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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
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® 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.
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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 In this example the upper table is empty (0 of 0), which means every dismissed worker has already been archived.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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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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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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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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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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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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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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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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