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1. List of Reports Available in the Basic HR Module 

 
Company & Audit Reports 

 

Accidents Summary 
Audit Detail 
Audit Trail 
Bank Information 
Clothing Summary 
Company Details 
Company Funds and Deductions Details / Rules 
Company Insurances 
Company Organisation (Linked Employees) 
Company Organisation Summary 
Company Vehicles 
Contract Summary 
Disciplinary & Misconduct Summary 
Education Summary 
Equipment Summary 
Expiry Audit Summary 
Grievance Summary 
Labour Turnover Summary (new) 
Language Summary 
Licence Summary 
Mandatory Information 
Marital Status Summary 
Mass Capture Details – HR Info 
Medical Summary 
Passport Summary 
Project History Summary 
SMS Audit 
Shares Summary 
Visa Summary 

Employee Reports  

 

Accident Details 
Active Employee Information 
Anniversary List 
Birthday List 
Certificate of Service 
Clothing Details 
Contract Details 
Custom Report 
Dependant, Next of Kin & Emergency Contact Details 
Disciplinary Actions, Misconduct and Grievance Details 
Education Details 
Email Notification Employee Details 
Employee Due to Retire List 
Employee Engaged/Transferred In List 
Employee Head Count Totals 
Employee Head Count by Equity 
Employee Head Count by Employment Type 
Employee Language Details 
Employee Maintenance Details Summary 
Employee Maintenance Mandatory Details Exception 
Employee Mass Capture Leave Records 
Employee Personal Information Update Form 
Employee Service/Anniversary Summary 
Employee Terminated/Transferred Out List 
Employment Details Summary 
Employment Status by Interval 
Employment Status Summary 
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Engagement Checklist 
Equipment Details 
Exit Details 
Housing Details 
Insurance Details 
Job History Details 
Length of Service 
Licence Details 
Marital Details 
Medical Details 
Membership Details 
Monthly Package for the Year 
Offences Details 
Package/Rate of Pay Details 
Passport & Visa Details 
Previous Employment Details 
Project History Details 
Rate of Pay (Change) 
Rate of Pay (Current) 
Recruitment History Details 
Shares Details 
Staff Movement (inc. Headcount Details) 
Summary of Employee Cost Centre Splits 
Summary of Employee Details 
Summary of Employee Funds 
Summary of Employee Statistics 
Termination / Suspension / Transfer Details 
Vehicles and Licences Details 

Employment Equity 
Reports   

 

Annexure 1: Demographic Profile (EEA8) – Blank 
Annexure 2: Occupational Levels (EEA9) – Blank 
Annexure 3: Progress Reports (EEA10) – Blank 
Annexure 4: Application for Employment Equity Report (EEA11) – Blank 
Compliance Order (EEA6) – Blank 
Declaration by Employee (EEA1) – Blank 
Declaration by Employee (EEA1) – Employee 
Employee Active Payroll Details 
Employment Equity (EEA2) 
Employment Equity (EEA2) – Including Transferred 
Employment Equity (EEA2) – Smaller Employers 
Employment Equity (EEA2) – Smaller Employers Including Transferred 
Employment Equity Goals versus Actual (EEA2) 
Employment Equity Recon 
Employment Equity Recon (Incl. Transferred Out) 
Equity Profile Headcount Information (Payroll) 
Income Differential Statement (EEA4) 
Income Differential Statement (EEA4) (Incl. Transferred Out) 
Income Differential Statement (EEA4) First Page 
Notice of Objection (EEA7) – Blank 
Pre 2009 – Declaration by Employee (EEA1) – Blank 
Pre 2009 – Declaration by Employee (EEA1) – Employee 
Pre 2009 – Employment Equity (EEA2) 
Pre 2009 – Employment Equity (EEA2) – Including Transferred 
Pre 2009 – Employment Equity (EEA2) – Smaller Employers 
Pre 2009 – Employment Equity (EEA2) – Smaller Employers Including Transferred 
Pre 2009 – Employment Equity Recon 
Pre 2009 – Employment Equity Recon (Including Transferred Out) 
Pre 2009 – Income Differential Statement (EEA4) (Including Transferred Out) 
Pre 2009 – Income Differential Statement (EEA4) First Page 
Written Undertaking (EEA5) – Blank 
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Forms and Templates: Annual Leave Details & Requests 

Clothing Request Form 
Dependent Record Form 
Disciplinary Record Form 
Emergency Contact Record Form 
Employee Basic Appraisals 
Employee Maintenance Form 
Employee Personal Information Update Form 
Employee Take-on Form Populated 
Employee Take-on Form 
Engagement Checklist Form 
Equipment Request Form 
Grievance Record Form 
Loan Application 
Misconduct Record Form 
Next of Kin Form 
Notice to attend Disciplinary Enquiry Form 
Sick Leave Details and Requests 

Government Returns Employee Personal Information Confirmation SARS Mandatory PAYE Requirement 
UI-19 (Actual Gross Salary) 
UI-19 (Blank) 
UI-19 (Excl. Remuneration Details) 
UI-19 (Theoretical Gross Salary) 

Leave Reports 

 

Absenteeism Summary (% vs. Theoretical) (By Leave Type) 
Booked Leave (all leave types) 
Current Leave Entitlements (By Leave Type) 
Current Theoretical Leave Cost Per Day (By Leave Type) 
Custom Leave Report 
Employee Annual Leave Movement 
Employees On Leave (By Leave Type) 
Leave Liability (as per payslip) 
Outstanding Leave (Stat vs. Additional) 
Sick Leave Analysis (days of the week) 
Sick Leave Cycle Information 
Sick Leave, Family Responsibility & Child Care Record Summary 
Summary of Annual Leave Details (as per leave screen) 
Summary for Annual Leave Records 
Summary of Annual Leave Taken & Adjustment Records 

Loans, Garnishees & 
Savings Reports  

 

Employee Loan Balances 
Employee Requested Loans 
Employee Requested Savings / Provisions 
Employee Savings Balances 

Performance and 
Succession Reports 

 

Appraisals Details Template 
Appraisal Summary 
Employee Appraisal Details 
Employee Performance and Potential Analysis Details 
Employee Risk and Retention Analysis Details 
Employee Promotability Analysis Details 



 

 

                                                       your total hr solution...  

                                                                          
Skills and Training Reports 

 

Annual Training by Occupational category  (by Employee) 
Annual Training by Occupational category  (by Intervention) 
Development Need Summary 
Development Plans Summary 
Employee Development Need Details 
Employee Development Plan Details 
Employee Master Training Details 
Employee Training Details by OFO Major Group & Codes 
Employee Training Details by Occupational Category 
Employee Training Restriction Details 
Employee Training Summary 
Experience Summary 
Learning Matrix Summary 
Skills Matrix Summary 
Skills Summary 
Skills and Training Details 
Training Age Profile 
Training Cost Summary 
Training Not Received Summary 
Training Received Summary 
Training Restrictions Summary 
Training Summary by OFO Major Groups & Codes 
Training Summary by Occupational Category 
Workplace Profile 
Workplace Skills Plan (OFO Major Group & Codes) 
Workplace Skills Plan (Occupational Category) 
Workplace Skills Received 
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2. Accidents Summary 
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3. Grievances Summary 
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4. Company Vehicles 
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5. Labour Turnover Summary 
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6. Summary of Employee Details 
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7. Dependant and Contacts Details 
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8. Employee Disciplinary Details 
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9. Previous Employment Details 
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10. Recruitment History Details 
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11. Employee Medical Details 
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12. Employee Equipment Details 
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13. Employee Vehicles and Licences 
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14. Employee Long Service List 
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15. Employee Birthday List 
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16. Absenteeism Summary 
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17. Sick Leave Analysis (days of week) 
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18. Sick Leave Cycle Information 

 
 



 

  your total hr solution...                                            

  
Master Buildsmart Template – Report 

List and Samples                                                                                                                               

Page 24 of 33 Friday, August 12, 2011 

 

 

19. Summary of Annual Leave Details 
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20. Employee Skills and Training 
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21. Training Summary by Occupation Category 
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22. Training Received 
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23. Training Not Received 
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24. Employee Basic Appraisals – Key Performance Areas 
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25. Employee Basic Appraisal – Rewards 
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26. Employment Equity Form – EEA2 Front Page 
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