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A Simpler, Connected Arcoro 

Unified Menu, Employee Management, and Permissions 

Arcoro is bringing the products you use every day into one connected experience. Instead of 
moving between separate places to find a feature, add a person, or grant access, your 
administrators will work from one navigation and one person record. 

This guide explains exactly what is changing, what is staying the same, and what your team 
should do to be ready. Share it with everyone at your company who administers Arcoro. 

The three changes  

Change What it means for admins How it turns on 

Unified Menu One left side navigation across every 
Arcoro product you subscribe to, 
filtered to what each user is permitted 
to see. 

Appears automatically on your 
enablement date. No setup required. 

Employee 
Management 

One person record in the platform 
with a tab for each product you 
subscribe to, so you manage a person 
in one place. 

Enabled by Arcoro for your company. 
Nothing for you to configure. 

Permissions Access and permissions for each 
product are managed from that same 
person record, plus one shared 
Account tab for login, password, MFA, 
and SSO. 

Enabled at the same time, for every 
product you subscribe to. 

 

The short version for your team 

• No reconfiguration is required. The new experience reads the roles and permissions you already 
have. 

• Your existing links and bookmarks keep working. 

• Your employees are not affected. This changes the administrator’s experience, not the 
employee experience. 

• Every setting you have today is preserved. This is a consolidation of screens, not a redesign of 
permissions. 

 



How the rollout works 

All three changes go live together, in a single release, across every Arcoro product. There is no 
phased sequence to track and nothing to opt into. On your enablement date your administrators sign 
in and see the new navigation and the new person record for every product your company subscribes 
to. 

 What to expect 

Products covered Every Arcoro product you subscribe to: Core HR, Payroll, Arcoro Time,  
Applicant Tracking, Onboarding, Learning, Performance, Succession, 
Integrations, and Advanced Analytics. 

Target date [Insert release date] Arcoro will confirm your date in advance. Your 
administrators will see the change on their next sign-in after that date. 

How it turns on Arcoro enables it for your company. No configuration, no migration, and no 
action is required from you beforehand. 

What you will notice A single left side navigation in place of the separate product navigations, and 
a single person record with a tab for each product you subscribe to. The 
existing employee and permission administration screens for each product 
are now managed in the unified platform. 

1. The Unified Menu 

Today, each Arcoro product has its own navigation. Administrators who work across Core HR, Arcoro 
Time, Applicant Tracking, and Talent move between separate entry points and often rely on 
bookmarks. The Unified Menu replaces that with one navigation that shows every product your 
company subscribes to and every feature the signed in user is permitted to reach, in two clicks or 
fewer. 

What is changing What is staying the same 

• One left side navigation across the platform, 
with a collapsible section for each product 
your company subscribes to. 

• Every existing product page works exactly as 
it does today. Selecting an item from the new 
menu takes you to the same screen you use 
now. 

• Sections appear only for products your 
company holds.  

• All existing menus remain in place and 
remain accessible. 

• Within a product, only the features the signed 
in user is permitted to open are listed. 

• Your bookmarks and saved links continue to 
work. No page addresses change for existing 
pages. 

• The menu item named Employee is now 
named People. Breadcrumbs and page 
addresses use People as well. 

• The mobile experience is unchanged. This 
release applies to the web experience. 



 

Who will see the Unified Menu 
A user sees the new menu when their company is enabled for the unified platform, and they meet 
the access criteria for at least one qualifying product below. Advanced Analytics and Payroll do not 
grant access on their own; they count only in combination with one of the other products. 

Product Who qualifies 

Core HR Anyone with an administrator role. Limited administrator roles, such as 
restricted roles created for managers, are respected and those users see 
only what their role permits. 

Arcoro Time Anyone whose Arcoro Time permission for Time Summary, Timecard, and 
Time Sheets is set to Access All, Edit, or View. 

Applicant Tracking Anyone with a user role. Contact only roles do not qualify. 

Onboarding Anyone with an Admin, Admin and Manager, or Manager role. Kiosk only roles 
do not qualify. 

Talent Anyone holding one or more of these built-in roles: Manager, Training Admin, 
360 Manager, 360 Admin, Evaluation Manager, Evaluation Admin, LMS 
Administrator.  

Integrations Anyone granted Administrator rights. Read only, Sync admin, and User admin 
do not qualify. 

Advanced Analytics Administrators, in combination with one of the qualifying products above. 

Payroll Admin, Controller, and Manager, in combination with one of the qualifying 
products above. The Employee role does not qualify. 

 



2. Employee Management 

Today, adding a person and setting up their record means visiting a different administrative screen 
for each Arcoro product, and often re-entering the same name and email more than once. Employee 
Management brings all of it onto one person record in the platform, with a tab for each product your 
company subscribes to. 

What is changing What is staying the same 

• A single People directory listing everyone at 
your company, searchable and filterable, with 
a Features count showing at a glance how 
many products each person can reach. 

• The people in the directory are the people 
you have today. Nothing is created, merged, 
or removed. 

• One person record with a tab for each 
product your company subscribes to. You will 
not see tabs for products you do not have. 

• Nothing is migrated. All data remains in the 
same systems of record it lives in today. 

• Adding a person and granting them access to 
a product happens in a single save. Their 
record, launcher entry, and entitlements are 
created for you. 

• Every field and setting available in the 
existing administration screens is preserved. 
No capability is lost. 

• Adding a person asks whether they are an 
employee or a contractor, and creates their 
records accordingly, so a contractor is never 
set up in products they do not belong in. 

• Imports, integrations, and bulk update 
utilities are unaffected and continue to run 
exactly as they do now. 

• Name and email are read from the person 
record rather than re-entered, which removes 
duplicate user records across products. 

• Employees are not affected. What they see 
and can do inside each product is unchanged. 

• Changes take effect immediately in the 
underlying product. There is no waiting for a 
sync. 

• How each product enforces its own rules at 
run time is unchanged. 

• Once your company is enabled, the existing 
employee administration screens in each 
product redirect to the platform or become 
view only. 

• For employees synced from Core HR, Core HR 
remains the system of record. Those fields 
display with a Managed via Core HR note and 
stay read only. 

• Employee profile photos appear on the 
person record, so you can confirm you are 
looking at the right person. 

• Returning your company to the previous 
screens is safe at any point, with no loss of 
configuration. 

 

 

 

 

 



What appears on General and Employment depends on you 

• The two shared tabs are assembled from the products your company subscribes to. A company 
with Payroll sees a Payroll Information section; a company without it never does. 

• Within that, only the fields that apply to a given person are shown. Options your company has not 
set up stay hidden rather than sitting there empty, so admins are not asked to fill in things that do 
not apply to your business. 

• Where a list exists but has nothing in it yet, the field tells you so directly. In the example above, 
Labor Class reports that no labor classes are available, which points you at the setup that is 
missing instead of leaving you guessing. 

• This is why two companies on the same release can see a different set of fields, and why two 
people at the same company can too. It is working as intended. 

 

Worth flagging  
• For Talent, bulk import of people stays in the existing Learning application for now. The existing 

People page keeps Import and loses Add a Person once you are enabled. 

• For Talent, the Roles tab is hidden from users who do not have permission to set permissions. 

• Some tabs appear only when the related capability is enabled for your company, for example 
Evaluations, Goals, Succession Plans, Business Units, and Knowledge Base history. 

• For Arcoro Time, an administrator cannot deactivate their own Arcoro Time access, and remaining 
license counts are shown and enforced when you grant access. 

• Existing side effects are preserved. Changing a job code still reassigns learning plans, and 
changing a manager still transfers in progress evaluations. 

• Any administrator can search and find anyone at your company in People, including people 
outside the products they manage. This is what allows a single administrator to set someone up 
end to end, and it does not change what they are permitted to see or edit on that person’s 
record. 

• Person type is set when someone is added. Employee creates their record in Core HR, Arcoro 
Time, and Talent; Contractor creates the person record only, and you grant products from there. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



The People Directory 
People is where you start. It lists everyone at your company in one searchable, filterable, sortable 
directory, no matter which Arcoro products they use. Add is right there at the top, so creating a 
person no longer starts inside a particular product. 

The search box matches on first name, last name, employee ID, email address, and username, so you 
can find someone with whichever detail you happen to have in front of you. Every column also has its 
own filter, and any column can be sorted. 

 
Each row shows the details you need to identify someone: 

• First name and last name 

• Employee ID 

• Email address 

• Username 

• Features: A count of how many Arcoro products that person has access to. Hover over the 
number and a tooltip lists exactly which ones, so you can see someone’s full access without 
opening their record. 

• The eye icon in the Actions column opens the person’s record. 

 

The directory covers everyone at your company. Any administrator who can open People can find any 
person, whichever products that administrator manages, which is what lets one person set a new 
starter up from beginning to end. What they can then see and change on that record still depends on 
the permissions they hold in each product. 

 



Adding a person 
Add sits at the top of the directory. It asks for the few details needed to create the person, and 
everything else is filled in afterwards on their record. This keeps adding someone quick, and it means 
you are never held up at the point of creation by a field you do not have to hand yet. 

The dialog asks for first name, last name, and email address, and then three decisions: 

• Person type. Employee or Contractor. This is the one that matters most, and it is explained below. 

• Create login. On by default, and it asks for a username. Switch it off to create the person without 
a login for now. 

• Send invite email. Also on by default. Switch it off to create the login now and send the invitation 
when you are ready, for example on someone’s first day rather than the week before. 

 

 



 
Add person. Name  

Employee or Contractor 
This choice tells Arcoro what kind of person you are adding, and it decides where their record is 
created for you. 

Person type Where the record is created What you do next 

Employee Created for you in Core HR, Arcoro Time, 
and Talent straight away, because those 
products expect every employee to have 
a record. Each one applies its own 
default access. This is how it functions 
today.  

Open Access and permissions and 
adjust the role or access for anything 
the defaults do not cover. 

Contractor Created in the person record only. 
Nothing is created in Core HR, Arcoro 
Time, Talent, or any other product until 
you say so. 

Open Access and permissions and add 
only the products that person needs, 
for example Talent on its own, or a 
contact only role in Applicant Tracking. 

 



Choosing the right person type 

• Contractor means anyone who is not an employee of your company. A safety trainer who only 
needs Learning, a hiring manager from a partner firm who reviews resumes, a temporary 
superintendent on one job. Most Arcoro products have their own version of this, so a 
contractor can be given exactly the access they need and nothing more. 

• Core HR has no place to hold a contractor, which is why choosing Contractor does not create a 
record there. That is by design, not an error. 

• If you add someone as a Contractor and later realize they should have been an Employee, you 
do not need to add them again. Open Access and permissions and grant them the products 
they need. 

The person record 
Opening someone from the directory gives you their full record, given you have permission.  

 

The panel across the top stays visible whichever tab you are on, so an admin always knows who they 
are looking at. It holds:  

• The profile photo, or initials where there is no photo.  

• Name, job title, and location.  

• Employee ID.  

• Department and manager.  

• Edit, on the right. Nothing anywhere on the record can be changed until this is selected.  

 
Employee profile photos 
The person record shows one photo per employee. Rather than an admin checking Core HR, Arcoro 
Time, and Talent to see who someone is, the platform gathers whichever photo already exists across 
those products into a single canonical photo and shows it in one place. Admins can also set one 
here. 

 How it behaves 

Where photos come 
from 

The platform looks at Core HR, Arcoro Time, and Talent and centralizes 
whichever photo already exists into one platform owned photo for that 
employee. 

Precedence If more than one product has a photo for the same person, Core HR wins, 
then Arcoro Time, then Talent. This is decided per employee based on where 
a photo exists, not on which products the company has licensed. 

No photo A default initials avatar is shown.  



 How it behaves 

Two way sync Once the platform has a photo, it will show in every connected product that 
employee is active in, including products that never had a photo for that 
person. The same photo then appears everywhere. 

Setting a photo You can upload, crop, preview, and save from the camera icon shown while 
editing an employee.  

Removing a photo You can remove a photo from the edit screen, with a confirm step.  

Who sees it The employee profile header in Employee Management, for admins with 
permission to edit employees. 

Setting up a photo, step by step 

 

Step 1. Open the employee in edit mode and click the camera icon on the avatar. 

 

 

Step 2. In the Edit profile photo window, click Select files, or drag an image onto the window. 

 
The upload window. Save stays greyed out until an image is added. 

Step 3. Adjust the crop, check the preview, then Save. The photo becomes the canonical one and is 
pushed out to connected products in the same save. 



 
Crop on the left, live preview on the right. Save commits it everywhere. 

 

• The platform now shows the profile photo you already have on file in Core HR, Arcoro Time, or 
Talent, so you do not need to re-upload anything to see it. 

• If you want to add or change a photo, you can do that directly while editing an employee, and 
it updates automatically everywhere that employee appears. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



General and Employment Tabs 

 

General and Employment hold the details that are shared across the platform. Every other tab 
belongs to a product your company subscribes to, so everything about that person sits behind one 
set of tabs instead of several separate screens. 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 



Product Tabs 

Product tabs will appear in a person’s profile if your organization subscribes to that product, and the 
logged in admin has access.  The information within each product tab is directly pulled from the 
legacy products, no data or information has changed. 

Before (what you currently see) 

Different tabs for General, Viewsets, Field Notes, Keytabs, Custom fields 

 

After (what you will see after release) 

Setup, custom fields, field notes, and keytabs are all under the Time tab.  

 

 



Editing a person 
Edit turns the same record into a form. The General tab and the Employment tab each save 
everything on that tab in a single action, and the change takes effect in the underlying product 
immediately.  

 

 
 

 



3. Permissions 

Permissions move onto the same person record, so granting someone access no longer means 
opening a different administrative screen for each product.  

What is changing What is staying the same 

• Access and permissions for each product are 
managed from a tab on the person record, 
alongside their profile. 

• Each product’s own database remains the 
system of record for its permissions. The 
platform reads and writes it directly. 

• A shared Account tab handles login and 
identity in one place: account creation, 
password reset, MFA, single sign on, 
verification emails, and unlocking an account. 
This becomes available to every customer, 
not only those with Core HR. 

• The permissions and scopes you have 
configured are carried across as they are. No 
customer loses configuration ability. 

• Permissions are always shown as granting an 
ability. Settings stored as a restriction today 
are displayed in the positive, for example 
Show full SSN rather than hide SSN. 

• The underlying stored values do not change, 
even where the wording on screen is inverted 
for clarity. 

• Confusing or overlapping legacy permissions 
now carry inline explanations. 

• How each product enforces permissions at 
run time is unchanged. 

• Once your company is enabled, the existing 
permission screens in each product stop 
accepting edits. 

• Your users keep the access they have today. 
No re-granting or re-mapping is required of 
you. 

• Arcoro Time gains a dedicated page for 
creating, editing, and deleting custom web 
and mobile security roles. Built in roles 
remain view only. 

• Employee visibility rules are preserved, 
including Inclusive, Exclusive, and All Access 
modes and the dimensions you scope by. 

 

 

 

 

 

 

 

 

 



How permissions work when you have more than one product 
Each product keeps its own permissions, which is why your administrators still see the roles and 
settings they know. But some responsibilities exist in more than one product under different names. 
Editing a location in one product is called managing a facility in another, and a person can be an 
administrator in one without being an administrator in the other. The platform reads the permissions 
a person holds everywhere and works out a single answer. 

 

Where products overlap, Core HR governs. Core HR sits at the top of that order because it is the 
system of record for your workforce. Permissions do not stack across products: holding an 
administrator role in one product cannot give someone more than Core HR allows them. 

This matters most at the moment you add Core HR. If an administrator could edit locations in Talent, 
and you then add Core HR, location editing comes under Core HR. That administrator keeps their 
Talent role exactly as it was, but to carry on editing locations they need to be an administrator in 
Core HR with that permission as well. 

 

What to do about it 

• If you have added Core HR recently, or you are adding it soon, list the administrators who 
manage locations, facilities, or similar shared setup today, and confirm each of them has the 
matching permission in Core HR. 

• It is a one time check per administrator, not an ongoing task. Once someone holds the right 
Core HR permission, they keep it. 

• Your Arcoro contact can help you work through the list as part of your Core HR 
implementation, so nobody discovers it mid task. 

Points that need an administrator decision or check 
• If you manage Integrations permissions through imports or bulk update utilities, those paths are 

being restricted. Please raise this with your Arcoro contact before your enablement date so we 
can plan around it. 

• If your company requires MFA for administrators, at least two active security administrators must 
remain. Saves that would leave you with fewer are blocked. 

• Visibility governed by eligibility rules displays as view only. Applying a security role template 
cannot be undone, so you will be asked to confirm. 

 

 

 

 

 

 

 



Access & Permissions Tab 

The last tab holds login access, role, and feature permissions. Its left side lists Arcoro Account first, 
then Features underneath. Selecting Arcoro Account shows identity and sign in, which is the same for 
every customer regardless of products: system access with status, last login, and API management 
access; settings with username and multi factor authentication; and full login history. 

 

 

 

 

 

 

 

 

 

 

 



Granting access, before selecting Edit 
Selecting a feature shows that person’s current position in it, read only. In this example Applicant 
Tracking is active with the role Recruiter, no additional responsibilities assigned, and the notification 
setting. The icons beside each feature in the list show at a glance where the person stands: a green 
tick for access, a red circle for none. 

 
 



Granting access, after selecting Edit 
Selecting Edit turns the same screen into a form, and the header switches to Editing with a Cancel 
beside it. This example is a change to someone’s Onboarding role. 

• Status, active or inactive, which is the access itself. 

• Role, required, chosen from a dropdown. For Onboarding the options are Admin, Admin and 
Manager, Manager, and Kiosk Mode User. 

• Company, and Locations which is also required. 

• An on screen note stating the rule outright: role determines what permissions are available. 

• Permissions grouped into categories, each with a count, and a running total above them. Select all 
toggles the lot. 

 

 



What becomes view only in each product 

Because there is now one place to manage a person, the old employee and permission administration 
screens stop accepting edits when you are enabled. This is what keeps two administrators from 
making conflicting changes to the same person in two different places. Nothing is deleted and 
nothing is lost. The information those screens held is on the person record, and everything else in 
each product carries on as it does today. 

Product What changes What stays where it is 

Core HR Permission pages stop accepting edits. 
Permissions are managed on the person 
record. 

Everything else in Core HR is unchanged. 

Arcoro Time Employee and access screens send 
administrators to the platform. Creating, 
editing, and deleting custom web and mobile 
security roles moves to a dedicated page in 
the platform. 

Built in security roles remain view only, 
as they are today. Time capture, 
approvals, and reporting are unchanged. 

Applicant 
Tracking 

On User Maintenance, the Add user button, 
the people grid, and the include deactivated 
users toggle are no longer shown. Permission 
administration pages stop accepting edits. An 
Employee Management link is added to the 
Admin menu. 

Business Unit maintenance and Import 
and Export Users stay exactly where 
they are and keep working. 

Onboarding The User tab is replaced with a short 
message and a link through to the person 
record. 

Every other Onboarding page is 
unaffected. 

Talent On Account Admin, People, the Add a Person 
button and the people grid are removed, and 
the People link takes you to the platform. 
The permissions screen redirects to the 
platform. 

Import stays on the People page and 
works exactly as it does today. This is 
still how you bring people in at volume. 

Payroll Employee management and permission 
screens move to the platform. 

Pay runs, pay schedules, and everything 
else in Payroll are unchanged. 

Integrations User permission management becomes view 
only. Permissions are set in the platform. 

Your integrations themselves keep 
running. Only the screens for setting 
user permissions change. 

Advanced 
Analytics 

Nothing changes inside the product. Access 
is granted from the person record. 

Your reports and dashboards are 
unaffected. 

 

Two things worth telling your administrators before the date 

• Imports, integrations, and bulk updates are not part of this. They keep running against the 
same data exactly as they do now. The one exception is any utility you use to set Integrations 
permissions, which is covered on the previous page. 

• Only one place accepts edits at a time. If an administrator finds they can still edit a person in 
both the old screen and the platform, tell us. That is not intended. 



How it works in practice 

Wes Kohler is a carpenter. He already has a record in Arcoro because he is an employee, but he has 
never had a role in Applicant Tracking and has no access to it. Wes has just stepped into a leadership 
role in recruitment, and he now needs to work requisitions and candidates. Here is what that takes 
once your company is on the new experience. 

Step 1. Find Wes in the People directory 
Search for him in People. The search box matches on first name, last name, employee ID, email 
address, or username, so whichever detail his manager passed along is enough to find him. His 
Features count shows how many Arcoro products he can reach today, and hovering over it confirms 
Applicant Tracking is not among them. You did not need to log into Applicant Tracking to work that 
out. 

Step 2. Open his record and go to the Applicant Tracking tab 
The tab is there for every person, because your company subscribes to Applicant Tracking. Wes 
simply has nothing turned on inside it yet. His status reads Inactive. 

 
Wes today. The Applicant Tracking tab exists on his record, but his status is Inactive, so he has no access. 

Step 3. Turn on his access and choose his role 
Toggle Status to Active. A Roles field appears, and you pick the role that matches his new 
responsibilities. The roles in that list are the ones your company already has in Applicant Tracking. 
They continue to be set up and maintained there; this screen simply lets you assign them without 
leaving the person record. 

 
Status set to Active, with the Roles picker ready. Save Applicant Tracking information commits the change. 

Step 4. Save once 
A single save creates his Applicant Tracking user record, adds his launcher entry, and applies his 
entitlements. There is no second setup step in another application, and no waiting for a sync. It takes 
effect immediately. 



Step 5. Confirm 
The next time Wes signs in, Applicant Tracking appears in his navigation, showing only the features 
his new role permits. Back in the People directory, his Features count has gone up, and hovering over 
it now lists Applicant Tracking. That one number is your confirmation that the change took, without 
opening another application to check. 

 
Wes after the change. His Features count now reads 2, and the directory reflects his new access straight away. 

What you did not have to do 

• Open a second application to create him as a user there. 

• Re-enter his name, email, or employee ID anywhere. 

• Wait for an overnight sync before his access worked. 

• Ask a colleague with different administrative rights to finish the job for you. 

• Remember to come back later and check that it took. 

 

Questions and support 

Your Arcoro contact is the fastest route for anything about your enablement date or your 
configuration. For issues after enablement, use the Support link in your navigation. 

Arcoro is built for construction. These changes are about giving your administrators back the time they 
spend moving between screens, so your team can stay focused on the work in the field. 
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