
Manager Role: Employee Properties 
 
Introduction 
Information regarding employees’ appointments and / or agreements are recorded in Employee 
Properties.  Records include scientific appointment, term appointment, work from home agreement, and 
additional pay for a lead or management role.   

Accessing Employee Properties  
Use the People icon in the top right-hand corner of your screen to access your People List  

 

1. Click the employee’s name to open the Employee’s full profile.  
2. From the employee’s profile, select Employment > Employee Properties.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the agreement or appointment has an end date, it will be listed.  If the agreement or appointment is 
open ended, no end date will be listed.  
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