DAILY UMS | ARCHIVE

STEP 1/10

Workers Archive

Two tables on one page

QU [ £ ) gy ® -z L'_U 0 Emma Demo Manager [+ Logout

Search (any column: hame, passport, emall, phone, contract...) Both tables W

PRIMARY INFORMATION CONTACTS

0-0of O Rows S5 w  Page 1 w ofl

® B x 1 Levchenko Ihor PX000027 2023-08-06 2033-09-29 1987-02-25 Ukrainian ihor.levchenko28@testco.test  +370 60012027  DEMO-CBC-027  2026-08-03  2026-05-08
® B x 2 Mazur Marian PX000028 2023-08-05 2033-09-30 1996-02-18 Ukrainian marian.mazur29@testco.test +370 60012028 DEMO-CBC-028 2026-07-19 2026-05-07
# B x 3 Oliynyk Zenon PXO00029 2023-08-04 2033-10-01 1995-02-1 Ukrainian zenon.oliynyk30@testco.test +370 60012029 DEMO-CBC-029 2026-07-04 2026-05-06

1-30f3 Rows  All W Page 1 w ofl

Open Archive > Workers Archive. The page has two tables with the same columns. The upper table lists workers who already have a Fired on date but are still in the
active database. The lower table, under the Archive divider, lists workers that have been moved to the archive. Both tables show primary information, contacts, contract
number, Fired on and Created dates.

Live UMS presentation tenant | Emma Demo Manager | Captured October 2026 1/10



DAILY UMS | ARCHIVE

Workers Archive

STEP 2/10

Dismissed workers wait here

(@) £ [P [ @z ) Lo @ Emma Dema Manager [+ Logout

Search (any column: name, passport, emall, phoneg, contract...) Both tables hd

PRIMARY INFORMATIOM CONTACTS

0-0of O Rows 5 w Page 1 w of1

Archive

¥ B x 1 Levchenko Ihor PX000027 2023-08-06 2033-09-29 1997-02-25 Ukrainian ihor.levehenko28@testco.test +370 60012027 DEMO-CBC-027 2026-08-03 2026-05-08

Workers are not archived automatically. When a Fired on date is entered on a worker's card, the worker shows up in the upper table so the office can review the record
first. In this example the upper table is empty (0 of 0), which means every dismissed worker has already been archived.
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Workers Archive

Move to the archive

Search (any column: name, passport, email, phone, contract...) Both tables b

| MOVE TO ARCHIVE | PRIMARY INFORMATION

Tick the checkbox at the start of each row you want to archive, then press MOVE TO ARCHIVE in the orange header. The selected workers are copied to the archive
with their history, their employment is deactivated and they disappear from the active lists. Check the selection before pressing the button, because the move runs
immediately.
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STEP 4/10

Workers Archive

Search both tables

Mazur

PRIMARY INFORMATION

Archive

PRIMARY INFORMATION

¥ B x 1 Mazur Marian PX000028 2023-08-05 2033-09-30 1996-02-18  Ukrainian marian.mazur2@testce

1 of1

The search box filters both tables at once and matches any column: surname, name, passport number, email, phone, contract number and more. Here, typing Mazur
leaves one archived worker. The search is kept in the address bar, so the filtered view can be bookmarked or reloaded. Clear the box to show all records again.
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STEP5/10

Workers Archive

Choose what to show

email, phone, contract...) Both tables W

Only Workers

Only Archive

Archive

The selector next to the search box switches the view. Both tables shows the full page. Only Workers shows the dismissed workers waiting to be archived, and Only
Archive shows the archive alone. A single table shows 10 rows per page instead of 5, which is handy when you work through a long list.
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STEP 6/10

Workers Archive

Restore from the archive

Archive

F B x a 1 Levchenko Ihor PXO00027 2023-08-06 2033-09-29 1997-02-25 Ukrainian
¥ B x a 2 Mazur Marian PX000028 2023-08-05 2033-09-30 1996-02-18 Ukrainian
F B x 3 Oliynyk Zenon PX000029 2023-08-04 2033-10-M 1995-02-1 Ukrainian

To bring a worker back, for example when they are hired again, tick their rows in the archive table. The checkbox turns dark when it is selected. Then press MOVE
FROM ARCHIVE. The workers and their history are moved back to the active database and leave the archive. Untick a box to remove a row from the selection.
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Workers Archive

STEP 7/10

Open the worker card

E WORKER DETAILS

CONTRACT NO.
DEMO-CBC-027
PRIMARY INFORMATION

SURNAME (IN LATIN LETTERS AS IN PASSPORT)
Levchenko

PASSPORT NO.
PX000027

PASSPORT DATE OF EXPIRY
2033-09-29

Place of birth

PREVIOUS CITIZENSHIP
Ukrainian

MARITAL STATUS
Married

DO YOU HAVE CHILDREN?
No

KNOWLEDGE LEVEL OF ENGLISH
Advanced

THE SIZE OF CLOTHES
XXL

WHAT IS YOUR CURRENT PROFESSION (By which you apply now)

electrician

MNAME (IN LATIN LETTERS AS IN PASSPORT)
Ihor

PASSPORT DATE OF ISSUE
2023-08-06

DATE OF BIRTH
1997-02-25

CITIZENSHIP
Ukrainian

MNATIONALITY
Ukrainian

THE SIZE OF SHOES
46

Each row starts with three action buttons. The green card button opens Worker details, a read-only summary with the contract number, primary information, passport

data, citizenship, family status, language level, clothing sizes and profession. Close it with the x button in the orange header.
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Workers Archive

STEP 8/10

Correct archived data

3, EDIT WORKER

DEMO-CBC-027

PRIMARY INFORMATION

Ukrainian

Levchenko

Ukrainian

2023-08-06

1997-02-25

2026-08-03

Ukrainian

PX000027

2033-09-29

Use the blue edit button when an archived record needs a correction. The Edit worker form holds all stored fields, including Are you currently employed, Fired on,
citizenship and passport data. Scroll to the bottom and press Submit to save, or close the form with x to discard your changes.
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STEP 9/10

Workers Archive

Delete permanently

A CONFIRM DELETION

Delete this record permanently?

Marian Mazur

DELETE BACK TO LIST

The red x button opens Confirm deletion with the worker's name. DELETE removes the record permanently and it cannot be restored, so use it only for records that
must not be kept. BACK TO LIST closes the dialog without changes. Warning: archiving is usually the safer choice, because an archived worker can be restored later.
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STEP 10/10

Workers Archive

Sort and page through

2033-09-29 1997-02-25 Ukrainian ihor.levehenko28@testco.test +370 600 12027 DEMO-CBC-027  2026-08-03  2026-05-08
2033-09-30 1996-02-18 Ukrainian marian.mazur29@testco.test +370 60012028 DEMO-CBC-028 2026-07-19 2026-05-07
2033-10-M 1995-02-1 Ukrainian zenon.ocliynyk30@testco.test +370 60012029 DEMO-CBC-029  2026-07-04  2026-05-06

Hols Al w Page | 1 w of

Click any column header with the small arrows to sort by that column; click again to reverse the order. Under each table, the arrows and the counter (for example 1-3 of
3) move between pages, Rows sets how many records are shown and Page jumps straight to a page number.
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STEP 1/10

Taken Tests Archive

Tests per worker

[ Jhy ( 3= wrY ® az E Q Emma Demo Manager (+ Logout
Search (any column: name, surname, position, email...) Both tables e
MOVE SELECTED TO ARCHIVE TAK@STS
SLIRNAME EMPLOYEE' \ MPLC ND HEA : A AFETY INSTRUCTIONS FIRE SAFETY
e GEMNERAL INSTRUC NO.1 GEMNERAL INS S NR.2 NG OP! ING AT HEIGHT INSTRUCTIONS
16 Andrii Tkachenko site labourer @ Completed on 2026-08-21 = @ Completed on 2026-08-21 = @ Completed on 2026-08-21 =
17 Mykola Kravchuk painter & Completed on 2026-08-20 g= @ Completed on 2026-08-20 g & Completed on 2026-08-20 = © Not Completed
18 lvan Bondarenko tiler @ Completed on 2026-08-18 g @ Completed on 2026-08-19 F= @ Completed on 2026-08-19 g=
19 Petro Melnyk welder @ Completed on 2026-08-18 f= @ Completed on 2026-08-18 g~ @ Completed on 2026-08-18 g= © Not Completed
20 Vasyl Marchenko site labaurer @ Completed on 2026-08-17 .g= @ Completed on 2026-08-17 = @ Completed on 2026-08-17 g
€« < 16200739 > ¥ Rows 5 v Page 4 w of8
RESTORE FROM ARCHIVE Archive

IUCTIONS FOR ! ETY INSTRUCTIONS

- MPLOYEE" ; AL :
SURNAME GENERAL Ih ND. 5 . WELDIN 7 AT HEIGHT

0-0of 0 Rows 5 v Page 1 w of1

Open Archive > Taken Tests Archive. The upper TAKEN TESTS table lists current workers and administration staff; each safety instruction has its own column. The
lower table, under the Archive divider, lists test records that have been moved to the archive. Both tables have the same columns, so a worker's status can be compared

at a glance.
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Taken Tests Archive

STEP 2/10

Read the status badges

1, email...) Both tables i

TAKEN TESTS

SAFETY INSTRUCTIONS

G AT HEIGHT
labourer @ Completed on 2026-08-21 g @ Completed on 2026-08-21 g= @ Completed on 2026-08-21 g~
ainter © Completed on 2026-08-20 g © Completed on 2026-08-20 g @ Completed on 2026-08-20 g © Not Completed
tiler @ Completed on 2026-08-19 g~ & Completed on 2026-08-19 g & Completed on 2026-08-18 g~
relder @ Completed on 2026-08-18 = @ Completed on 2026-08-18 = @ Completed on 2026-08-18 = © Not Completed
labourer @ Completed on 2026-08-17 g= @ Completed on 2026-08-17 .¢= @ Completed on 2026-08-17 g=

Archive

IWCTIONS FOR i ETY INSTRUCTIONS

WELDING OPERATIONS NO.7 / ING AT HEIGHT

Each cell shows one status. A green Completed on badge means the worker passed that instruction's test and shows the date it was signed. A small orange signature
icon after the date warns that the signed PDF for that test was not found, so the signatures still have to be collected. Click a green badge to open the result.
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STEP 3/10

Taken Tests Archive

Not completed or not needed

FETY INSTRUCTIONS FOR HEALTH AND SAFETY INSTRUCTIONS FIRE SAFETY
TIONS NO.7 WHEN WORKING AT HEIGHT INSTRUCTIONS

1on 2026-08-21 g=

1on 2026-08-20 g= £) Mot Completed

ion 2026-08-19 .g=

1on 2026-08-18 _g= £ Not Completed

1 on 2026-08-17 g~

(]
2]
(Wi}

tows 5 L Page 4 W

Not Completed (red) appears when the instruction applies to the worker's position but no signed test exists yet. Follow these workers up first. N/A (grey) means the
instruction is not assigned to that position, so no test is expected. Which instructions apply to which positions is set in the safety files.
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STEP 4/10

Taken Tests Archive

Open the test result

Test Results

Employee: Andrii Tkachenko Test: EMPLOYEE'S SAFETY AND HEALTH GENERAL INSTRUCTIONS NO.1
Email: andrii.tkachenko4@testco.test Safety File: Bendra darbuotoju saugos ir sveikatos instrukcija Nr. 1.pdf

Profession: site labourer

For m

What are the possible consequences of being exposed to electric current?

a) burns

b) possible injuries, heart failure, death

c) death

Cleanliness and order in the workplace must be maintained in order to:

a) we would not slip, trip or fall

b) there should be no tidying up at the end of the week

c) waste would be recycled and the environment would be protected

When are employees required to undergo health checks?
a) feeling negative about work or work environmental impact

b) at the request of the immediate supervisor

c) both options are correct

Who is required to report situations that may endanger the safety and health of employees?

[22] . cicact mananar

The Test Results dialog shows the employee, email, profession, test name and safety file at the top. The PDF tab shows the signed document when it exists. The TEST
tab lists every question with the worker's answers; the green ticks mark the answers that were chosen and accepted. Close the dialog with Esc or by clicking outside it.
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Taken Tests Archive

STEP5/10

Worker details

CONTRACT NO.
DEMO-CBC-004

PRIMARY INFORMATION

SURNﬁE (IN LATIMN LETTERS AS IN PASSPORT)

Krav:

PASSPORT NO.
PX000004

PASSPORT DATE OF EXPIRY
2033-09-06

Place of birth

PREVIOUS CITIZENSHIP

Ukrainian

MARITAL STATUS

Single

DO YOU HAVE CHILDREN?
Yes

PRESENCE OF DRIVER LICENSE
B

THE SIZE OF CLOTHES
XL

WHAT IS YOUR CURRENT PROFESSION (By which you apply now)

painter

NAME (IN LATIN LETTERS AS IN PASSPORT)
Mykola

PASSPORT DATE OF ISSUE
2023-08-29

DATE OF BIRTH
1998-08-05

CITIZENSHIP

Ukrainian

MNATIONALITY

Ukrainian

KNOWLEDGE LEVEL OF ENGLISH

Intermediate

THE SIZE OF SHOES
44

LANGUAGE
English

The name and surname cells open the worker's details in a read-only dialog: contract number, primary information, passport data, citizenship, family status, driving

licence, language level, clothing sizes and profession, followed by the residence address. Use it to check who the worker is before archiving their tests.
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Taken Tests Archive

STEP 6/10

Search both tables

welder Both tables hd
MOVE SELECTED TO ARCHIVE TAKEN TESTS
SURNAME FETY AMD HEALTH HEALTH AND SAFETY IUC HEALTH AND SAFETY INSTRUCTIONS FIRE SAFETY
silnflnle UCTIONS NR.2 WELDING OPERATION WHEMN WORKING AT HEIGHT INSTRUCTIONS
1 Petro Melnyk welder @ Completed on 2026-08-18 g © Completed on 2026-08-18 g @ Completed on 2026-08-18 g © Not Completed
2 Vitalii Romaniuk welder © Mot Completed © Not Completed © Not Completed © Not Completed
3 Yaroslav Petrenko welder © Not Completed © Not Completed © Not Completed © Not Completed
1-30f 3 Rows Al ~  Page 1 w of1
RESTORE FROM ARCHIVE Archive

STRUCTIONS FOR ALTH AND SAFETY INSTRUCTIONS

SURMAME POSITION T HEIGHT

0-0of O Rows 5 v Page 1 w of1

The search box matches any column, including name, surname, position and email. Here, typing welder leaves three workers and shows at once that two of them have
not completed any required test yet. The search is kept in the address bar. Clear the box to show all workers again.
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STEP 7/10

Taken Tests Archive

Choose what to show

sosition, email...) Both tables o

Only active

TAKEN TE

Only Archive

site labourer &@ Completed on 2026-08-2 hn 2026-08-21 g= @ Co

painter & Completed on 2026-08-20 g & Completed on 2026-08-20 g= @ Co

tiler & Completed on 2026-08-19 dx & Completed on 2026-08-19 = @ Co

The selector next to the search box switches the view. Both tables shows the full page, Only active shows the TAKEN TESTS table and Only Archive shows the archive
alone. A single table shows 10 rows per page instead of 5.
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STEP 8/10

Taken Tests Archive

Move tests to the archive

Search (any column: name, surname, pasition, email...) Both tables b

=

MOVE SELECTED TO ARCHIVE } TAKENMN TE

b

EMPLOYEE'S SAFETY AND HEALTH EMPLOYEE'S SAFETY Al
GENERAL INSTRUCTIONS NO.1 GENERAL INSTRUCTIONS NR
16@ Andri Tkachenko site labourer © Completed on 2026-08-21 g @ Completed on 2026-08-21 g~ @ Co
17 Mykola Kravchuk painter & Completed on 2026-08-20 g & Completed on 2026-08-20 g & Co
18 Ivan Bondarenko tiler @ Completed on 2026-08-19 d= & Completed on 2026-08-19 .g= @ Co
19@ Petro Melnyk welder @ Completed on 2026-08-18 J= & Completed on 2026-08-18 = @ Co
20 Vasyl Marchenko site labourer & Completed on 2026-08-17 g~ @ Completed on 2026-08-17 g~ @ Co

€% { 16-200f39 > p ]

Tick the checkbox next to each row number; the box in the header selects every row on the page. MOVE SELECTED TO ARCHIVE copies the selected workers' test
records to the archive, moves their signed test files to the archive folder and removes the records from TAKEN TESTS. Check the selection first, because the move runs
immediately.
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STEP 9/10

Taken Tests Archive

Restore from the archive

L4 ¢ 16-200f39 > B

RESTORE FROM ARCHIVE \
L

SURMAME T EMPLOYEE'S

GENERAL IM

Archived test records are listed in the lower table. To bring them back, for example when a worker returns, tick their rows and press RESTORE FROM ARCHIVE. All
archived test records of the selected workers return to the TAKEN TESTS table. In this example the archive is empty (0 of 0).
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Taken Tests Archive

Sort and page through

ileted on 2026-08-21 g @ Completed on 2026-08-21 J~
Veted on 2026-08-20 g & Completed on 2026-08-20 g B Not Completed
reted on 2026-08-19 = & Completed on 2026-08-19 ¢=
ileted on 2026-08-18 g @ Completed on 2026-08-18 g~ © Not Completed
reted on 2026-08-17 .g= @ Completed on 2026-08-17 d=

Archive

ETY INSTRUCTIOMNS

AT HEIGHT

Click a column header with the small arrows to sort by name, surname, position or test status; click again to reverse the order. Under each table, the arrows and the
counter (for example 16-20 of 39) move between pages, Rows sets how many workers are shown and Page jumps straight to a page number.
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