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Treantly
Certificate of Employment (COE) Manual
Generating a Certificate of Employment straight from an employee's record — for HR, Accounting & Super Admin
Covers: Generating a COE · The Document Editor · Payroll History Table · Templates
In this manual
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1. Generating a COE
1. The Document Editor
1. The Payroll History Table
1. Print Preview, Download & Send to Email
1. Why the Content Always Starts Fresh
1. Managing COE Templates
1. Tips & Troubleshooting
From Employee Record to Sent PDF
flowchart TD A["Employee list — click the Generate COE icon on a row"] --> B["Pick months of pay history + a template (if more than one exists)"] B --> C["Document Editor opens, pre-merged with this employee's current data + payroll table"] C --> D["Edit freely — changes here only affect this one output"] D --> E{"What next?"} E -- "Preview" --> F["Opens the real PDF in a new tab"] E -- "Download" --> G["Saves the PDF to your computer"] E -- "Send to Email" --> H["Emails the PDF to the employee, and logs it to Document History"] E -- "Cancel" --> I["Discards everything, back to Documents — nothing was ever saved"]
1Getting Started
A Certificate of Employment (COE) confirms an employee's role, tenure, and pay to a bank, embassy, landlord, or another employer. Some COEs also need to show that employee's recent pay history — a table of the last few pay periods and what was actually paid out. Before this feature, that table had to be typed in by hand from old payroll records. Now it's built automatically from the same figures already sitting in the system, every time a COE is generated.
The feature lives in two places that work together:
· The Generate COE icon button on the Employees list — the everyday entry point. Click it, pick a period count, and land in a pre-filled editor for that one employee.
· The Documents section in the sidebar — where the reusable COE template itself is authored and edited. See Managing COE Templates.
💡
Available to Super Admin, HR, HR Admin, and Accounting roles — the same access as the Employees list and Documents sections themselves.
[bookmark: generating-a-coe]2Generating a COE
On the Employees list, find the employee and click the document-shaped Generate COE icon in their row's action buttons (next to Edit and Reuse Employee). A modal opens asking for Months of pay history to include — 3 by default, adjustable from 1 to 12.
[image: data:image/png;base64,]
The Generate COE modal — opened from the Employees list, scoped to one employee.
· If exactly one COE template exists, a Continue button appears directly — click it to proceed with that template.
· If more than one COE template exists, a list of templates appears instead — click the one to use, and generation starts immediately (no separate Continue step).
· If no COE template exists yet, the modal says so and points you to create one in Documents first.
Either way, you land on the Document Editor, already merged with this employee's current name, role, client, hire date, pay rate, and a payroll history table covering the number of months you asked for.
[bookmark: the-document-editor]3The Document Editor
This is the same editor used for every other document template in the system, in a special "Generate COE" mode: the sidebar shows this document's Title, Department, and Category, plus a Requires signature toggle (normally left off for a COE — it's meant to go out signed by the company, not to be signed by the employee). The main panel is the merged letter itself, fully editable.
[image: data:image/png;base64,]
Generate COE mode — merged content on the right, template metadata on the left, four action buttons top-right.
Toolbar highlights beyond the usual text formatting:
	Button
	What it does

	Import .docx
	Pull in content from a Word file instead of typing from scratch.

	Columns
	Insert a multi-column layout block.

	Row
	Place your cursor inside any table (like the payroll table) and use Insert Row Above or Insert Row Below to add a row at that position.

	Insert Variable
	Drops a {{ $token }} placeholder at the cursor — see The Payroll History Table for the one that matters most here.


[image: data:image/png;base64,]
The Row dropdown — click inside a table cell first, then choose above or below.
[bookmark: the-payroll-history-table]4The Payroll History Table
Wherever the template places the {{ $payroll_table }} token, the system substitutes a real table pulled straight from that employee's actual payroll results — no manual entry, no copy-pasting from old spreadsheets.
	Column
	What it shows

	Pay Period Year / Month
	The calendar year and full month name the pay period falls in.

	Pay Period
	1st to 15th or 16th to month end.

	Net Pay Rate
	The employee's pay rate at the time, shown in whatever currency their payroll was actually run in.

	Net Pay
	What was actually paid out for that specific period.


💡
Rows are ordered most-recent period first. Since every month normally has two pay periods, asking for 3 months of history produces 6 rows — the modal's "months" number doubles into a row count automatically.
⚠️
An employee with less payroll history than the number of months requested simply gets fewer rows — the table isn't padded with blanks. A brand-new employee with no finalized payroll yet will get an empty table.
[bookmark: print-preview-download-send-to-email]5Print Preview, Download & Send to Email
Four buttons sit top-right of the editor, all working off whatever is currently in the content panel:
	Button
	What it does

	Print Preview
	Renders the current content to a real PDF and opens it in a new browser tab — nothing is saved or sent.

	Download PDF
	Renders the same PDF and saves it straight to your computer.

	Send to Email
	Renders the PDF, emails it to the employee's address on file, and logs the send as a record in that employee's Document History — this is the only one of the three that creates a lasting record.

	Cancel
	Returns to the Documents list. Since nothing about a COE generation is auto-saved (see below), this simply discards the merged content you were looking at.


💡
Any edits you make in the editor before clicking one of these three buttons are included in that button's output — you can correct a typo, tweak wording, or add a paragraph for one specific employee without touching the shared template everyone else's COE is built from.
⚠️
Send to Email won't silently send a second COE in the same month. If that employee already has a COE emailed to them this calendar month, you'll get a confirmation prompt before it sends again — a safeguard against accidentally re-sending the same letter. Confirm to proceed anyway, or Cancel if that wasn't intended.
[bookmark: why-the-content-always-starts-fresh]6Why the Content Always Starts Fresh
A COE is a living document — it should always reflect the employee's current information, not whatever happened to be true the last time someone generated one. Because of that, this editor has no Save button, and there's no draft to reopen:
· Every time you click Generate COE for an employee, the letter and payroll table are rebuilt from that employee's data as of that moment — a rate change, a role change, or a new payroll period since the last COE all show up automatically.
· Edits made inside the editor apply only to the PDF you preview, download, or send in that same session. Reopening Generate COE for the same employee later starts fresh again, not from your last edit.
· The template itself (the reusable letter with {{ $variable }} tokens in it) is a separate thing, only changed from the Documents section — see Managing COE Templates. Nothing you do in a per-employee Generate COE session ever overwrites it.
⚠️
If you need a wording change to show up on every future COE, make it in the shared template under Documents, not by editing one employee's generated copy — a per-employee edit only ever affects that one PDF.
[bookmark: managing-coe-templates]7Managing COE Templates
Open Documents in the sidebar to create or edit the reusable template(s) the Generate COE flow offers. A template only shows up in the Generate COE picker when its Category is set to Certificate of Employment (COE) — set that from the same Category dropdown used for Department.
· Build the letter using ordinary text plus {{ $variable }} tokens (name, role, client, dates, rate, and so on — see the Insert Variable dropdown for the full list) and, if the letter should show a pay history table, place {{ $payroll_table }} wherever it should appear.
· More than one COE template can exist at once — useful for a shorter "basic" COE alongside a fuller one with pay history, for example. The Generate COE modal lets the person generating one choose which template to use whenever more than one exists.
· Editing a template here changes it for every future COE generated from it — it does not touch any COE already sent.
[bookmark: tips-troubleshooting]8Tips & Troubleshooting
	Situation
	What's going on

	Generate COE modal says "No COE template found"
	No document has its Category set to Certificate of Employment (COE) yet. Create or update one under Documents first — see Managing COE Templates.

	Payroll history table is empty or shorter than expected
	Expected if the employee has less finalized payroll history than the number of months requested, or none at all yet (new hires). The table isn't padded with blank rows.

	I edited the letter, generated another COE later, and my edit is gone
	Expected — see Why the Content Always Starts Fresh. Per-employee edits are one-time; only a template edit under Documents persists.

	Send to Email didn't seem to do anything
	Check the employee's email address on file is correct, and check that employee's Document History for a logged send — the button shows an error alert if the request actually failed rather than failing silently.

	Send to Email asks me to confirm before sending
	Expected — this employee already got a COE emailed to them earlier this calendar month. Confirm to send another one anyway, or Cancel if that wasn't intended.


Treantly HRIS — for questions not covered here, reach out to your Treantly team or accounting@treantly.com.
rId13.png
Dashboard Aiaimanis G

Home / Employoes

rosce [ 00 ~ CADEEECE

£ employ

Email Address

® Hirsa yancorosantsgo@gmailcom s0001 Ryon Santogo Viruel Assstnt TREANTLY "]
°on e na2saa s e sightats conniing Oerma (2]
bosding Oate) =
Gonerato COE —
® Hirsa [re— Oureach Fandiominc (]
® tired demoempioyee6a it TREANTLY a7 e
® tirsa arckasmithoi@gma sger 814D Ventures a-e
© Actve  brignpatn-002@de B
© Actvo  brightpath-OOlgdemieantyGom ™ BRIGHTPATH: " UiSika ¥R Caordinator (-]
oor
© Actve  novscorp-003@demotreontycom  NOVACORP-  Boley Fischer  Dota Analst ]
03
© Actve  nowcorp-00z@demotrsantycom  NOVACORP-  Jles Whitield  Vrtus Assitant ("]
02
® Active novacorp-00i@demotreantiycom  NOVACORP-001 ~Soge Vasquez  Sales Development Rep. .
P — SUMMTWORKS - Cameran Prjoct Coordinator (]
03@demo reantycam o03 Kowolsi
POy —— SUMMITWORKS - Dana Vasauez  Contont Witer 87 e
002@demoreantycom 02 s
© Actve  summitworks-O0I@demotreontycom  SUMMTWORKS- YukiJensen  Quelity Assurance Specilt 87 EE

e




rId18.png
Dashboard aivands

Homs ument

[ Generate COE  erperer ancel | | prntpreview | | Download PO

OPiste  OPlainText @imege & importdock 00 Columns < B Row -

Employment and Salary C Headng - B I U &

no B AR

o - ©® TREANTLY

Employment and Salary Certificate
Soptomber 09,2026

Gorticate of Employn RE:Ryan Santiago's employment at Tr

ntly Recruiting Lt
To whom it may concern

This letter s to certify that Ryan Santiago, Employes ID: 90001 has been working full-time for Treantly Recruiting Lt under the title
Virtual Assstant since Decomber 30, 2024. There are o known ssues with performance to date, and we expect to employ these
services indeinitely.

() Requires signature

Compensation s a et salary of USD 140000 / Month,fo atleast 4000 hours per wesk.

Last three months'pay:

[ Documents

{employee_nane) a

Pay Period Yoar Pay Period Month Pay Period Not Pay Rate. NotPay
2028 June 161h to month end USD140000 UsD 43493
v - 2028 June Tstto15th USD140000 UsD 10000
202 May 16t to month end USD140000 UsD 10000
202 May Tsttot5th USD140000 UsD 10000

202 April 161h to month end USD140000 UsD 10000
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