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Home Screen Layout: 
 

 
Figure 1 - Home Screen Layout 
 

Searching the Employee Information Table by Employee Number: 
1.​ Type the beginning of an employee number into the Search Bar. 

 
2.​ The Employee Information Table will automatically filter the employees in the database 

and display employees with employee numbers that begin with the searched employee 
number. 

 
In the figure below, typing the number “4” into the Search Bar displays all employees with 
employee numbers starting with “4” in the Employee Information Table.  



 
 

Adding Employees: 
1.​ Add employees by pressing the Add Button, which will open the Add Employee 

Wizard.  
2.​ Follow instructions on the Add Employee Wizard to add an employee to the system, or 

click cancel to cancel adding an employee. 

  
 



Removing Employees: 
Users can remove employees in 2 ways. 
 
Removing by Selecting Employees from the Employee Information Table 

1.​ Select a range (1 or more) of employees from the Employee Information Table. 
2.​ Click the Remove Button. 
3.​ A Popup confirmation window will open. Click “Remove” to remove the selected 

employees, or “Cancel” to cancel removal. 
 

 
 
 
Removing by Searching by Employee Number 

1.​ Deselect any selected employees in the Employee Information Table by clicking 
outside the table. 

2.​ Click the Remove Button. 
3.​ In the Popup Remove window, input the employee number of the employee to be 

removed and click “Remove” to remove the employee, or “Cancel” to cancel removal. 

 
 



Editing Employees: 
Users can edit an employee’s information by  

1.​ Selecting an employee in the Employee Information Table and clicking the Edit 
Button,  

a.​ OR clicking the Edit Button with no employee selected and searching by 
employee number in the Popup Search Window for the employee to be edited 
and clicking “Edit”. 

 
 

2.​ In the Popup Edit Window, employee information can be edited. 
3.​ To save the edits, click the “Update” button. To cancel edits, click “Cancel”. 

 

 



Viewing Employee Details: 
Users can view all of an employee’s information (Including annual gross and net income) by: 

1.​ Selecting an employee in the Employee Information Table and clicking the View 
Details Button,  

a.​ OR clicking the View Details Button with no employee selected and searching 
by employee number in the Popup Search Window for the employee to be 
edited and clicking “View”. 

 
 

2.​ In the Popup View Window, all employee information will be displayed. 
3.​ To close the window, click “close”. 

 



Adding and Removing Work Locations: 
Users can add and remove work locations using the Manage Work Locations Wizard. Open 
the Manage Work Locations Wizard by: 
 

1.​ Clicking the “Manage Work Locations” button on the Home Screen.  
 

 
 
To Add a Work Location: 

1.​ Input the name of the work location in the “Add a Work Location” text field. 
2.​ Click “Add Location”. 

 
To Remove a Work Location: 

1.​ Select a range of work locations (1 or more) from the list of work locations under “Work 
Locations in System”. 

2.​ Click “Remove Location”. 
 



NOTE: If a work location is removed, employees associated with the removed work location will 
now contain “ERROR: null” under the employee’s “Work Location” attribute. To resolve this 
error, each employee with an “ERROR: null” work location attribute must be edited and updated 
with a valid work location. See “Editing Employees” for details on how to edit employee 
information. 
 
When finished managing work locations, click “Done” to exit the Manage Work Locations 
Wizard. 
 

Help: 
Users can bring up the Employee Management System Version 2.0 User Manual at any time by 
clicking the Help Button on the Home Screen.  
 

Exiting the System: 
To exit the system and ensure all employees and work locations are saved properly,  
 

1.​ Click the Exit Button.  
 
NOTE: Clicking the “X” button in the top right hand corner of the Home Screen window will NOT 
save any changes made in the system! 
 

Saving and Loading Employees and Work Locations: 
●​ The Employee Management System saves employees and work locations automatically 

upon exiting the system. 
●​ The system loads the employees and work locations from the save file generated upon 

exiting the previous session. 
●​ The system saves to a file named “readMe.txt”. 
●​ In the event of a corrupted save file, the system will clear itself and all previous 

employee and work location data. 
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