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Chapter 1 
About DATIS 
Your organization is on a mission to improve lives 

and strengthen communities. In order to provide 

these important services, you need an organized 

and motivated workforce rallying behind your 

mission. At DATIS, our mission is to help you achieve 

yours by building better software to empower your 

organization with the tools you need to succeed. 

For more than 20 years, we’ve been working 

hand-in-hand with Health and Human Services 

organizations to develop HR and Payroll software 

that’s tailored to your unique and complex needs. 

Today, we continue o deliver this solution to 

organizations impacting lives for social good across 

the nation. 

 

 

 

 

 

 

 

The e3 Platform 

The DATIS e3 platform is a fully unified HR and 

Payroll solution encompassing all aspects of the 

employee lifecycle including Recruiting, Onboarding, 

Benefits, Time & Attendance, Payroll, Talent 

Management, and Business Intelligence, all built on a 

foundation of Position Control. 

Did You Know? 

Our company name is DATIS (pronounced 

day-tis). The name of our unified HR 

and Payroll platform is e3. e3 stands for 

“empower. engage. evolve” because it has 

been purpose-built to empower leaders, 

engage employees, and evolve your 

organization. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The DATIS software, e3, is a modern and mobile 

platform built to empower your leaders, engage   

your workforce, and evolve your organization. 

 

Our cloud-based, all-in-one system works the way 

you work. It grows as your organization grows. And 

it is continuously improved and optimized to help 

you overcome operational obstacles throughout 

your organization. 

What is Position Control? 

Position Control is an innovative, one-of-a- 

kind approach to HR and Payroll software. 

Built to help organizations control their costs 

and maximize their budgets, Position Control 

enables executives to plan, track, and manage 

their workforce by position, independent of the 

employees that occupy that position. 
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Chapter 2 
The My Team Tab 
The My Team tab is visible to all employees who 

have direct reports. This tab will serve as your 

central destination for all views and tools necessary 

to manage your workforce. 

Manager’s Dashboard 

From the dashboard, managers can see quick 

statistics on timesheet approvals, workflow 

approvals, appraisals, recognitions, employees in 

or approaching overtime, learning management 

compliance, who’s out, and open corrective actions. 

This interactive dashboard enables Managers to 

click into the pie charts for Timesheet Approvals 

and appraisals and it will take them directly to those 

pages for more details. 

 

 

 

Workflow Approvals Page 

The approvals page is designed to allow managers 

to quickly view pending work orders that require 

their attention. The page can be accessed under 

the My Team tab right next to the Manager 

Dashboard Link. 
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Approvals Page Features: 

• Navigation: Toggle between requests using the left 

and right arrows 

• Detail Tabs: View all relevant information and more 

details about the request by clicking on the tabs 

• Approval Trail: See who has initiated the request and 

who has approved so far 

• View to top: See the chain of command for that 

relevant employee 

• My Work Order History: Click this button to view 

previously reviewed workflows 
 

 

• Available actions: 

• Approve: Approve the request 

• Deny: Deny the request 

• I Need More Time: Request more time to review 

the approval. All workflows are set to expire within 

a certain time frame defined by your Administrator 

• Leave a comment: All comments will be included in 

the notifications upon the final approval or denial 

of this request 

 

 
 

 

mailto:e3support@datis.com


 

 Views 
Team Views allow you to see information about all 

of your direct reports in one place, which is great 

for side-by-side comparison, team-wide views of 

timesheets submitted or leave requests, and for 

viewing all applicants for positions that report to 

you. To access Team Views, click on the “My Team” 

tab in the menu bar, and view the links underneath 

the Team Views header. 
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Applicants 

 

 

 

Applicants can be viewed under the My Team tab 

on the Applicants Team view page or a link will show 

on the home page called “New Applicants” should 

there be any applicants for positions the manager is 

recruiting for. 

Applicants Page Features: 

 

• View Options: Managers can filter positions by 

Open and Closed statuses, and click on the different 

positions to view all of the applicants for each one. 

Applicants can be filtered by Hired and Not Hired 

as well as Disqualified or Not Disqualified. The 

position highlighted in orange is the position for 

which applicants are currently being displayed on 

the screen. 

 

• Acting As: Managers can act as themselves or as a 

supervisor underneath them. This allows managers 

to look through the My Team views through their 

entire span of control. There is also an option to 

view only direct reports or all reports. 
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Available Applicant Actions: 

 

• Contact the applicant 

• Rate the applicant 

• Change the recruiter 

• Add applicant to another posting 

• Unlock application 

• View other applications for applicant 

• Request/Edit/Cancel Approval to Hire 

• View comments and emails 

• View credentials 

• View employment documents 

• View application 

• Select the applicant progress steps 

 

 

 

 

 

 

 

 

 

It is important that managers rate each experience 

with an applicant for ranking purposes. Select the 

number of stars that represent your interaction with 

the applicant. Type comments so the recruiter can 

see why the applicant was given that rating. Select 

a “Pro” or “Con” when appropriate, and then select 

“Save”. Once saved, you will be given the opportunity 

to send an email. 

 

Requesting Approval to Hire 
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When you’ve chosen an applicant to hire, select the 

applicant’s name from the list and click the “Request 

Approval to Hire” button. Once clicked, it will ask for 

the employment details. 

 

 

 

 

 

 

 

 

 

 

Once the details have been entered, click on the 

next gray bar labeled “Step 2” to review and confirm 

the Offer Letter details. To finalize, click “Submit”. 

Once submitted, the approval will go through the 

Approval to Hire workflow process as defined by 

your organization. 

 

 

Compensation 

Depending on security permissions, managers may 

be able to view their employee’s compensation 

details. If it is visible to you, you will see 

Compensation under the Team Views list within the 

My Team tab. 
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Corrective Actions 

The Team View of Corrective Actions will display a 

full list of the employees on their team who have 

active corrective actions, as well as performance 

improvement plans. From this page, Managers can 

add an outcome, upload a file, and add further 

explanations. Fields that are grayed out must be 

modified by an administrator. Managers have 

the ability to start corrective actions from their 

organizational chart, or from the corrective actions 

page. 

 

 

 

 

 

 

 

 

 

 

 

 

Starting a Corrective Action 

There are two ways to start a Corrective Action 

including from the Organizational Chart and from the 

Individual Views Corrective Actions page. 

 

Option 1: You can begin a Corrective Action from the 

Individual Views Corrective Actions page under the 

My Team tab. 

Option 2: From the Organizational Chart you can 

right click on the employee’s tile and select “Start 

Corrective Action” from the drop down. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Alternatively, you can directly click the employee’s 

name to open up the Employee Details pop up and 

select “Start Corrective Action” from the Actions drop 

down. 
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Leave Time Balances 

Managers can view their entire team’s leave balances 

in one place on the Leave Time Balances Team View 

page. There are also different viewing options to 

see managers below you in your chain of command 

by using the Acting As drop down and/or selecting 

“Direct Reports” or “All Reports”. 

 

 

 

 

 

 

 

 

Performance Management 

From the Performance Management Team View 

page, Managers can view all of their teams historic 

and future appraisals of all types. 

 

 

 

 

 

 

 

Performance Management Page Features: 

 

• Acting As: Change this drop down selection to view 

below you in your chain of command if applicable. 

 

• View Drop down: The page will default to “All” 

and you can also select “Actionable” to see only 

appraisals that are ready to be performed. 

 

• Compliance: Shows the percentage of evaluations 

completed on time. 

• One Time Tab: Contains evaluations that are non- 

recurring (Ex: Initial 90 Day evaluation). Tip: You can 

check “Show Historical” to view past evaluations. 

 

• Perform Now Button: If the button is red, the 

appraisal can still be performed but is considered 

late. Orange buttons indicate the appraisal is still 

considered on-time. A faded button indicates the 

appraisal cannot be performed yet. 
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Timesheet Approval 

The Timesheet Approval Team View page is designed 

to allow managers to quickly approve their entire 

teams’ time worked. 

 

 

 

 

 

 

 

 

 

 

To navigate to a different employee, click on the 

employee’s photo at the top of the screen. The 

page informs managers when timesheets are due, 

when the approval is due, as well as whether prior 

weeks have been submitted on time. This page 

automatically defaults to the current timesheet 

period. The period can be changed by going to the 

drop-down menu and selecting a different period. 

Leave balances also display in the top right. 

 

Timesheet Status Bar: 

• Full Red Bar: Not submitted, Not Approved 

• Half Green/Half Red Bar: Submitted, Not Approved 

• Full Green Bar: Submitted and Approved 

 

To navigate to a different timesheet of that same 

employee, click on the orange arrows next to the time 

frame in the gray bar. If timesheets need to be edited, 

they must first unapproved and unsubmitted. 

 

Timesheet Views: 

• Day View 

• Week View 

• Calendar View 

• Clock punches 

Day View 

The Day View of the timesheet will display total 

number of worked and non-worked time over the 

timesheet period, as well as pay types, shifts, the 

total number of hours, and the amount. To edit 

the document on this view, you can click on the 

document icon next to each of the days you need to 

change. 

 

 

 

 

 

 

 

 

 

 

 

Week View 

The Week View shows the in and out times, the shifts, 

job, and cost centers. To edit the timesheet in this 

view, you can click on the document icon next to 

any of the In/Out line items. Once a timesheet has 

been submitted, the Edit and Delete features will be 

disabled. 
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Calendar View 

The Calendar View option will show a consolidated 

and stacked two-week view, which is helpful for 

viewing timesheets over more than a one-week 

period at a glance. You can edit time on this view 

by simply clicking into the cells next to Worked or 

Non-Worked Time and the Total cell will calculate 

automatically or click on the “+ more” link to view and 

edit that day. 

 

 

 

 

 

 

 

Clock Punches 

The punches from the Clock Punch View will provide 

the date, the time, the direction (in, out, transfer), 

the sources of the punch (IP address), and any notes 

regarding the punch. Managers can copy/paste the 

longitude and latitude of the punches into Google 

if they want a map view of where that punch came 

from. Note: IP Filters are set up by administration 

to restrict employees to clocking in from specified 

locations. This only allows location view at the 

moment of the punch, not a continuous access to the 

employee’s location. 

Effort Report 

The Effort Report shows hours worked versus hours 

allocated. The effort report view will not show up for 

all employees, only for employees that are required 

to use an effort report (set up by your company). 

 
 
 
 
 
 
 

 
e3 will not allow employees requiring effort reports 

to submit their timesheet unless they have allocated 

all of their worked time. If there is a correction flag 

for “Effort Report Out of Balance”, it means that 

some of the days are not filled in. The effort report 

will have red dots next to the days not in balance, as 

shown in below screenshot. 

 

 

 

 

 

 

Timesheet Corrections 

Before a timesheet can be submitted and approved, 

make sure to address any corrections being noted. 

See example below. 

mailto:e3support@datis.com


 

 

11 e3 Guide for Managers community.datis.com 877.386.1355 e3support@datis.com

Timesheet Approval Grid 

The Timesheet Approval Grid Team View page will 

show the timesheets that have not been submitted, 

those that are submitted and unapproved, and those 

that are submitted and approved. This will also 

quickly highlight any errors on that timesheet (i.e. 

leave balances exceeding, effort report unbalanced, 

missing/overlapping punches). 

 

 

 

 

 

 

 

 

 

 

 

• Two Red Dots: Not Submitted, Not Approved 

• One Green, One Red Dot: Submitted, Not Approved 

• Two Green Dots: Submitted and Approved 

 

Some examples of corrections to be addressed are 

shown in the image below. 

 

 

 

 

 

 

Who Is Going To Be Out? 

The Who Is Going To Be Out Team View Page will 

show the times pending approval, and approved 

days an employee will be all, or partially absent, will 

be depicted. This page helps managers ensure that 

appropriate staffing levels are maintained. The view 

can be jumped forward or backward by week or 30 

day period using the green arrow buttons on the 

top right of the chart. There is also a quick link at the 

top of the page to jump to the current days view by 

clicking the blue button that reads, “Click here to go 

to today”. 

 

 

 

 

 

 

 

Clicking on any of the days will open a pop up 

window that shows leave request details including 

the type of leave selected and leave balances for 

the employee. 

 

 

 

 

 

 

 

 

 

Canceling a Leave Request 

If an employee wants to cancel a leave request, the 

employee can do that from their My e3 page or the 

manager can cancel it from this page as long as the 

date has not occurred (date is in the future). When 

you click on the future date, it will show the “Cancel 

Leave Request” button which will start the workflow 

for the manager’s approval. 
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Attendance 

The attendance calendar gives an individual 

employee overview of reasons why an employee has 

missed work for the entire year. 

 

 

 

 

 

 

 

 

 

Attendance Page Views: 

• Attendance Tab: Shows a monthly calendar view of 

all leave types. Different view filters can be applied 

as highlighted in the above screenshot. 

• Balances Tab: Where the manager can view the 

current accrual balances for employee. 

• Leave Requests Tab: Where the manager can view 

all leave requests submitted from employee. 

• FMLA Hours Tab: If an employee is, or has been 

out on FMLA, managers can click on the FMLA tab 

to view total FMLA Hours during the past 12 

months, or any date range entered. 

 

Company Property 

This page is designed to help managers track 

property that has been issued to an individual 

on their team, and ensure that if an employee 

terminates, they collect all property belonging to 

your organization. 

 

Individual Views 

The Individual Views pages under the My Team 

tab features a series of pages for tracking and 

managing your workforce. The Individual Views 

pages are a great place to dive into more detail 

about each individual employee, versus the more 

high-level, side-by-side comparisons offered on 

the Team Views pages. 
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Credentials 

Managers view credentials held by their employees, 

as well as which ones are required for their current 

position, and the when they are due to expire. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Managers can add credentials for their team by 

clicking on the drop down to select the credential 

type to add. Managers will be prompted to enter in 

the details regarding the credential. In addition, they 

will be able to upload documents that are required 

for that credential. 

 

 

 

 

 

 

 

 

 

 

 

 

Managers can also edit, delete, renew, and revoke 

certifications by clicking on the details button. They 

will also be able to upload new documents when 

renewing a credential. 

Documents 

Documents includes different types of employment 

files created by your company for employees to 

review and acknowledge. This page shows whether 

the document as been acknowledged or not. You 

can also view the details of each document type by 

clicking on it. 
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Pay History 

Depending on security permission, Managers may be 

able to view their employee’s compensation, as well 

as several other fields on the Pay History Individual 

Views page. The filter feature allows them to sort by 

specific dates, quarters, or check date. The data can 

be expressed as an amount, gross pay, hours, or a 

quantity by using the radio buttons. This information 

can be exported by choosing one of the output 

options. 

 

 

 

 

 

 

 

 

 

 

Skills 

The Skills Individual View page allows managers to 

view each employees’ skills, such as other languages 

or computer proficiencies. 

Timesheets 

The Timesheets Individual View page will display 

submitted and unsubmitted timesheets for a specific 

employee. To navigate to a different employee, click 

on the employee’s photo at the top of the screen. 

The page informs managers when timesheets are 

due, when the approval is due, as well as whether 

prior weeks have been submitted on time. 
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Reporting 
To access the Manager’s Reporting features, click 

on “My Team” and view the Reporting list. Under 

Reporting, you will have the following options: 

 

• Labor Trends 

• Learning Management 

• Vacancy 

• Variable Employee 

 

Note: Learning Management is a separate module 

in e3 that your company may or may not be using. 

Please reach out to the e3 administrators within your 

company for any questions. 

 

Labor Trend Report 

Depending on security permissions, managers may 

be able to view labor trends. Labor trends gives 

managers a quick glance at their labor cost over the 

past 8 time periods. The data can be filtered by the 

designated drop down, and expressed as dollars 

or hours (depending on security access). It can also 

be filtered by overtime premium or PRN costs by 

clicking on the buttons on the top right corner. 

 

Variable Employee Report 

The variable employee report allows managers to 

keep track of variable employees by viewing the 

time elapsed in their measurement period and their 

average weekly hours to date. 

 

 

Vacancy Report 

The vacancy report is a great resource to view the 

status of open positions, whether the positions are 

approved, and if Human Resources is recruiting 

to refill the position. It also provides insight into 

the daily-lost revenue associated with revenue 

generating positions. In addition, it will provide 

information regarding how many applicants have 

applied, and how many of them have actually been 

viewed. This report can also be grouped by any 

organizational level. 

mailto:e3support@datis.com


 

 

16 e3 Guide for Managers community.datis.com 877.386.1355 e3support@datis.com 

 

Position Control 
To Access the Position Control pages, click on My 

Team and view the links underneath the Position 

Control header. 

 

Position Details 

The Position Details page allows managers to 

view the employee assigned to the position, their 

employee number, their FTE status, PayGroup, and 

job code information. You can also change the last 

two columns to show different organizational levels 

“Field 1” and “Field 2” 

 

 

 

 

 

 

 

 

 

 

View Position Details 

Click on a position description name to view more 

details about the position. 

 

 

 

 

 

 

 
 

Assignment History 

The Assignment History displays who has been 

assigned to the position in the past, who is currently 

assigned, and who is scheduled to be assigned to the 

position in the future, if applicable. 

 

 

 

 

Job Description 

The Job Description tab allows managers to view the 

job code description, as well as duties assigned to 

that position. Employees are asked to acknowledge 

their job description each time it is changed by 

the administration team. The print icon will allow 

managers to print out the job description if they 

need to review it with their team. 

 

 

 

 

 

 

 

 

 

 

Employee Position History 

From the main Position Details page, managers 

can also click the employee’s name and see the 

employee’s position history. 

mailto:e3support@datis.com


 

 

17 e3 Guide for Managers community.datis.com 877.386.1355 e3support@datis.com 

 

 

Rollups 

Managers can utilize this page to see the total 

number of positions that report to them by job 

code. It will tell them how many are filled or open, 

and what the FTE status is for those positions. More 

importantly, it provides insight to the budgeted 

amount versus the actual total of compensation 

that is currently being paid out. The variance 

column can assist managers with requisitioning 

a new position by telling them what is left in the 

budget for that job code or if it has been under 

budgets. 
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Chapter 3 
The Organizational 
Chart 
The organizational chart has countless action items 

and information that managers can do in one place. 

Managers can access the organizational chart from 

the home page by clicking on the organizational 

chart icon in the main menu bar at the top of each 

page. 

From the organizational chart, managers can 

change the view by selecting one of four views on 

the right-hand side of the page. 

• Position Name View (Default) 

 

• Position Details View: Displays information about 

the position’s FTE and number of reports 

 

• Credentials View: Displays credential 

requirements of the position 

 

• Position’s Coding View: Displays details regarding 

the organizational dimensions assigned to the 

position (location, cost center, program, etc.) 

If a position’s tile has an orange tick in the top right 

corner, it indicates that the position has standard 

labor allocations set. 

 

 

 

 

 

 

 

 

 

Position Requisition 

Managers can request to have a new position 

created by clicking on the blue Position Requisition 

link in the top right. A box will pop up walking you 

through the steps. 

 

 

 

 

 

First, select if you will create a position from 

scratch, or copy an existing position. When copying 

a position, you will be presented with a list of 

positions to select from, displayed as they currently 

sit on the organizational chart. 

 

 

 

 

 

 

 

 

 

Once this request is submitted, it will go through a 

workflow approval process. The organizational chart 

will show that the position has been requisitioned 

and you can track the approval. 
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Employee Details and Actions 

Managers can view employee details from their 

team organizational chart by clicking on the 

employee’s name. A box will pop up showing the 

employee details as shown below. Some details 

may be hidden depending on the security your 

organization set up. 

 

 

 

 

 

 

 

 

Available Employee Actions 

• Request a pay change 

• Transfer employee to another position 

• Assign a position to an employee 

• Terminate an employee 

• Start a corrective action (as shown in the 

corrective actions section of this guide) 

• Change the employment status or weekly hours 

(FTE) of an employee 

• View/add notes on an employee 

• View employee’s contact information 

 

There are two ways to access employee actions: 

Option 1: Click on the employee’s name from the 

organizational chart and open the “Actions” drop 

down within the Employee Details pop up. 

Option 2: Click on the white space within the 

position’s tile to open the drop down menu. 

 

 

 

 

 

 

 

 

 

 

 

 

Request Pay Change 

Click the Request Pay Change link using one of the 

employee actions menus shown above. A pop up 

window will open and walk you through the pay 

change process. 

 

Once an amount is entered, you will be able to see 

if the pay change they are requesting falls within 

the salary grade range for the position. Also, the job 

code range shows what is currently being paid to 

employees within that job code. 
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Even if the new compensation being requested falls 

within the salary grade range, the pay rate change 

may be out of policy for other reasons. If it is, 

managers will need to click on the out of policy icon 

and acknowledge the reason that it is out of policy 

before they can submit the request.. 

 

 

 

 

 

 

 

Changing Employees Position 

There are two options to change an employee’s 

position. Managers can choose to add a position to 

an employee with the “Assign Position to Employee” 

option. Or, Managers can use the “Transfer 

Employee” action to transfer an employee to another 

position, meaning it will unassign them from the 

current position and transfer the employee to the 

new position. 

 

Option 1: Assign Position to Employee 

Managers can choose to add a position to an 

employee’s total assignments. When adding 

a position, it will ask which position should be 

considered the employee’s primary assignment. 

To access this function, choose “Assign Position to 

Employee” from one of the Employee Actions drop 

down menus (shown above). 

 
First, choose the effective date of the assignment. 

Then, search for the positions to add. Note: multiple 

positions can be selected, as applicable. 

 

 

 

 

 

 

 

 

 

Once the positions are selected, you will indicate on 

the next page which position will be primary. 

 
Follow the remaining steps for filling out information 

needed for the assignments. Once completed, it will 

go through the workflow approval process set up by 

your organization. 

 

Option 2: Transfer Employee 

Choose the “Transfer Employee” option from 

one of the Employee Actions drop down menus. 

Transferring an employee not only allows for a 

manager to request a reassignment to a new 

position, but also any associated pay rate change in 

the same workflow. 

Once a manager selects to transfer the employee, 

they will be prompted to enter the effective date 

of the transfer along with the reason it is being 

requested (shown on next page). 
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Next, the manager will be asked to select the 

position(s) they wish to transfer the employee to. 

They will have the option to either select from the 

list of open positions or search for the position. 

 

 

 

 

 

 

 

 

 

 

 

The manager will then be asked to enter in the 

details about the employee’s new assignment to the 

position. This includes fields like their weekly hours 

in the position, the new pay rate, and any career 

level associated with the new position’s job code. 

The e3 system will recognize if a manager is trying 

to assign an employee to the position for more FTE 

(weekly hours) than is available for the position 

at this moment and let the manager know the 

position is not available for the input weekly hours. 

The same acknowledgment is needed if the newly 

requested pay rate change is out of policy for any 

reason. 

 

The manager will next be asked to select the 

employment status the employee will have in that 

position. The weekly hours will be pulled over from 

what the manager entered in the previous screen. 

e3 will account for the weekly hours requested and 

only present the available employment status to the 

amount of weekly hours input. Note: It will only pull 

relevant employment statuses to that position. 

 

 

 

 

 

 

 

 

Any required or helpful documents will be requested 

at the next screen prior to the manager’s final review. 

 
 
 
 
 
 

Finally, the manager will have a last review of all the 

information entered. After this request is finalized 

and submitted, the transfer request will follow the 

workflow path designated by your organization. 

mailto:e3support@datis.com


 
 

22 e3 Guide for Managers community.datis.com 877.386.1355 e3support@datis.com 

 
 

Terminate Employee 

You can terminate an employee from the 

organizational chart by right clicking on the employee 

and selecting Employee Details. Click the “Terminate 

Employee” link from one of the Employee Actions 

menus to launch the Termination Wizard. Note: 

that this request does not terminate the employee 

upon completion. This only starts the request for 

the termination. The actual termination is set by HR 

upon final termination review where they set the 

date and time for the employee to be terminated. 

 
The first thing a manager will be prompted to do 

is confirm that they truly do wish to terminate the 

selected employee. 

Finally, the manager will have a last review of all the 

information entered. After this request is finalized 

and submitted, the transfer request will follow the 

workflow path designated by your organization. 

 
 
 
 
 
 

 
The manager will then select the date they wish 

the employee to be terminated on. After the date is 

selected, the manager will enter the exact time of 

day which an employee will be terminated and their 

system access as an active employee will turn off. 

Then the manager will be asked to select the 

termination reason from the drop down list 

configured. The list will only contain termination 

reasons which have been labeled as voluntary, as 

involuntary terminations will be handled by the HR 

department. There is another drop down list below 

the reason where the manager will select if the 

employee is eligible for rehire. 

 

 

 

 

 

 

Next, the manager will be asked to attach 

any required or helpful documentation to the 

termination request for the employee. If the 

employee gave notice before they terminated, the 

manager will then select ‘yes’ and enter in when 

the termination notice was given and when the 

employee will be working until. If there was no notice 

given, the manager can select ‘no’ and instead just 

enter the employee’s last day. The employee’s last 

day worked is a field HR will be able to edit as well 

during the termination review in case the last day 

worked is not what was expected. 

 

 

 

 

 

 

 

 

 

 

 

 

Lastly, the manager will have a final step to review all 

of the information and entered before finalizing the 

request to then be reviewed by HR. 
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Change Employment Status 

Click the Change Employment Status link on the 

employee details pop up window, or right click on 

the employee’s photo on the organizational chart 

and select Change Employment Status from the drop 

down. 

The manager will first be asked to select when the 

effective date this status change should take place 

on. The manager sees the employee’s current 

status and weekly hours and is asked to select the 

new status and weekly hour amount. For a guide, 

the manager sees a list of guidelines for each of 

the employment statuses below the weekly hour 

amount. Any necessary attachments and comments 

for the request will be attached at the bottom before 

finalizing this request and sending off along the 

workflow path. 

 
 

 

 
 
 
 
 
 
 
 

 
View Employee Notes 

The Employee Notes functionality is fairly open- 

ended for managers. Click the “View Notes” link on 

the employee details pop up window, or right click 

on the employee’s photo on the organizational chart 

and select View Employee Notes from the drop 

down. 

When adding a new note about an employee, the 

manager will enter a subject for the note, and 

then the notes or the attachment to save with the 

employee. 

View Employee Contacts 

Click the View Contacts link on the employee details 

pop up window, or right click on the employee’s 

photo on the organizational chart and select View 

Employee Contact Information from the drop down. 

Through this view, a manager can see their 

employee’s contact information in e3 such as their 

corporate/personal email and any entered telephone 

numbers. Managers may also have the ability to 

add new contact information for their employee 

depending on the security access set up by your 

organization. 
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Chapter 4 
The e3 Statement 
Depending on if your company has turned on this 

setting, the e3 statement is a semi-monthly email 

sent to employees and managers on the 1st and the 

15th of each month. It includes information about 

credentials, performance management, and leave 

requests (depending on how your organization set 

up the e3 statement). To the right is an example of 

an e3 statement sent to a manager. It includes their 

own personal information in addition to their team’s 

information regarding credential status, upcoming 

performance appraisals, and more. 
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Thank You 

We are happy to welcome you as a new e3 user 

and hope that you thoroughly enjoy how the e3 

experience has been designed to: 

 

• Empower you as a manager 

• Engage your employees, and 

• Evolve your organization 

 

Now you’re ready to manage your team within e3! 

If you have questions, you can reach out to your 

e3 Administrator. You can also find helpful guides, 

videos, tutorials, FAQs, and more, available on our 

community site: community.datis.com. 

 

 

 

 

 

 

 

 

 

 

 

 

About DATIS 

DATIS, a National Council Strategic Partner, provides 

a completely unified HR and Payroll software 

solution that empowers Health and Human Services 

organizations to better achieve their mission. DATIS 

connects employees, aligns departments, and 

transforms organizations by uniting all aspects of 

workforce management within a single platform 

that includes Payroll, Timekeeping, Recruiting, 

Benefits, Talent Management, Analytics, and more. 

Our end-to-end solution enables organizations to 

increase visibility, maximize resources, and make 

an impact. 

http://www.datis.com/
mailto:info@datis.com

