on the Manage Departments List View, click the ‘Explore’ button that is in line with the 

Department which requires a Sub-Department or Team.  

 

Next, click the ‘Add new Department/Team link at the bottom of the Departments section and 

a lightbox will appear as shown below: 

 

As a ‘Type’ Administrators can select Department which represents a Sub-Department, or 

Team which represents a Team within a Department. Next, fill in the Sub-Department, or 

Team name, select supervisors for the team, and click the ‘Add’ button to finalise the 

process. 
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How to edit Departments 

Simply click the ‘Edit’ button that is in line with a Department and the details panel on the 

left-hand side of the page will show all details of a Department that can be edited. 

How to edit Sub-Departments or Teams 

Click the ‘Explore’ button that is in line with a Department that contains the Sub-

Departments or Teams that require editing. Next, click the ‘Edit’ button that is in line with the 

Sub-Department or Team that requires editing and the details panel on the left-hand side of 

the page will show all details of a Sub-Department or Team that can be edited. 

Note: To add employees to Teams, visit the Employees section. 

Organisational Chart 

WorkForce People contains an organisational chart which allows for Departments, Sub-

Departments and Teams to be edited (by clicking on the boxes shown on the right-hand side 

below) or moved by dragging and placing items accordingly. 
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Searching for items within WorkForce People 
Users of the system have the functionality to search for files on several pages within this 

software module, specifically on these pages listed in the left-hand side menu: All Files, 

Recent, Starred, Data Retention, Archived and Deleted. 

Each page offers several filtering and display options which appear within or underneath the 

Search bar. Hovering over each icon, displays the function of each button. 

 

Search Filters 

Search filters can be applied in order to refine a search by file type, employee, label and 

category. Folder settings can also be applied to further refine a search. The Search Filters can 

be accessed by clicking the icon shown below in the search bar: 

The Search Filters can be then applied by adding in the necessary details in the section 

displayed below: 
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HR Calendar 
The HR Calendar in this software module displays Reminders created with notes or selected 

for files, Birthdays, Work Anniversaries, File Expiry dates and HR Dates. These calendar items 

appear in order to help HR management make plans in advance.  

 

Uploading files and creating notes from Calendar 

In order to add a File or Note from the HR Calendar in this software module, users can click 

the ‘Calendar’ item in the left-hand side menu. They will be asked if they want to add a File 

or a Note and based on the user’s selection, they will be taken to the File upload or Note 

form. 

Setup iCalendar 

WorkForce People allows for the calendar information to be populated on user’s Outlook 

Calendars. Administrators can simply select a user from the left-hand side of the page, which 

will create a unique code that can be sent by email to the users to import the data into 

Outlook. This section can be accessed from Setup > Setup iCalendar. 
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Home Screen: Employee Dashboard and File Dashboard 
 

WorkForce People comes with 2 Dashboards that can be switched using tabs placed at the 

top of them to view different information relating to Employees and Files. As the system is 

populated with more Employee data and Files, these dashboards will be able to provide 

more insight about the organisation using this solution.  

Employee Dashboard 

 

The Employee Dashboard displays several topics and allows for quick access to the Employee 

list by clicking ‘View Employee List’ from the Head Count Point in Time section on screen. 
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File Dashboard 

 

The File Dashboard provides information about the storage plan of WorkForce People, 

information about how many items have been added or created within the system, 

information about expired documents, and much more. This view of the system can also 

provide Administrators with valuable information on how the system is being utilised and 

whether additional storage should be added to the Storage Plan, in order for the HR or 

Admin team to continue to upload documents to the system. 
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