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Human Resources Information System (HRIS)

1 Introduction

MecWise®.Net HR is a fully integrated Human Resource system designed for Human Resource
Professionals to streamline administration and maximize strategic management. It aids HR to keep
track of all the Employees within the organization and empowers them to administer their own
requirements.

Features available: -

Employee Profile

New / Change Appointment, Resignation and Rejoin of Employee
Promotion / Merit Increment / Upgrading

Termination / Retirement / Resignation

Personnel Report

Export to Excel Reports

YVVVYYVYY
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2 Master File Maintenance

You only need to maintain the master files (Admin and Personnel) when there are changes
such as creation of new course or country. Otherwise, you may ignore this step.

3 Employee Profile Maintenance

Employee Records maintain employee’s current and historical information; records of
joining, promotion and resignation.

This module captures and maintains employee’s information such as personal particulars,
payroll details, next of kin details, bank details, fund details and career progression. It allows
creation, amendment or viewing of an employee’s record. Each employee is assigned a
unique identification number (ID) that will be used in payroll entry.

3.1 Creating an Employee Profile

This option allows users to create an Employee profile for a newly joined employee.

3.1.1 Definition

a) Definition — Employee Profile Header

Employee Profile

Photo currently
not avallable.
Marme |
Name Address Personal Identification Foreigner NS Payroll Remark | Progression

Salutation

alias Marne | |

Chinese Mame | |

Qual/Prof/Edu | SkilljOther Exp ECA Past Employment | Awards Language Reservist

Membership Farnily Members Contack vehicle Licence Qccurrence Screening Exam

Union Bank Fund Part Time Disciplinary Action

No. | Field Description

1 Employee ID For ‘Add’ mode, Employee ID will be auto-generated by system

User Manual | HRIS | Version 1.0 Page 4
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based on format: YYNNN (YY-Current Year, NNN-Running
No. And resets at beginning of year.

2 Salutation This field is to capture the salutation of the Employee.

3 Name This field is to capture the name of the Employee.

4 Alias Name This field is to capture the alias name of the Employee.

5 Chinese Name This field is to capture the salutation of the Employee.

6 Building # This field is to capture the building number of the Employee’s
address.

! Fir # This field is to capture the floor number of the Employee’s
address.

8 Unit # This field is to capture the unit number of the Employee’s
address.

9 Street Name This field is to capture the Street name of the Employee’s
address.

10 State Name This field is to capture the State name of the Employee’s address.

11 Postal Code This field is to capture the postal code of the Employee’s
address.

12 Country Code This field is to capture the country code of the Employee’s
address.

13 Email ID This field is to capture the email address of the Employee.

14 Home Tel # This field is to capture the home contact number of the
Employee.

15 Office Tel # This field is to capture the office contact number of the
Employee.

16 Hand phone # This field is to capture the mobile phone number of the
Employee.

17 Birth Date This field is to capture the Date of Birth of the Employee.
Calendar is provided for the user to select the date.

18 Birth place This field is to capture the place of Birth of the Employee. Help
key is provided to select from the existing list.

19 Age This field is to capture the age of the Employee and is generated
by the system according to the birth-date.

20 Gender This field is to capture the gender of the Employee. Help key is

provided to select from the existing list.

User Manual | HRIS | Version 1.0
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CPF Voluntary

21 Marital Status This field is to capture the marital status of the Employee. Help
key is provided to select from the existing list.

22 Marriage Date This field is to capture the date of marriage if the Employee is
not single. Calendar is provided for the user to select the date.

23 Citizenship This field is to capture the citizenship code of the Employee.
Help key is provided to select from the existing list.

24 Nationality This field is to capture the citizenship of the Employee. Help key
is provided to select from the existing list.

25 Race This field is to capture the race of the Employee. Help key is
provided to select from the existing list.

26 Dialect This field is to capture the dialect of the Employee. Help key is
provided to select from the existing list.

21 Religion This field is to capture the religion of the Employee. Help key is
provided to select from the existing list.

28 Converted Date This field is to capture the date when the Employee is converted
to Muslim.

29 NRIC/ UIN # This field is to capture the identification number of the
Employee.

30 NRIC Color This field is to capture the colour the identification card. Help
key is provided to select from the existing list.

31 FIN # This field is to capture the foreigner identification number of the
Employee.

32 Passport # This field is to capture the foreigner passport number of the
Employee.

33 Issue Place This field is to capture the issue place of the identification card.
Help key is provided to select from the existing list.

34 Issue Date This field is to capture the issue date of the identification card.
Calendar is provided for the user to select the date.

35 CPF Ref. This field is to capture the Central Provident Fund reference
number of the Employee.

36 CPF Type This field is to capture the type of CPF. Help key is provided to
select from the existing list.

37 Tax Ref. This field is to capture the income revenue tax reference number
of the Employee.

38

This field is to capture the CPF Voluntary. Help key is provided
to select from the existing list.

User Manual | HRIS | Version 1.0
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39 Date of Technical This field is to capture the issue date of the old identification
Entry card. Calendar is provided for the user to select the date.

40 Access Code This field is to capture the access code of the Employee.

4l Include in Headcount | This field is to capture the status of Headcount.

42 Granted Date This field is to capture the date when the Employee was granted
the Permanent Resident. Calendar is provided for the user to
select the date.

43 Expiry Date This field is to capture the P/R expiry date of the Employee.
Calendar is provided for the user to select the date.

44 Citizenship Granted This field is to capture the date when the Employee is granted

Date citizenship. Calendar is provided for the user to select the date.

45 WIP # This field is to capture the Work Permit number of the
Employee.

46 Issue Date This field is to capture the Issue Date of the Work Permit.
Calendar is provided for the user to select the date.

4t Expiry Date This field is to capture the Expiry Date of the Work Permit.
Calendar is provided for the user to select the date.

48 Emp Pass # This field is to capture the Employment Pass number of the
Employee.

- Issue Date This field is to capture the Issue Date of the Employment Pass.
Calendar is provided for the user to select the date.

50 Expiry Date This field is to capture the Expiry Date of the Employment Pass.
Calendar is provided for the user to select the date.

- NS Code This field is to capture the National Service code of male
Employee. Help key is provided for user to select from the
existing list.

52 Place This field is to capture the place where the National Service is
held. Help key is provided for user to select from the existing
list.

53 Start Date This field is to capture the start date of the National Service.
Calendar is provided for the user to select the date.

54 End Date This field is to capture the end date of the National Service.
Calendar is provided for the user to select the date.

55 Unit This field is to capture the unit which the Employee is during
National Service.

56

Length of Srv

This field is to capture the length of Employee’s National

User Manual | HRIS | Version 1.0
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Service.

57 Rank This field is to capture the rank of Employee during National
Service.

58 Vocation This field is to capture the vocation of the National Service.

59 Conduct This field is to capture the conduct of the National Service. Help
key is provided for user to select from the existing list.

60 Performance This field is to capture the performance of the National Service.
Help key is provided for user to select from the existing list.

61 Pay Frequency This field is to capture the type of payroll frequency. Help key is
provided for user to select from the existing list.

62 Tenure of Officer This field is to capture the tenure of Officer code. Help key is
provided for user to select from the existing list.

63 Medical Code This field is to capture the medical code of the Employee. Help
key is provided for user to select from the existing list.

64 MSO CPF This field is to capture the MSO CPF. Help key is provided for
user to select from the existing list.

65 Shift Code This field is to capture the Shift Code of the Employee. Help key
is provided for user to select from the existing list.

66 Employer CPF This field is to capture the Employer CPF account number. Help
key is provided for user to select from the existing list.

67 FWL Type This field is to capture the Foreign Worker Levy Type of the
Employee. Help key is provided for user to select from the
existing list.

68 Retire Due date This field is to capture the retire date of the Employee.

69 Optional Retire This field is to capture the optional retire date of the Employee.

0 Payment Method This field is to capture the type of Payment Method.

n Service: Years This field is to capture the service year of the Employee.

2 Months This field is to capture the month of service of the Employee.

3 Calculate This command calculates the year, month of the Employee’s
service.

4 Remark This field is to capture the remark.

3.1.2 Employee Profile Flow

To begin with, go to Employee Profile > Employee Profile.

User Manual | HRIS | Version 1.0
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- Employes Profie —_—————————

» Employee Renumbering

» Employee Profile Upload L
« Employee Profile Upload Template

System will show the following screen:

Employee Profile

Photo currenty |EMAlovee1d [

not avallable.
Marme |
Name Address Personal Identification Foreigner NS Payroll Remark | Progression
Salutation
&lias Mame | |

Chinese Marme | |

Qual/Prof/Edu | SkilljCOther Exp ECA Past Employment | Awards Language Reservist
Membership Farnily Members Contack vehicle Licence Qccurrence Screening Exam
Union Bank. Fund Part Time Disciplinary Action

Click on the Add button to create a new record.

I —
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Add | W Update 3¢ @) search @guery « » N ‘]
A

Employee Profile

Photo currently Ernplayee Id |

not avallable.

Marne |

Name Address Personal Identification Foreigner Na Payroll Remark | Progression

Salutation

Alias Name | |

Chinese Name | |

Created by | | _-:I Maodified By | | j

Enter the Employee information under Name, Address, Personal, and identification, Foreigner (if
the Employee is non-local), NS, Payroll, Remark and the 21 Tabs found below.

You need to fill up those fields that are highlighted, as they are the mandatory fields before you can
save the whole record. System will prompt for missing information if you leave out any mandatory
field when you are saving the Employee record.

Employee Profile

Phato currently Ernployes Id 131027

not available.
Marmne David
Name Address Personal Identification Foreigner NS Payroll Remark | Progression
Salutation Mr W
alias Marme | |
Chinese Name | |
Created by |e|:|lath:rr|15,|'1E|,l'2E|13 | Modified By |ep|atfnrn115;1n;2013 e

Under the Identification Tab, for Employee that contributes to CPF, you need to fill up the CPF
Type. <1’ for normal CPF contribution, ‘Y1’ is for PR 1% year and Y2’ is for PR 2™ year. And make
sure that the CPF Ref. And Tax Ref. follows the Employee’s NRIC number (which will affect
CPFLine and CPFPAL Export).

User Manual | HRIS | Version 1.0 Page 10
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I MName Address Personal

| MRIC/UIN # |S11?5023J

Issue Place |

CPF Ref. |

Tax Ref. |

Date of Technicall

Entry

Include in |‘|"es

v

Headcount

Identification

Foreigner NS Payroll Remark |Progression
MRIC Color |E| (BLUE) |g
Passport # | |
Issue Date | i
CPF Type || |g
CPF Voluntary | |§)

fccess Code |E|,a_g1

Click on the CPF Type pick list to choose the CPF Type.

CPF Ref, |

ZPF Type | b

System will launch the Pick List which shows existing CPF type record then select a CPF
type by clicking on that record.

Mot Contributing

Private Sector
Employees

Mon-Pensionable
Employees

Pensionable
Employees

Wark Permit
Others

ist Year PR
(Graduated Rates)

2nd Year PR
(Graduated Rates)

CPF_TYPE_DESC | GOVT_CPF_TYPE

PRI-EMPE

PUMN-EMPE

PUP-EMPE

PRI-PR-GY1

PRI-PR-GY2

After the record is selected, system will display the select record on the screen.

CFF Type |1 (PRI-EMPE)

Under the Payroll Tab, you need to define Pay Frequency (as defined under Payroll > Master File
> Company > Pay Period, which will affect on the payment time; which is Bi-monthly or Monthly),
Shift Code (as defined under Payroll > Master File > Company > Working Hours, which will

affect the prorated salary, no pay leave), Employer CPF, Payment Method.

User Manual | HRIS | Version 1.0
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H Mame Address Personal Identification Foreigner NS Payroll Remark | Progression
i Pay Frequency |M {Mortthly) |Q) Tenure of Of‘ficer| |§)
I Medical Code | ® M50 CPF | ®

shift Code |FT5 tFull Time (5 da«;sm{g Employer CPF |1234SB?.8 |Q

Firl Type | | b))

Retire Due date | |’:§ Optional Retire | |:“}j

Payment Method Service Yearlel Months |D | | Calculate |

For the 21 Tabs at the below screen, with the respective Tab selected, click on the New icon to create
new records. The Tabs capture skills sets and Employee’s personality assets, which can be used to
access Employee’s capability.

| Name Address Personal Identification Foreigner NS Payroll Remark |Progression

Fay Frequency | (Monthly)

J

| Medical Code 2l M3 CPF |:|2
shift Code 2 Ernployer CPF 2
Retire Due date l:l:"ﬁ Optional Retire I:I:"E
Payrment Method Service ! YearsD Months |g | | Calculate |
IQuaIfProffEdu I Skill{Other Exp ECA Past Employment | Awards Language Reservist
Membership Family Members Contack Vehicle Licence Jccurrence Screening Exam
Union Bank Fund Part Time Disciplinary Action
V’ Quick Search ﬂfQuery EBuilder

The system will show below

User Manual | HRIS | Version 1.0 Page 12
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Qualification

s
| Qual Type Gualification v
I Code | |\e)
i ==
i Description
i
i

School Code | |\Q)

General Rermark

Education Details

/N Lz Quick Search [% add New [TV Query Bulder . 28] Export: To Excel

.M Subject Code Subject Description Subject Grade |Subject Mark |Created Date

After all the mandatory Tabs information are entered, click on the Save button and click Exit to go
back to the previous page and then click Save button the Employee Profile main page.

add SyrUpdate 3 Delete QSearrh FQuery =

4 Move Prev ‘gp Move Mext

L.

p] Exit

¥

b

Qualification

/N 1o |
1 Qual, Type
Code |DEG (Degree) ||E
: Description Cegres
i
Zchool Code |51M {1 ||Q
General Remark
Start Date | 7H  EndDate | |
Attained date |U5.|'10."2':'12 |_:|
Created by leplatform15/10/2013 | 7] Modified By |eplatfor15/10/2013 ]

Education Details

User Manual | HRIS | Version 1.0
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+ LS b 4 [ g = - » [ save| # cancel =]

: A

Employee Profile

‘

E

; Photo currently Employee Id |13102?

5 not available.

5 Marme |David

H

Name Address Personal Identification Foreigner NS Payroll Remark | Progression

Salutation Mr w
Alias Marne | |
Chinese Marne | |
Created by |ep|atFDrr|15,I'ID,l'2013 T Modified By |ep|atF0rn115,l'10,|'2013 i

Before the record is saved, the system checks if the required fields are empty. If these fields
are empty, system will prompt messages which are shown below. Click on the OK button to
close the message box and fills the indicated fields. Then save the record again.

If the information entered is correct, the record will be saved into the system.

131027 Tir David 09771 @ @ 01/01{1990 0]

131028 T Same Bl7261 SGE EED 05101974 nn
Tammy

BAD1MOOOL 0 Johniny Rosd 817261 RULLNULL 07/03/1951 00

BACTMODN1 e Johniny Road 817261 o] BULLNLLL ) 07401941951 00

3.1.3 Updating/Deleting an Employee Profile

To begin with, go to Employee Profile > Employee Profile

I = Employee Profie I--—

Click on the click on the Query button to show the listing of Employees in the Organization.

Add Sy Update 3¢ Q Searchlﬂquery I__ 4 Move Prev g Move Mext £y q Enquiry

[) % a |
| ” ” 1 |» H > ” » | |Employee o - || |7/’ Quick Search [ cuery Builder Expart To Excel
I@M
S LT (RETi] SIS ey ey T TS o
131025 M Jame 17261 SGEP SGEF 05/10/1974 oo |
1| paoinonot E:‘DLnrg! Jobirny Road B17261 SGF MULLMULL s5F 07/03/1951 00

-

Then select the Employee record link and click on the Update button to make changes.
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Add b 4 @ search @a0uery & Move Prev ‘mp Move Mext N »]

¥

Employee Profile

Photo currently Employse Id 13107

T

not available.
Marme Dpavid
Name Address Personal Identification Foreigner NG Payroll Remark |Progression
Salutation

Alias Marne | |

Chinese Mame | |

Created by eplatford15/10/2013 L Modified By |ep|atfom115,|'1u,|'2013

After making the changes, click on the Save button.

Note: System does not allow deletion of created Employee profile (even though record maybe
wrongly input). Records of resigned Employees are still required to be printed for the IR8A
form. An Employee’s records can remove by adding his record under Resignation Module

I —
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3.2 New Appointment

After creating a new Employee profile, make sure you create a new appointment record for the new
Employee profile. Prior to data-entry for New Appointment Details, please ensure that the
following information have been completed: - Employee Profile, Position Database, Personnel
Master File and Payroll Master File.

3.2.1 Definition

New Appointment Details

Employvee | | g |
Action I:l Transaction Date s
| i
I Current
Crganisation Linit | | ) Grade | | b))
Jab Farmily | | ® Appointrment Code | | N
Effective Date | i Joined Date | =
Confirm Date | | | Appointrent Date | G|
Mext Inctl Date | e
Payroll:
Payrall Mode | | ) Salary Code | | ¥
Basic Salary | | 5 Cost Centre Code | | N
Basic 1 | | MW Amount | |
Basic 2 | |
Monthly Salary |D.DD | Gross Salary | |
Reason Code | | X Position Code | | ¥
Essential Post | | b0 Essential Category | | n
Hold Against: Designation:
Jab Farmily | | b Designation | | N
Appointraent | |E Title | |
Progress Remark, | |
No. | Field Description
1 i . .
Employee This field is to capture the Employee ID. Help key is
provided for user to select from the existing list.
2 . . . . .
Action This field display the system generated action code (NA).
3 . . . .
Transaction Date This field is to capture the date of Created of this
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document. Its default value is the system date.

4 Organisation Unit | This field is to capture the Organisation Unit. Help key is
provided to select from the existing list.

S Appointment Code | This field is to capture the appointment code. Help key is
provided to select from the existing list.

6 Job Family This field is to capture the Job Family. Help key is
provided to select from the existing list.

! Division Status This field is to capture the division status. Help key is
provided to select from the existing list.

8 Effective Date This field is to capture the effective date. Calendar is
provided for the user to select the date.

o Join Date This field is to capture the joined date. Calendar is
provided for the user to select the date.

10 Confirm Date This field is to capture the confirmation date. Calendar is
provided for user to select date.

1 Appointment Date This field is to capture the appointment date. Calendar is
provided for the user to select the date.

12 Next Inctl Date This field is to capture the next incremental date. Calendar
is provided for the user to select the date.

13 Payroll Mode This field is to capture the payroll mode. Help key is
provided to select from the existing list.

14 Salary Code This field is to capture the current salary code. Help key is
provided to select from the existing list.

15 Basic Salary This field is to capture the basic salary. Help key is
provided to select from the existing list.

16 Cost Centre Code | This field is to capture the cost centre code. Help key is
provided to select from the existing list.

17 Basic 1 This field is to capture the Basic amount 1.

18 NWC Amount This field is to capture the NWC amount.

19 Monthly Salary This field display the Monthly Salary = Basic Salary +
NPC Amount.

20

Gross Salary

This field display the Gross Salary = Monthly Salary +
NPVP Amount.

User Manual | HRIS | Version 1.0

Page 17




Mecllis="
Human Resource

STARVISION INFORMATION TECHNOLOGY (SDA)

21 Reason Code This field is to capture the reason of leaving. Help key is
provided to select from the existing list.

22 Position Code This field is to capture the position code. Help key is
provided to select from the existing list.

23 Essential Post This field is to capture the essential position. Help key is
provided to select from the existing list.

24 Essential Category This field is to capture the essential category. Help key is
provided to select from the existing list.

25 Job Family This field is to capture Job Family. Help key is provided
to select from the existing list.

26 Designation This field is to capture the designation. Help key is
provided to select from the existing list.

27 Appointment This field is to capture the appointment code of the
Employee. Help key is provided to select from the existing
list.

28 Title This field is to capture the title.

29 Progress Remark This field is to capture the progress remark.

30 Basic 2 This field is to capture the Basic amount 2.

3.2.2 New Appointment Flow

To begin with, go to Promotion & Progress > New Appointment.

# Promotion & Progress

I « Mew Appointment I"‘—

L (= L1 (R

W W#E:

[

System will show the following screen:

|
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New Appointment Details

Emploves | ||g |

| Ackion I:l Transaction Date :’E

I Current

[

I Crganisation Unit | ||E Grade | ||§
Job Family | ||E Appointrent Code | ||E
Effective Date | |":§ Joined Date | i
Confirm Date | |:"§ Appaintment Date | i

Mext Inct Dake | |
Payroll:
Payrall Mode | ||E Salary Code | ||E
Basic Salary | ||E Cost Centre Code | ||§
Basic 1 | | MywC Arount | |
Basic 2 | |
Mankhly Salary ||:|,|:||:| | Gross Salary | |
Reason Code | ||E Position Cade | ||E
Essential Post | ||E Essential Category | ||§
Hold Against: Designation:
Job Family | ||E Designation | ||E
Appoirkrment | @] Title | |

Progress Remark, | |

Click on the Add button to create a new record.
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New Appointment Details

Employes | | g |

| Action |:| Transaction Date |:"§

Current

Organisation Uit | |g Grade | |g
Jab Farnily | |E Appaintrent Code | |2
Effective Date | |:’,;j Jnined Date | |:"§
Confirm Date | |':§ Appointment Date | |"_:§
Mesxt Inctl Date | |N_:E

Pavroll:
Payroll Mode | |9 Salary Code | |‘_
Basic Salary | |g Cost Centre Code | |g
Basic 1 | | MW Amount | |
Basic 2 | |

|

Monthly Salary ||:|,|:||:| Gross Salary | |

Define all the fields highlighted in purple accordingly. Those fields with pick-list are defined under
the Payroll > Master File > Company. Add or amend the necessary details to suit your Organization
needs.
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New Appointment Details

Emplavee |B.C'.I:|1NEIDI33 | Q_)It:indy Les |

Action Transaction Date ||:|}'I|'1|:|I|'2|:|13 | |

Current

Organisation Unit |CEO-F'.DMIN-HR | 1)) Grade |1 | D

Job Farnily |HR | b)) Sppointment Code |HR-F'.DMIN | H

Effective Date |1':'."01."2'311 _:I Joined Date |1':'."1':'."2':'10 _:,“I

Confirrn Dake |1':'."01."2'311 _:| Appointment Date |1':'."1':'."2':'10 _:,“I
Mexk Inckl Dake |1|:|||'1|:|||'2|:|11 _:,“l

Payroll:

Payraoll Mode |M | b)) Salary Code |GEN | x

Basic Salary |2|:||3|:|,|3|:| |E Cost Centre Code |F'.DMIN |E

Basic 1 |u,|:|u | KWC Amount ||:|,|:||:| |

Basic 2 |c|,|:|c| |

Monthly Salary |2|:||3|:|,|3|:| | Gross Salary |2|:||:|c|,|:|c| |

Reason Code | ) Position Code |,a,cc|:|3 | n

Essential Post | | 5 Essential Categary | | H

Hold Against: Designation:

Job Family | ~ Designation | | n

Appointment | | 5 Title | |

Progress Remark, | |

After completion, click on the Save button

User Manual | HRIS | Version 1.0 Page 21



™
Mecllhise=
Human Resource

+ T b4 & = ( » # Cancel q

STARVISION INFORMATION TECHNOLOGY (SDA)

New Appointment Details

Emplayee |B.ﬁ.I:|1NEIDI33 | Q_J]t:indy Les |

Action Transaction Date |':'7"."1':'."2':'13 | b

Current

Orgarisation Unik |CEO-.C'.DMIN-HR | o] Grade |1 | o)

Job Farnily |HR | ] Appointrment Code |HR-.|5.DMIN | 0

Effective Date  |10/01/2011 | Joined Date l10/10/2010 [

Canfirrn Dake |1':'."E'1."2'311 __‘,‘I Appointment Date |1|:|||'1|:|||'2|:|1c| _J“I
Mext Inckl Date |1|:|||'1|:|||'2|:|11 | _:I

Payroll:

Payrall Mode |M | b)) Salary Code |GEN | b

Basic Salary |2|:||j|:|,|j|:| | ) Cost Centre Code |F'.DMIN | n

Biasic 1 |c|,|:|c| | MW Arnounk ||:|,|:||:| |

Basic 2 |c|,|:|c| |

Monthly Salary |2|:||3|:|,|3|:| | Gross Salary |2|:||:|c|,|:|c| |

Reason Code | | x Position Code |,a,cc|:|3 | H

Essential Post | | b)) Essential Categary | | D

Hold Against: Designation:

Job Farnily | | b)) Designation | | H

Appointment | | bS] Title | |

Progress Remark. | |

Deleting existing record(s)

If the created record is wrong, click on the Query button and select the record that you wanted to
delete. Then click on the Delete button and the record will be removed permanently.

Add “wrUpdate 3¢ Delete QSEarch = 4 Move Prev ‘gp Move Next £y ﬂ Enquiry
|_“_| 1 v |_“_| Employee Id 7_// Quick Search ﬂQuery Biuilder Expart: To Excel

Emluee Id [Employee Name W Appointment code A ointment date Mext Inctl date (Salary code [
A01MO00S  (Cindy Lee [14 HF. HR-ADMIN 1 1001072010 L0100l 10102011 =t 000,00 A0MIN
BADIMOO0S  |Shugunayan Muthu M4 HR. HR-ADMIN 1 010172010 01/01§2010/01/01/2011 GEN 0.00 ADMIN
BADIMOO0Y  |Cng Ming Chuan A HR HR-ADMIN 1 01/01/2011 01/01/2011|01/01/2012 GEM| 0.00 ADMIN

|~
|
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Updating existing record(s)

If the created record needs amendments, select the Employee ID link and then click on the Update
button amend the details record. After the changes have been made, click Save button to save the

changes.

4 Position Database

Introduction of Position Database master files and setup:

Operation Modes available:

> Addition of New Records.

» Enquiry and Updating Records.

» Enquiry and Deletion of Records.

» Printing of Master File listing.

This sub system consists of 3 Modules.

L] { 155

This sub system allows the user to set the Segment Codes relevant to a Organization’s
structure. Segment Codes form the levels that make up the Organization units existing in a

Organization.

User Manual | HRIS | Version 1.0

Page 23



STARVISION INFORMATION TECHNOLOGY (SDA)

Mecllis="
Human Resource

Note that the Segment Name is not unique for each organization unit, i.e. multiple segment

codes exist for a single segment name.

Segment O
Finance Department (FIN)

A 4

Segment 1
Accounting Section (ACC)

A 4

Segment 2
Accounting Team
1(ACC1)

Segment O
Human Resource Dept.(HR)

A 4

Segment 1
Support Team (SPT)

A 4

Segment 2
Customer Service (CS)

\

.

\

J

.

Organization Unit 1
FIN-ACC-ACC1

Organization Unit 2
HR-SPT-CS

User Manual | HRIS | Version 1.0
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Organisation Unit

This module captures different organization units within the Organization. Reports are available for
printing by Organisation Unit.

4.1.1 Definition

Organisation Unit Masier

Cirganisation Tnit |

Cost Centre |g

Segment 0 |g Segment 5 |2
Segment 1 | b} Segment & | b}

|
|
| |
| |
Segment 2 | | ¥ Segment 7 | |g
| |
| |
|
|

Segment 3 |g Segment B |2

Segment 4 |g Segment ¥ |9

Dascription |

Modified Bwion |j

No | Field Description

1 Organisation Unit User defined abbreviation representing this Organisation Unit.

2 Cost Centre A pick-list is available to select the Cost Centre this
organization unit is under.

3 Segment 0-9 A pick-list is available to pick up the segment from Segment
Code master file. Note that multiple segment code selected will
form an Organisation Unit Code.

4 Description Default from segment code master file as a segment code is
selected. User may over-write the description is required.

5 Created By Record created user and created date.

6 Modified By Record modified user and modified date.

4.1.2 Organisation Unit Flow

Click on the Position Database - Organisation Unit link from the left menu.

~ Position Database

* Position Management
- Segment Code
+ Organisation Unit

« Job Family
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System will show the following screen:

Organisation Unit Master

Orgamisation Ut

Cost Centre

Segment 0
Segment 1
Segment 2
Segment 3
Segment 4
Dascription

Madified By/On

Click the Add button to add a new record.

|

| 2

| [D] Segment s | [
| D] Segments | =
| D Segment? | =
| [D Segments | [
| B segment2 | ]
| |

| |

Orzanisation Tnit

Cost Centra

Segment O
Segment 1
Segment 2
Segment 3
Segment 4
Dieseription

Modified ByiOn

]

1

)

)

51

|

| o]

| |9 Segment 5 |
| B sewss |
| B ssn? |
| |9 Segment |
| o wewss |
|

| i
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System will show as follow.

Organisation Unit Master

Orgarisation it

Cost Centre

Segment 0
Segment 1
Segment 2
Jegment 3
Segment 4
Diescription

Meadified Bw/On

12

|2

]

12!

12!

| |©!

| ||g Segment 3 |
| ||g Segment & |
| ||E Segment 7 |
| ||£ Semment T |
| B sewmens |
|

| =

User needs to fill the Cost Centre, Segment 0, etc..

Organisation Unit Master

Organisation Unit |CEO-,C|.DMIN-FIN

Cost Centre

Segment 0
Segment 1
Segment 2
Segment 3
Segment 4
Cescription

Maodified By Cn

Click the Save button to save the record.

2

2

|2

)

2

FIn ®]

|CEO ||2 Segment S |
ADMIM [© segmenté |
|FIN ||2 Seqrment 7 |
| ||2 Segment & |
| ||2 Segment 9 |
|

dba |
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o idd Re x &%

» I VEI ¥y Cancel ﬂ

¥

|

Organisation Unit Master

Organisation Unit |CEO-F\DMIN-FIN

g Cost Centre |FIN |2

i Seqgrment 0 |CEO |9 Segment 5 | |g

i Segment1 (ADMIN [® =egmenté | 5]

B Segment 2 |FIN |Q Segment 7 | |Q
Seqrent 3 | |2 Segrnent 5 | |g
Seqrnent 4 | |2 Segrnent 9 | |g
Description | |
Madified By 00 |db.;. |'33."1'3."2013 |_j'|

Before the record is saved, the system checks if the required fields are empty. If these fields
are empty, system will prompt messages which are shown below. Click on the OK button to
close the message box and fills the indicated fields. Then save the record again. Below is the

sample of the message box prompt.

Message from webpage E|

! "j Description cannot be left blank

If the information entered is correct, the record will be saved into the system.

Add 'yrUpdate 3 Delete (@) Search @Query

41 Move Prev gy Move Next

oy
I:”:I-I:”:I | DOrganisation unit co ||

DOrganisation unit Time log User log
cude

031002013 14:04:10

!

! CEC-ADMIN-HR 03102013 14:05:09 dbio
CEC-ADMIM-TT 02/10/2013 14:06:16 dbo
| ICEQ-OPER-FRO 031042013 14:08:14 dbo

|Yj Quick Search
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4.2 Segment Code

This master file allows entry of different segment code. The different segment code will help to form
the organization unit code in the Organisation Unit Master file. Note that the organization unit code
can accept max 40 characters only.

4.2.1 Definition

Segment Code

Segment Hame | | 3]

Segment Code | |

Description "

Abby Description -

WModified Byviom _J“I

No | Field Description

1 Segment Name Choose from system default drop down list.
10 segments available (0-9).

2 Segment Code Unique code for particular segment defined by user (Max 10
Characters).

3 Description Description for this segment.

4 Abbr. Description Optional abbreviation description for segment.

5 Created By Record created user and created date.

6 Modified By Record modified user and modified date.

4.2.2 Segment Code Flow

Click on the link through the left menu Position Database - Segment Code

4
# Position Database

. Prcitinm Marmsnarian
osaon Management

|- Segment Code |

Oraanieation Lnit
= Urganmisaoon uUnit

« Ioh Earmily

System will show the skill set master screen as below.
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Segment Code

Segment Hame | ||t}

Segment Code | |

Description "
Abby Description -
WModified Byviom _:l

Click the Add button to add a new record.

Segment Mame | ||§

Segment Code | |

Diescription -
Abbr Deserption -
Modified Bvion | | _:|

User needs to fill the Segment Name, Segment Code and Description Fields.

Segment Code

Segment Mame |SEG_1 ||E

Segment Code |CEO |

Description CED in SEG_1

abbr Description

Modified By/On  leplatform [t6f10f2013 | 7]
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Click the Save button to save the record.

Y

+ _Q" x & = ‘t- "‘ HSa'«'e Wy, Cancel *]

v A

Segment Code

Seqrment Mame |5|—:(3_1 |§)

Seqrment Code |CEO |

Description |

abbr Description

Madified By/On  [aplatForm |15;1n,fzn13

Before the record is saved, the system checks if the required fields are empty. If these fields
are empty, system will prompt messages which are shown below. Click on the OK button to
close the message box and fills the indicated fields. Then save the record again. Below is the
sample of the message box prompt.

Message from webpage EI

! E Description cannot be left blank

If the information entered is correct, the record will be saved into the system.

Add & Update x Dezlate Qs-aa.tch “Qﬂe@- =y Print o Move Prev ‘g Move Next Save My Cancel q Exit
A
Segment Hame W2 Cick Search
Sezment Name Sepment Code Description Time Log Uzer Log
SEG 0 CEQ Chief Exemtive office 031002015 15:44:26 |dba
EG 0 SESMENT O Segment 1871002013 22:42:12 |eplatform
SEG 1 ADMIN Corporate Administration 03/1002015 15:47:17 |dho
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4.3 Job Family

This Job Family master file screen is for the user to setup/maintain the Job Family and
description.

4.3.1 Definition

Job Family Master

Job Farmily Code | | |  Probation periad I:IMnnth(sj
Job Farmily Desc. | |

Fernark

Effective Date From | i Effective Date To | H

Created by | | _-Tl Maodified by | | _-Tl

No | Field Description

1 Job Family Code This field is to capture the Job Family code. Help key is
provided for user to select from the existing Job Family
list.

2 Job Fa_lm_lly This field is to capture the Job Family description.

Description

3 Probation period This field is to capture the probation period.

4 Remark This field is to capture the remark.

5 Eff. Date From This field is to capture Effective Date From. Calendar is
provided for the user to select the date.

6 Eff. Date To This field is to capture Effective Date To. Calendar is
provided for the user to select the date.

7 Created By Record created user and created date.

8 Modified By Record modified user and modified date.

4.3.2 Job Family Flow

Click on the link through the left menu Position Database - Job Family

» Position Database

ment Code

* Ge t Code

* Organisation Unit
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System will show the Job Family master screen as below.

Job Family Master

Job Family Code |

Probation period

I:IMnnthl[sj

Job Family Desc. |

Fernark

Effective Date From |

Created by |

|_:"| Effective Date To |

Click the Add button to add a new record.

I Addl «* Update x

@) search @gQuery

g,

Job Family Master

Probation period

I:lManth(s}

Job Family Code || |a

_E_ Job Family Desc. |

5 ) )

= Remar

1

5

H
Effective Date From | 8
Created by | | 7

Effective Date To |
Modified by | I

User needs to fill the Job Family Code, Probation Period, Job Family Description and

Remark and Effective Dates Fields.

Job Family Master

Job Family Code

m o

Probation period

Month(s)

Job Farnily Desc, |Finance

Rermark

Effective Date From |01/01/2006 _:“I Effective Date To
dbo [tojotjeon7 |7 Modified by

Created by

010142099 2]
01111;2011 |

AnEERn

Appointment code

2 Quick Search

l ointment code | Appointment description Appointment abbrey. desc.  |Division Status Create date Created by

Click the Save button to save the record.
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)= ) x % = - » IH Savel #, Cancel »]
v )
Job Family Master
Job Family Code |FIN |Q) Probation period Month(s)
| 30b Family Desc. |Finance |
: Rerark |
Effective Date From ||:|1 0172006 |:}_ﬁ Effective Date Tao |m 0172099 :,._ﬁ
Created by |.:||;..:. |1u;u1;200? TH Modified by |db0 ||:|1;11;2|:|11 |

Before the record is saved, the system checks if the required fields are empty. If these fields
are empty, system will prompt messages which are shown below. Click on the OK button to
close the message box and fills the indicated fields. Then save the record again.

Or
Message from webpage rz|

! "j Job Family Desc. cannot be blank

oK

Or
Message from webpage rz|

! "j Job Family Desc. cannot be blank

oK

Or

X

Message from webpage

! "‘\ Effective Date From cannot be left blank

If the information entered is correct, the record will be saved into the system.
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Add “wrUpdate € Delete QSEarch FRQuery 4 Move Prev ‘gp Move Next N ﬂ Enquiry
2 =) A
| ” H 1 v H ” | ‘ Scheme of Service © v || |7/ Quick Search [V qQuery Euilder Expoart Ta Excel

F\nance 3 200 100 1121
@ General Job Family 1 UIJUIJZUUS 00:00;00 DIJUI 2099 00;00;00 d 1s] D?JUI 2009 19;43:13
! HR. Human Resource 3 ZBI07I010 00:00;:00 0Li0172099 00:00:00 dbo Z6I0FI2010 16:45:20
D PROD Production Staffs =3 01012006 00:00:00  |01/01/2099 00:00:00  dbo 10j01/2007 10:12:00 %
i S
To add detail information
Click on the click on the Query button to view the existing record (s).
Add 'y Update 3¢ Delete Q Search = 4 MovePrev gy Move Next £, »] Enquiry
A A % a
” ” 1 |» ” ” | |5cheme of Service ¢ || |Y‘ Quick Search [ Guery Builder [2] Export To Excel

nance
General Job Family.

1 ;00 200 BEL
HR Human Resource 3 26 0712010 00:00:00  |01f01/2099 00:00:00  |dbo 26/07/2010 16:45:20
PROC Production Staffs & 01/01j2006 00:00:00  |01/01/2099 00:00:00  |dbo 1000142007 10:12:00 ¥
| .

Then select a record to add detail information and click on the Update button to make
changes.

Add I vUDdatEI o Delete QSEEFEh Foouery 4 MovePrev ‘gpMove Next £} ‘] Enquiry
2 A %) a
| ” H 1 W ” ” ‘ |5cheme of service c v || ‘Y,/ Quick Search [T Query Buider Export To Excel

Probation Period i Effective Date To Create by 4
3 01001 /2006 00:00;00  01/01/2099 00;00:00  |dbo 10/01 /2007 10:12:00
1 UL O UL UL UL O DR U dbo AL SO0 150457 1 ==

HR Hurman Resource 3 26/07/2010 00:00:00 01/01/2099 00:00:00 dbao 26/07/Z010 16:45.20

PROD Production Staffs & 01/01/2006 00:00:00  101/01/2099 00:00:00  |dbo 10/01/2007 10:12:00

| -~

Click the Add button to create the detail record of Appointment Code.

Job Family Master
Job Family Code ¥ Probation period Mnnth(s)

Job Family Desc. |F\r|ar|[;g

cnma

Rernark |

[T

Created by dbe  [wojorfeony (T Medified by dbo [orjiifeort |

” ” v ” H | |Appointment code v || |7/ Quick Search W Query Builder Expork To Excel
e i o st o b it G

ACC-T Accountant 26M10/2007 11:57:22  dbo 13i08/201310:17:38  |dbo

The System will show the screen below.

|
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Job Family Appointment Code

! Drescription | |

C# Quick Search [% Add Mew

lm Salary code Salary range from  |Salary range to Create date Create by Time log

User needs to fill the Appointment Code, Description and Abbrev. Description.

Job Family Appointment Code

Description |Accountant |

Created By dbo  [esfiopay | 7E  Modified By dbo  Jizoszoiz |

1 |+ Srl No w Y; Quick Search % Add Mew |

Click the Save button to save the record.

+ v x &% = -« » IH Save I #, Cancel ﬂ

Job Family Appointment Code

fppointment Code |,o,cc-1 |QJ
E Description |A-:cc-untant |
i Abbrey, Description | | Grade |I |«‘J
i Crested By dbo  |zgjiojeooy  |[E Modified By dbo  |i3jogjzois |

..-.. 5l No Yz Quick Search

If the information entered is correct, the record will be saved into the system.

Click the Add button to create the detail record of Salary Code.

=4 v x % = -« » [ed Save 'y, Cancel ﬂ

¥

Job Family Appointment Code

Description |Accountant |

Created By m 26f10j2007 | H  Madified By eplatfoi7iiof20ts |7 +
. . . . Srl Mo A Y// Cuick. Search [% Add Mew
= —
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User needs to fill the Salary Code, Salary Range From /To Fields.

Appointment Salary Scale

S/ 10 =

Salary Code |GEN |E

=alary Range From |o.a0 | Salary Range To |9999999.00 |
Created By |eplatfnr|1?,l'1[l,l'2013 |_a| Modified By |Ep|-atFDril?,l'1El,l'2EllS |_“|

Click the Save button to save the record.

+ _V b 4 B =i = » IH Savel ¥, Cancel ﬂ

Appointment Salary Scale

= o |®:

Salary Code |GEN |2

Salary Range From |D.E|D | Salary Range To ||:|,|:||:| |
Created By |ep|atfm|1?,r1uf2013 TH Modified By |ep|atfc-r|1?f1nfzn13 T

If the information entered is correct, the record will be saved into the system.

Job Family Appointment Code

Appointment Code  [accT £
Description |Accountant |
Created By dbo [esfiojzooy | Modified By eplatfor{l7/10/2013 |
J 1 v Srl No v g quick Search |5k add mew [V Query Buider Expart To Excel

Create by Time log
10/GEM 0.00 0.00 1701002013 18:15:34 eplatform 17010/2013 18:15:34 eplatform

Click Exit button to go to the previous Header screen.
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Add ‘orUpdate 3¢ Delete @) Search @aQuery 4 MovePrev ‘g Move Mext £y Enqui
v A I

Job Family Appointment Code

Appointment Code  [acc-T £
Description |Accnuntant |
Created By 26,1’10,1’200? E Modified By eplatfoft7iiojzols |7

1wl o] [snne v 4 Quick Search A7 Query Buider [2] Export To Excel
Salar code Galary range from  |Salary range to Create date Create by gg
10|GEN

0.00 0.00 IFN0f2013 18:15:34  |eplatform 1702013 18:15:34 | enlatform

STARVISION INFORMATION TECHNOLOGY (SDA)

(e L ]

W

Click Save button to save the changes.

av

+ - x & =] &« » IH Savel ¥, Cancel ﬂ Upda
v %oy

Job Family Master
Job Family Code a Probation period Month(s)

Job Family Desc. |F|nanc:e |

Remark

Effective Date From |01,01/2006 ::j Effective Date To 0101 12099 :’:j
Created by 10;01;’2007 E Modified by eplatfor{t7j10/2013 |

1 v Appointment code | v T2 Quick Search |5 Add hew T Query Buider [X] Export To Excel
l wintment code  [Appointment description Appointment abbrev. desc.  |Division Status Create date Created by @

ACC-T Accountant 26/10/7007 11:57:22  |dbo 17 1077013 18:15:27  |eplat

5 Promotion & Progress

This module caters for joining and confirmation of new Employee; promotion, upgrading, increment
progression for an Employee. Personal information pertaining to the Employee, HR-related matters
and information as well as payroll-related matters and information are duly captured and stored.

This system consists of the following sub-systems listed as below:

+# Promotion & Progress

-
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Updating of Appointment

After an Employee has been assigned with a new appointment, changes can be made under the
Promotion & Progress to track the changes.

5.1.1 Updating New Appointment

To begin with, go to Promotion & Progress - New Appointment.

A Promotion & Progress

System will show the following screen:
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New Appointment Details

Emploves | ||g |
| Ackion I:l Transaction Date |’:§

Current

Mext Inctl Date

Organisation Unit | ||E Grade | ||§

Job Family | ||E Appointrent Code | ||E

Effective Date | |j§ Jnined Date | |j§

Confirm Date | |':§ Appaintment Date | |"_:§
|

Payroll:

Payroll Mode | ||E Salary Code | ||E
Basic Salary | ||E Cost Centre Code | ||§
Basic 1 | | MW Amount | |
Basic 2 | |

Mankhly Salary ||:|,|:||:| | Gross Salary | |
Reason Code | ||E Position Cade | ||E
Essential Post | ||E Essential Category | ||§
Hold Against: Designation:

Jab Farnily | ||E Dresignation | ||E
Appointrnent | || ) Title | |

Progress Remark, | |
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Add & Update x

q Search t--—- &«

New Appointment Details

Click on the Query button show a listing of Employees in the Organization.

Employves | | g

Ackion |:| Transackion Date |:'§

Current

Organisation nik | |E Grade | |E

Jab Farmily | |9 Appointrment Code | |g

Effective Date | |':§ Joined Date | |"_:§

Carfirm Dake | |":§ Appaintrrent Dake | |":§
Mext Inctl Date | |z§

Payroll:

Payrall Mode | |E Salary Code | |‘_

Basic Salary | |2 Cost Centre Code | |g

Basic 1 | | MW Amount | |

Basic 2 | |

Monthly Salary ||:|,|:||:| | Gross Salary | |

Reason Code | |E Pasition Code | |g

Essential Posk | |E Essential Cakeqory | |E

Hold Against: Designation:

Jab Farmily | |‘_ Designation | |g

Appointrent | |E Title | |

Progress Remark, | |

The list of Employee will be shown in the header browse.
Add 4 Update 3¢ Delete QSearch FRQuery — & MovePrev ‘g Move Next Y ﬂ Enquiry
A PIEE

|_“_| 1 & I_“_I Employee Id *2 Quick Search Query Buildzr . Export To Excel

Employee Id Employee Name st sz s Appointment code s Joined date |Appointment date Next Inctl date Salary code |Basic salary |Costc
Code Srvc Status

Select the desire Employee from the listing and the information will be displayed on the page. Then
click on the Update button to make changes.
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cd [ Update] i @ Search @RQuery 7 & »  cancel ]

New Appointment Details

Employee |B.C'.I31NDDI33 | g-::indy Les |

Biction Transaction Diake |':'7"."1':'."2':'13 | _:‘AI

Current

Orgarisation Unik |CEO-.C'.DMIN-HR |g Grade |1 |g

Job Family |HR |E Appaintrent Code |HR":"DMIN |E

Effective Date |1':'."01."2'311 _:| Joined Date |1':'."1':'."2':'10 _:,“I

Confirm Date |1':'."91."2'311 _:l Appointment Date |1|:|||'1|:|||'2|:|m _:,“l
Mext Inckl Date |1|:|||'1|:|||'2|:|11 | _:‘AI

Pavroll:

Payrall Mode |M | b)) Salary Code |GEN | D

Basic Salary |2|:||j|:|,|j|:| |9 Cost Centre Code |.C'.DMIN |g

Biasic 1 |c|,|:|c| | MW Arnounk ||:|,|:||:| |

Basic 2 |c|,|:|c| |

Monthly Salary |2|:||3|:|,|3|:| | Gross Salary |2|:||:|c|,|:|c| |

Reason Code | | X Position Code |,qcc|:|3 | H

Essential Post | |E Essential Categary | |2

Hold Against: Designation:

Job Farnily | | x Diesigniation | | H

Appointment | | b)) Title | |

Progress Remark. | |

After making changes, click on the Save button
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5.2 Confirming an Employee
This module records confirmation of Employee after his/her probation period.

5.2.1 Definition

Confirmation

Progress Mo |PGR ||| | ) | | ¥ Transaction Date l:l _JI
Bction I:I Confirmation Date From | THTe | i
Crganisation Unit I:I ]

Circulation Status | |t)

Ta Madified By/On | |

Created by/0n | |

Employees Routing Dfficers Routing Status

No. | Field Description

. Progress No This field display the system generated Run Number of this
document.

2 Transaction Date This field is to capture the date of Created of this
document. Its default value is the system date.

3 Action This field display the system generated action code (RJ).

4 Confirmation Date This field is to capture the date of Confirmed of this

From/To document. Its default value is the system date.

° Organisation Unit This field is to capture the Organisation as search criteria.

6 Job Family This field is to capture the Job Family as search criteria.

! Division Status This field is to capture the division status as search criteria.

8 Appointment From | This field is to capture the appointment code from range as
search criteria.

9 Appointment To This field is to capture the appointment code to range as
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search criteria.

10

Circulation Status This field is to capture the Circulation Status of the
document in the workflow. Help key is provided for user to

select from the existing list.

5.2.2 Confirmation Flow

To begin with, go to Promotion & Progress > Confirmation.

n
A Promotion & Progress i
H
= Mew Appointment
I = Confirmation I-——

= Re-Employment

= Merit Increment

The System will show the following screen:

Confirmation

Progress Mo Per |1 [ [® TransactionDate[ ]
Action I:I Confirrmation Date From | e | =
Organisation Unit I:IQ)

Circulation Status | |Q:'

Created by/0n | | j Maodified By/oOn | | _Jul

Employees Routing Dfficers

Routing Status

Click on the Add button to add a new record.
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v Update 3€ Delet= @) Search @MaQuery 3 Print 4 Move Prev T Move Next Save [y Cance af-:

Confirmation

Progress Mo [er [ =] |®| Transaction Date|:|3
Action I:I Confirmation Date From | |E]T° | |_:]

Crganisation Unit I:“Q)
LU B— E—
voseirimert rom [ seseimimercTe [0

Criteria || Check... ‘
Circulation Status | ||t)
Created by/On | | |j Modified By A0n | | |_:,']
List Employees
Employees Routing Officers Routing Status

wfl < 1 |l > | o> Employee ID s e uick Search
[T =] | |

Define the Confirmation Date From and To which the newly joined Employees confirmation date
fall between this periods.

Progress Mo |PGR ”HR ||£| ||E TransactionDateEE
Hi

Action |c|: | Confirmation Date From 450002013 ,,ﬂj o |20M 002013 "_:E

Organisation Unit |\‘J
3ab Farmil B e Grade - B
Appointment From  |0000000000000000 |E Appointrnent To A |E

Criteria Check...
Circulation Status |c| (MEY] ||E
Created by/On | | |ﬁ Modified By/On | | |j

List Employees

Employees Routing Officers Routing Status
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1) Specify the Organisation Unit, Job Family, Division Status, Appointment From and
Appointment To for the filtering.

Progress Mo |PGR ||HR |E| |£ Transaction Date}?féﬂ

Action Confirmmation Date Fram |15,.~1|:|,r2|313 |;;,._,j o |2|:|,.~1|:|,r2|:|13 |":,;ﬂ

Crganisation Unit  |CEC-ADMIM-HR o

S T S— CE—

Appointrnent From  [0000000000000000{ 2 Appointrnent To  [zzzz7zzzzzzzzzze| @
Criteria Check...

Circulation Status |D [NEW) | b

Created by/Cn | | |__;“| Modified By 0n | | |__;“|

| List Employvees
Employees Routing Officers Routing Status

2) Click on the Criteria button to show the Query builder to select specific Employee base on
an Employee progression (e.g. Organisation Unit, Appointment Code, etc).

Confirmation

,a ePlatform.NET QueryBuilder - Webpage Dialog

Progress Mo
Query Form Order By
| Action
(& and O and Net Y | = |
- . -+ Insart Replzce Remaove
I Organisation Unit ODr ODr Mot OND{EqualTD m | n=s || L || ey |
i .
| Job Family Heansacion e8] Q Grester Than
p—— : OGraater Than Equal Te
Appaintment Fram &
Employee id (O Less Than
Appointment code 0 |
Job Family Less Than Equal Te
Grade
Action date — O=nu
Commencement Date O Is Mot NULL
Start date
Extension period O
End date
Extension date b O et
Circulation Status Cancel
Created by/On
TISTTITITOYEES
Employees Routing Officers Routing Status
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Define the criteria from the Query builder.

¥ atrorm.N () Builder —- Webpage Dialog

Query Form Order By

® and O and et © equaiTo | L
E OOr OOr Net ONot T |I| I lnsertl Replzcz | | Remove j

F || Oraanisation unit ) Grester Than (i

[x] ,a ePlatform.NET PickList - Webpage ... [X]

Drag a column header here to group by that ¢

‘Organisation unit

CEQ

Al Employee id i\
Appointment cade (1) Oraster Than £quai e (iv) CEO-ADMIN-FIN
gob_ Eamilyd O Less Then CEQ-ADMIN-HR
'0sI00N Code
Grade O Less Than Equal To CEG-OPER-PRO (i )

Action date O ke CEC-OPER-SALES-CUSTSY

Commencement Date

Start date O Is NULL CEOQ-OPER-SALES-DSALES b
Extension period B

bl O 1= Net NULL

Extension date Omn

Incremental date O et In

Confirmation date

e = =

|

=
|

Q) Select parameter that you want to filter

(i) Click this button to see the selected parameter list
(iii)  Select record to set

(iv) Click Insert button to place the criteria

(v) Click OK button to filter the record

After defining the criteria from the Query builder, click on the corresponding Check button to see if
the query retrieves the correct Employee records.

Confirmation

,g ePlatForm. NET PickList - Webpage Dialog

Frogress Mo |PGR ||HR |g|

Action Confirrmation

Drag a column header here to group by that column

Crganisation Unit  [CEQ-aDMIN-HR 2
Appointment From  |0000000000000000 2l

Cindy Lee
BAD1MODOS Shugunayan Muthu
BAOINOOOS 0Ong Ming Chuan

Criteria || Check... |

[oRG_UNIT] = 'CEQ-ADMIN-HR' T

Circulation Status ||:| (MEW)

Created by/On | |

%

Employees Routing Officers

|
|

Note: The List Employees button will display a list of Employees based on the selection

filtering done in a. and b and in Section 4.1.3. Thus, all fields left as default denote all the
records.
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After specifying the conditions for the specific group of Employees for confirmation, click on the List
Employees button to select the desire Employee(s).

Progress Mo |F'GR ”HR |E| |g Transaction Datelﬁ
Action Confirmation Date From EETD :NE

STARVISION INFORMATION TECHNOLOGY (SDA)

Organisation Unit |CEO-F'.DMIN-HR |E

Job Family |HR |t‘) Srade |11 |t")
Appointrnent From |uunnnnnunnnnnnun1 2 Appointrnent To |zzzzzzzzzzzzzzzz1 2
Criteria Check...

[ORG_UMIT] = 'CEC-ADMIN-HR'

Circulation Status ||:| e | N

Created by/0n | | |_.,“| Maodified By/0n | | " |_.,“|
List Employees

Employees Routing Dfficers Routing Status

3) Click to List Employees button. Select the Employee ID and Click Close button.
The selected Employee(s) are added under the Employees Tab.

I —
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A ePlatform.NET MultiPickList -- Webpage Dialog E|

Drag a column header here to group by that column

Key Salary Employee _
— Arlas Hame Appnlntn‘e

DEQ-
ADMIM-HR.

5414  MIN 131027 David HR-STAFF

Select all Clear all Clear Search Close
Employees Routing Officers Routing Status
uu 1 |v uu Employee ID V’ Guick Search [ Guery Builder . Expark Ta Excel
m loyee I N Scheme |Appointment |Division|Cost Centre Orq Unit Anlntmen Incremental Salary Basic NPC Amt Gross
(A M of Servic Eode Status Code LgDrat Date Code Salary m Salary
| 131027 Davi HR-STAFFE 1 N HAITTEITE 17/10/2014  |GEW 0.00 0.00

Under the Employees Tab, click the Employee record and select the New icon to check that the
Approval status must reflect as ‘A’ (approve) for the specify Employee confirmation to take effect.
Then click on Exit button to return to previous page.
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o S Update % @, search @RQuery =711t 4 » - .
¥

Confirmation Details

Employves |B,ﬁ.|:|1NDDDE. | |.ﬁ.my Chan |
Mew Ackion |c|= | Presy, Action MG |
Current New
Organisation Unit |CEO-OF‘ER-SF\.LES-CUST1 Grade |W |

Job Family Appaintment Code |S.C\.LESCLK |
_P.pprnval _ Appaintment Date |'31."01."2':'1 1 | ]
Period Effective Date ||31||'E|1||'2|:|11 | |
Status |p | Commencement Date ||31||'E|1||'2|:|1 1 | |
Incremental Date D1/01j2012 |
Confirmation Date 01/04j2011 |
Payraoll Mode |M | Salary Code |GEN |
Easic Salary |3|:||:||:|,|j|j | Cost Centre Code |5,o,|_E5 |
Basic 1 ||:|,nn | MW Arnounk ||3,[|[| |
Basic 2 ||:|,nn |
Monkhly Salary |3|:||:||:|,nn | Gross Salary |3|3|3|3,[|[| |
Reason Code | | Essential Post | Cat | | ! | |
Hold Against: Designation:
Job Farnily | | Designiation Code | |
Appoinkrnent | | Title | |

Progress Remark. | |

Change Circulation Status to one of the following status to proceed:
‘0’ (NEW), 1’ (SUBMIT), ‘3 (APPROVED), ‘4’ (REJECT)
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A ePlatform.NET PickList -- Webp... [X]

Drag a column header here to group by that column

MNEVY —
SUBMIT
APPROVED
REJECT

<

If there is no need to route this progression to other personnel’s approval to approve this, just set the
Circulation Status to ‘3’ (APPROVED). However, if there is a need for other personnel’s approval,
set the status to ‘1° (SUBMIT).

If Circulation Status is set to ‘1’ (SUBMIT), there is a need to entry for the Routing Officer Tab to
add the respective recommender or approver (Email will be send to them respective to seek for their
approval).

I Circulation Status 1 (SUBMIT) )

Created by/On dbo 17102013 | Modified By/On |c|b0 |1?j10;2013

List Employees

Employees Routing Dfficers Routing Status

I:“:Il:“:l | Routing Sequence | % || |Y/f Guick Search
Chowoasemence Reopet  kae

The system will show the following screen:

Set/Edit Routing List

Application ID : |5D,ﬁ,_CF |
Role I : |RA [Approval) |E
Recipient ID : |EIAIII1 MOO0E |E
Recipient Mame : |.|:|.mw:,.- Chan |
Reecipient Email : |satkh@svmm.cl:nm |

After setting up the Routing list, click Exit to go back to main page.

Once the entry is saved, the record cannot be updated or deleted and the Circulation Status is to be
setto ‘1’ (SUBMIT), ‘3’ (APPROVED), ‘4’ (REJECT).
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Re-Employment

This module is used to perform re-employment for certain employee(s) who are going to
retired in a few months and has been approved do re-employment within organisation.

5.2.3 Definition

Progress Mo Per || 2] |®  Transaction Datel:lzl

Action

Crganisation Unit

[<IN{<in(<

Appointrent From

e

Progress Rerark

Circulation Status | |‘i
Created by/0n | | |__T| Modified By/0n | | _:l
No. | Field Description
. Progress No This field display the system generated Run Number of this
document.
2 Transaction Date This field is to capture the date of Created of this
document. Its default value is the system date.
3 Action This field displayed the system generated action code (Al).
4 Organisation Unit | This field is to capture the Organisation as search criteria.
° Job Family This field is to capture the Job Family as search criteria.
6 Division Status This field is to capture the division status as search criteria.
! Appointment From | This field is to capture the appointment code from range as
search criteria.
8 Appointment To This field is to capture the appointment code to range as
search criteria.
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9 Progress Remark This field is to capture any progress remark.

10 Circulation Status This field is to capture the Circulation Status of the
document in the workflow. Help key is provided for user to
select from the existing list.

5.2.4 Re- Employment Flow

To begin with, go to Promotion & Progress > Re-Employment.

A Promotion & Progres=

= New Appointment

The System will show the following screen:

Progress Mo Per I @] |©  Transaction Date I:I—:l

Action

Qrganisation Unit

[ =
Job Family |:|t) Division Status |:|
I ) ]

Appointrent From Appointrent To

e e

Progress Rermark

Circulation Status | |Q}

Created by/On | |

g Maodified By/On | | Za

Click on the Add button to add a new record.
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¥

Re-Employment

Frogress Mo Per I @] |©  Transaction Date l:l =
Action I:I

Organisation Unit I:“Q)

v Update 3¢ QSeard'u FRouery = » n 'ﬂ
1

Progress Rermark

Circulation Status | ||E

Created by/On | | |_:| Modified By 00 | | i

Click on the List Employees to choose individual or several Employees from a listing entitled for this
progression. Then click on the Close button.

I —
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HSave #y, Cancel

Drag a column header here to group by that column

ey | saary org umt —
Emphveem Alias Name

ion Date [17/10j2013 |

A ePlatform.NET MultiPickList -- Webpage Dialog E

5356 BADINOOO1 Tammy Leang CED C Crate Hh
5337 BADINOOO2  Harry Wong Eﬁ?“m”l”‘ ’
5398 BADINOOO3  Cindy Lee EEO""DMIN' F
o @
- CEQ-OPER- —
[] 5322 BADINOOD4  Po Siew Leng & L, T )
[] 5400 MM BADINOOOS  Shugunsyan Muthu EEO'*"DM”"' F
CEQ-OPER-
O s408 BADINOOOE  Amy Chan SALES- €
CUSTSY
CEQ-OPER-
[ s407 BADINOOOF  Hong Pao Pao SALES- 5
DSALES
[] 5408 M BADINGODS  TanLengLeng EEgOPER' F
[] 5408 M BADINOOOZ  Ong Ming Chuan EEO'*"DM”‘" F |
o CEQ-ADMIN-
] 5410 M BADINOO1D  Tey SiuMoi o el =
[] 5412 M 131028 Jame Eﬁ?'*"wm' e List Employees
1 | 5414 MTN 131077 Navid CEQ-ADMIN- | v
<

| # >
¢ Quick Search

Select All | | Clear All | | Clear Search | | Close |
Appointment (Incremental
Date Date

The selected Employee(s) are added automatically under the Employees Tab.
To update employee information, click on the Employee’s record link under the Employees Tab.

Employees Routing Dfficers Routing Status
v v ] | Employee ID vl |2 quick search (W cuery Buider [ Export To Excel
Scheme of | Appointment olntment Di n|Appointment |Incremental [Cost Centre  (Salary Baslc
I Status - Npc — w%

Tammy Leong 6,000,000 100,00

BADIMO0OZ Hatry YWong - 5 L 2001072011 Z0/10rz2012 3,600.00 .00

When the detail screen is shown as follows:
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Re-Employment

Employes |BP.EIINEIEIEII | |Tammy Leang |

Mews Ackion ||:|: | Prev. Ackion A |
Current New

Drganisation Unik |CEO | Division Stakus |1'.,.' |
Job Family |TOF‘-MGMT | Appoinkment Code |CEO |
Effective Date  |n1/01/2010 | 1st Joined Date fotjatjz010 [
Review Date | i Prev Appt Date 01/01/2010 Ei
Canfirm Date 01/01/2010 b Incremental Date fotjotjz011 |
Skakus/Approval |p | ! |,|:., | Last day of service | e
Payrall Mode |M | Salary Code |GEN |
Basic Salary |6DDD.DD | Cost Centre Code |CEO |
Basic 1 ||:|,|:||:| | RWAC Bmk |1|:||:|,|:||:| |
Basic 2 |1|:||:|,|:||:| |

Maonthly Salary |61IIIIII.EIEI | i3ross Salary |62IIIIII.EIIZI |

Reason Code

Hold Against:
Job Farnily

Appoinkment

Progress Remark,

Designation:
Designation Code

Title

Click on the New Tab, to update information.
Update employee information such as salary information, division, Job Family, etc.

After the changes has been made, click on the Save button to save the record.
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= o x &% = o« 3 || save| #, Cancel ﬂ
¥
Employes BADINDOD1 | [Tammy Leong |
Mews Ackion |CF | Prev, Action T |
Current "‘_
Crganisation Unit |CEO ||t) Division Skatus |1'.'.I ||§)
Jab Family |TOF‘-MGMT ||t) Appointment Code |CEO ||§)
Effective Date ||:|1 012010 | | Jained Date ||:|1 012010 | i
Review Date |':'1."01."201':' | | Appointment Date ||:|1 012010 | i
Confirm Date |':'1."01."201':' |"_:;j Mext Inctl Date |':'1."':'1."2|:|11 |':§
Stakus ||:- ||E &pproval |,a, ||E
Last day of service | |”:§
Payrall Mode 1 {Manthly’ 2] Salary Code |GEN ||t)
Basic Salary £000.00 2 Cost Centre Code lcEo 2
Basic 1 |E|.E|E| | MWC Arnount |1|:|D.|:||:| |
Basic 2 [100.00 |
Manthly Salary |51|:||3,|:||:| | Gross Salary |E,2|j|:|,|:|n |
Reason Code | ||t)
Hold Against: Designation:
Job Farmily | ||t) Designation | ||t)
Appointrent | ||t) Tite | |

Progress Remark | |

To go to the previous header screen, click on the Exit button.

+ v Undate 3 Delete QSearrh RQuery = 4 Move Prev gy Move Mext - :3
¥
Re-Employment
Emplayee BADINODO1 | [Tammy Leang |
Mews Ackion |c|= | Presw, Action |N,ﬁ, |

Change Circulation Status to one of the following status to proceed:
‘0’ (NEW), ‘1’ (SUBMIT), ‘3> (APPROVED), ‘4’ (REJECT)
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Organisation Unit  [sg |t}
Job Farmily o, |t‘) Civision Status o, |Q‘)
Appointment From  |0000000000000000( 2 Appointment To [7777777777777777][0)
=3 ePlatform.NET PickList -- Webpage Dialo
Progress Remark rg LEH e
”
Drag a column header here to group by that column -
Circulation Status o (NEW) x
..... wal | [i] MEW
Created by/On H
~ = SUBMIT
APPROVED
REJECT
"
Employees Routing Officers Routi >

If there is no need to route this progression to other personnel’s approval to approve this, just set the
Circulation Status to ‘3’ (APPROVED).

If Circulation Status is set to ‘1’ (SUBMIT), then routing officer(s) information needs to be inserted
the Routing Officer Tab to route to the respective recommender or approver (Email will be send to
them respective to seek for their approval).

Click on the Add New button in the Routing Officers Tab.

Circulation Status Iq (SLUBMIT) O I

Created by/On | j Modified By,/On I:I:I j
List Employees

Employees Routing Officers Routing Status

I_“_I 1 & I_“_I Routing Sequence v 7_,/ Quick Search —— | Add New [ Query Builder Expart To Excel
e e T

The System will show the following screen:
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Set/Edit Routing List

Application 1D : |SD.C'._REMP |
Fole ID | ||g
Recipient IC ||g

|
Fecipient Name : | |
F.ecipient Email : |

After setting up the Routing list, click Exit button to go back to main page.
Click on the Save button to save the record..
To view progression history, go to Employee Profile > Employee Profile Screen.

Select on the desired employee to retrieve employee information.
Click on the Progression to check on the progression history records.
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5.4 Creating a Merit Increment

This module is to maintain salary increment in employees’ progression.

5.4.1. Definition

Merit Increment

Progress Mo |F'GR |||

2]

|a Transaction Datel:lzl

Action

Effective Date

Crganisation Unit
Job Farmily

Appointment From

W

Grade | |*L

Appointrnent To | |Q}

Increment Percent |

| Increment F'.rnnunt| |

Circulation Status | |2
Created by/On | | _:I Madified E-*,r;-’On| | _-TI
No. | Field Description
l Progress No This field display the system generated Run Number of this
document.
2 Transaction Date This field is to capture the date of Created of this
document. Its default value is the system date.
3 Action This field display the system generated action code (RJ).
4 Effective Date This field is to capture the Effective Date of this document.
Its default value is the system date.
° Organisation Unit | This field is to capture the Organisation as search criteria.
0 Job Family This field is to capture the Job Family as search criteria.
! Division Status This field is to capture the division status as search criteria.
8 Appointment From | This field is to capture the appointment code from range as
search criteria.
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9 Appointment To This field is to capture the appointment code to range as
search criteria.

10 Increment Percent This field is to capture the increment percent.

1 Increment Amount | This field is to capture the increment amount.

12 Circulation Status This field is to capture the Circulation Status of the
document in the workflow. Help key is provided for user to
select from the existing list.

5.4.2. Merit Increment Flow

To begin with, go to Promotion & Progress > Merit Increment.

A Promotion & Progress

s =Hmr

« Re-Employment

+ Merit Increment

The System will show the following screen:

R ——
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Merit Increment

Progress Mo

par I |2

||E Transaction Crate I:I ]

Action I:l

Organisation Unit I:“a

L e T ©

Appointment From I:“E; Appointrment Ta | ||E-j
Criteria Check...

Increment Percent | | Increment F'.mu:uunt| |

Circulation Status | ||"‘J

Created by/On | | |_§] Maodified By.-"On| | |j

Click on the Add button to add a new record.

List Employees

¥ Dclete @) Search @Query = Print i Move Prev B Move Next Save My Cance gi-:

rMerit Increment

Progress Mo

e I |

||2 Transaction Date I:I j

Action I:I

Effective Date :Ij

Drganisation Unit I:“ﬂ

Jab Family I:“ﬂ Grade | ||?)

Appointrment From I:“ﬂ Appointrment To | ||ﬂ
Criteria Check...

Increrment Percent | | Increment .ﬁ.rru:uunt| |

Circulation Status | ||\‘J

Created by On | | |j Madified E-\,r.fOn| | |j
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Enter the Effective Date (Merit Increment) to record when the progression is going to take effect
from.

Progress Mo |F'GR ”HR |E| |g Transau:'tin:nnDateEE

Action Effective Date  |3100/2013 it

Drganisation Unit s |t‘)

lob Farmnily o |Q} Grade o, |Q}

Appointrnent From |uunnnnnunnnnnnun1 ) Appointrnent To |zzzzzzzzzzzzzzzzzz| )
Criteria Check...

Increment Percent | | Increment F'.I‘nDLlnt| |

Circulation Status ||:| [ME) |Q}

Created by/On | | ] Maodified E-yr,-"On| | |_:|

List Employees

There are two ways to select the respective Employee/Employees entitled to this progression.

1) Click on the Criteria button to show the Query builder to select specific Employee for this
progression.
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ePlatform.NET QueryBuilder -- Webpage Dialog

Query Form Order By

Frogress Mo

Action

& and O and net
Oor Qornet

Qrganisation Unit

@ Equal Te
O Net Equal To

m | ]nsert” Replace || Remove |

Action code
Transaction date
Organisation unit
Employes id
Appointment code
Job Family
Pasition code
Grade

Action date
Commencement Date
Start date
Extension period
End date
Extension date

Jab Farnily

Appointrnent From

Criteria

Increment Percent

O Graster Than

O Grester Than Egual Ta
O Le=ss Than

(O Less Than Equal Te
O ke

B O Is MULL

O 1s Nt nULL

O In

O het1n

| >

|

Cancel

Circulation Status

Created by/On

Define the criteria from the Query builder.

Merit Increment

A ePlatform.NET QueryBuilder -- Webpage Dialog

g, http: flocalhostiNAC_121212(ES5)Aspx EpfUtils, aspx?UTIL_TYPE=26BRWS_ID=EMPE_PGRS_COND_BAFIELD_TYPES=RSER T

cevt [ save ¥ Cancel W £t

& | http:f/localhost{MAC_121212/ES5/Aspx/EpfLtils aspx7PL_SER_ID=0

3 ePlatform.NET Pickl ist -- Webpage Dialog |Z\ 5

Drag a column header here to group by that column

Organisation unit

x I

AlA

dd

Query Form Order By

@ and O And Not ® EqualTe

Qor Cornet O ot Equal To
Organisation unit [~ O raster Than

Employee d {I) ) Grester Than Equal To

Appointment code O Less Than

Job Family O Less Than Equal To
Position code O ke

Grade Qs nuLL

Action date

Commencement Date Ossnetron

Start date O

Extension period v Ohretin

[IDIE P

[Organisation unit] ="AC'

(V) P Cancel

http: fflocalhostiMAC_121212ESS AspxfEpFLtils, aspx?UTIL_TYPE=Z&ERWS_ID=EMPE_PGRS_C{ 0 Internet

1 o« 1] | Employee v 2 Quick Search
<

Q) Select parameter that you want to filter
(i) Click this button to see the selected parameter list

(ilf)  Select record to set

(iv) Click Insert button to place the criteria
()] Click OK button to filter the record

CcD

FIN

FIN-CFO
HRA-ADM
HRA-HR
IT-STORMGT
PD-FM
FD-ID

SAF

¢

| [
|&

Ihttp siflocalhost/MAC_121212/ESS/Asp 0 Internet

After defining the criteria from the Query builder, click on the Check button to see if the query
retrieves the correct Employee records.
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Merit Increment

Frogress Mo 2

Action 1

i

,g ePlatform.NET PickList - Webpage Dialog

Drag a column header here to group by that column

Qrganisation Unit  |eg,

Jab Family ”

Appointrent From  00000000000000001| %

rome L psrome

BAD1IMO0O3 Cindy Lee
BADIMO00S Shugunayan Muthu
BAQ1IMO00S 0Ong Ming Chuan

)
)

Criteria ‘l Check...

[ORG_UNIT] = 'CEC-ADMIN-HR!

Increment Percent
Circulation Status

Created by/0n

Employees Routing Officers

[

Note: The Check button will show the Employee records that are defined with the Criteria
button and also the Organisation Unit, Job Family, Grade, Appointment From and
Appointment To. Thus, a “% " denotes all the records.

2) Alternatively, user can click on the List Employees to choose individual or several
Employees from a listing entitled for this progression. Then click on the Close button
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i . . I 5 C |
A ePlatform.NET MultiPickList -- Webpage Dialog X bl 5ave PR Cance
Drag a column header here to group by that column -
ey | Salory org unn _
Emphveem Alias Name
ion Date [17/10/2013 |
5356 BADINOOO1 Tammy Leang CED C Crate 1 Hh
5337 BADINOOO2  Harry Wong Eﬁ?“m”l”‘ ’
5398 BADINOOO3  Cindy Lee EEO""DMIN' F
5 ‘.
o CEQ-OPER- —
[] s3ss BADINOOD4  Po Siew Leng o Folk, I 2
[] 5400 MM BADINOOOS  Shugunsyan Muthu EEO'*"DM”"' F
CEQ-OPER-
O 546 BADINGOD  Amy Chan SALES- £
CUSTSY
CEQ-OPER-
O s407 BADINOOOT  Hong Pao Pag SALES- £
DSALES
[] 5408 M BADINGODS  TanLengLeng EEgOPER' F
[] 5408 M BADINOOOZ  Ong Ming Chuan EEO'*"DM”‘" F |
O] 5410 M BADINOO1D  Tey SiuMai Eﬁ\?'*"wm el =
[] 5412 M 131028 Jame Eﬁ?'*"wm' il List Employees
1 | 5414 MTN 131077 Navid CEQ-ADMIN- | v
< | # |
¢ Quick Search

| Select All | | Clear All | | Clear Search | | Close |
Appointment (Incremental
Date Date

The selected Employee(s) are added under the Employees Tab.

Employees Routing Officers Routing Status
” 1 v ” ” | Employee ID - ” | Guick Search ﬂ Query Buildsr . Export To Excel
Scheme of Appointment mntment Division|Appointment Incremental Eost Centre (Salary Basu:

B0 L MO0 T Tammy Leong f,000.00 100.00

BADINODDZ  |Harry Wong - FIN 5 1 20/10j2011  20/10{2012  |FIN GEM 3,600.00 0.00

Enter either Increment Percentage or Increment Amount given to the Employee(s) defined.
(If either of the two above fields is filled, then the system will increase salary based on the entered
value for ALL employees listed in the Employees Tab.)

R ——
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Merit Increment

Progress No Per |[Hr |[®|[1310000007 |®  Transaction Date [p3110fz013 il
Action I Effective Date  |31/10/2013 j

Organisation Unit _ Q
Job Farnily _ Q Grade s, 1)
Appointment From DDDDDDDDUDDDDUD 2 Appaintrent Ta EET T i 2

[ORG_LINIT] = 'CEQ-ADMIN-HR'

i

IIncrament Percent (10 Increment nmnunt|mg |I

Circulation Status [0 (MEW) D

:

Employees Routing Officers Routing Status

|_“_| 1 v |_“_| Employee ID w V_// Quick Search ﬂQuery Builder |2€] Export 1

ployee ID |[Employee Name Lo anbe alel Basic NPC Amt
Code
GEN 0.00 0.0

DIMIN- F. HR.-ADMIMN 1 lofiofz0in 10f10fz011  |ADMIN GEM £,000.00

BADINOOOZ Cindy Lee

If increment is different for all individual Employees, you need not enter the Increment percentage or
amount. You need to select each Employee’s record link under the Employees Tab.

Circulation Status Q)
Created by/On b0 feaitofeats ] Modified By/Onfdbo [23/10/2013 i

List Employees
Employees Routing Officers Routing Status
|_“_| 1 | |_“_| Employee ID v 7_/’ Quick Search [ Query Builder E Expart To Excel

heme ppointment ppointment |Incremental \Cost Centre  (Salary
Employee 1D B
I e £ a = ':0 = ED 2 alar NP[ A Ernss
A01MO00S Cindy Lee ADMIN-  HR HR-ADMIN I 10/10/2010 10/10/2011  |ADMIM Z,000,00 0.00 0.00
ey
CEO- 3
oA MInnne Chivmnim e Mok ARRATRL un un ACRATRL T A dnd landn RN IR IR ARRATRL e~} nonn noan nonn —

¥

When the details are shown, click on the New Tab. Enter the increment amount at the NWC Amount
and then click on the Save button to save the changes.

I —
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= v Update 3¢ Delete @) Search @gQuery & Move Prey ‘.MI I My o] Exit

¥

Merit Increment Details

Employes |B.C'.E|1NEIE|DS ||Cin|:|\,-' Lee |
Mes Sckion ||\-11 | Presv, Ackion F |
Current New
Organisation Unit |CEO—F'.DMIN—HR |E Grade |1 |E
Job Family |HR |g Sppoinkment Code |HR-.C'.DMIN |g
Approval |,c., |E Appaintment Diate |1|:|.I'1|:III'2|:|1|:I | i
Next IncH Date |1|:|||'1|:|||'2|:|11 | _:I
Effective Date |31,'1|:|,'2|:|13 _:|
Payroll Mode |rv1 {Monthly) |Q Salary Code |GEN |g
Basic Salary |2|:||:||:|,|:||:| | D Cost Centre Code |F'.DMIN | £
Biasic 1 |E|.DE| | MW Arnount ||:|,|:||:| |
Biasic 2 ||:|,|3|:| |
Monthly Salary |2|:||:||:|,|:||:| | Gross Salary |2|:|c||:|,c||:| |
Reason Code | | D Essential Post | | £
Essential Category | | H
Hold Against: Designation:
Job Family | | D Designation | ¥

|
Appoinkment | |Q Title | |
|

Progress Remark, |

To modify next employee information, click on the Header Browse to view employee list.
Then click on a desired employee record to update.

+ v Update 36 Delete Q Search =1 4 MovePrev gy Move Next N ‘ﬂ Exit Enquiry
A oA
l_“_l l_“_l Employee ID 7’ Quick Search I Guery Buider %] Export To Excel
Scheme of | Appointment ulntment Division (Appointment Incremental Eust Centre |Salary
I alar — — %
A01WO00S Cindy Lee »\T\DMIN HR-ADMIN I 100102010 10010/2011 | ADMIN 2,000.00 0.00;
ceo v

RN MNNNS Shomnnawan Motk (GORMTR-  HE HE-AMMTR T nin tnin LT LTI =R nonn nonn nonn

>

Click on the Update button to update.
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Merit Increment Details

Employes |E=.ﬁ.|:|1N|:u:u:|3 ||Cind~,e Les |
Mew Ackion |MI | Prev, Ackion F |
Current New
Organisation Unit |CEO-F'.DMIN-HR | Grade |1 |
Jab Farnily |HR | Appointment Code |HR-P.DMIN |
Approsal |,|:., | Appointment Date |1|:|||'1|:|||'2|:|1|:| | ez
Effective Date |1|:| jo1z011 e
Mext Inctl Date |1|:||r1|:|||'2|:|11 ]
Payroll Mode |M | Salary Code |GEN |
EBasic Salary |2|:||:||:|,|:||:| | Cost Centre Code |,c.,|:.|\-11|'-.,| |
Basic 1 ||3,|:||:| | KW Amourt ||:|,|3|:| |
Basic 2 ||j,|:||:| |
Manthly Salary |2|:||:||:|,|:||:| | Gross Salary |2|:||:||:|,|:|c| |
Reason Code | | Essertial Pask [ Cak | | ! | |

Click on the New Tab to update. Change necessary information such as salary information.
After the changes have been made, click on the Save button to save.

To go back to the previous header screen, click on the Exit button.

+ w Update 3 Delete QSEEFEh FRouery o MovePrev ‘g Move Next Sy m

rerit Increment Details

Employes BAO1MO0D3 \[Cindy Lee |

Mew Bction |[-.-11 | Prev, dckion CF |

Change Circulation Status to one of the following status to proceed:
‘0’ (NEW), ‘1” (SUBMIT), ‘3’ (APPROVED), ‘4’ (REJECT)
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Criteria Check...

[ORG_UNIT] = 'CECQ-ADMIN-HR!

Increment Percent |1|:|

,g ePlatform.NET PickList -- Webpage Dialog

Drag a column header here to group by that column

Circulation Status I||:| (WY

Created by/On |.:||:.-:. |23;1|:|;2|:|13

MEW
SUBMIT
APPROVED
REJECT

Employees Routing Officers Routing jj £

[ %

| %

If there is no need to route this progression to other personnel’s approval to approve this, just set the

Circulation Status to ‘3’ (APPROVED).

If Circulation Status is set to ‘1° (SUBMIT), then routing officer(s) information needs to be inserted
the Routing Officer Tab to route to the respective recommender or approver (Email will be send to

them respective to seek for their approval).

Click on the Add New button in the Routing Officers Tab.

[ncrement Percent Increment Amount
irculation Status i (SUBMIT) 9
Crested by/on  [fho  zafoztz | Modified By/Onjdho  [zaf10/2013

List Employees

Employees Routing Officers Routing Status

| || ||1 v” H | |Routing5equence vH |V_; Guick Search
D S

The System will show the following screen:

ﬂQuery Builder Expott To Excel
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Set/Edit Routing List

Application ID ; \SDA_MI |
Role ID : | ]
Recipient IC ||§

|
Recipienk Name : | |
Recipient Email : |

After setting up the Routing list, click Exit button to go back to main page.
Click on the Save button to save.
To view progression history, go to Employee Profile > Employee Profile Screen.

Select on the desired employee to retrieve employee information.
Click on the Progression Tab to check on the progression history records.
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5.5 Promotion of an Employee

This module is used to keep track of employee’s promotion in the organisation.

5.5.1 Definition

Add ‘& Update x QSEarch FPRQuery ‘- i Y *]
Frogress No Per || 2] |©  Transaction Date i
Action

Promotion Date I:I _J“l

Organisation Unit

W

Job Farnily Grade | |g
Appointrnent From Appointrnent To | |£
Increrment Percent | | Increment .ﬁ.mount| |
Circulation Status | |E
Created by/On | | _-Tl Muodified E-\,r.-'*On| | _J“l
No. | Field Description
l Progress No This field display the system generated Run Number of this
document.
2 Transaction Date This field is to capture the date of Created of this
document. Its default value is the system date.
3 Action This field display the system generated action code (RJ).
4 Promotion Date This field is to capture the Promotion Date of this
document. Its default value is the system date.
> Organisation Unit This field is to capture the Organisation as search criteria.
6 Job Family This field is to capture the Job Family as search criteria.
! Division Status This field is to capture the division status as search criteria.
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8 Appointment From | This field is to capture the appointment code from range as
search criteria.

9 Appointment To This field is to capture the appointment code to range as
search criteria.

10 Increment Percent This field is to capture the increment percent.

1 Increment Amount | This field is to capture the increment amount.

12 Circulation Status This field is to capture the Circulation Status of the
document in the workflow. Help key is provided for user to
select from the existing list.

5.5.2 Promotion Flow

To begin with, go to Promotion & Progress > Promotion.

Wl Ew it

m

The System will show the following screen:
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Add Update 3¢ Delet= @ Search @RaQuery i Print o Move Prev g Move Next Save My Cance gi-:

Promotion

Progress No Per I [® |®]  Transaction Date:IE
action I:I Promotion Date :Ij

Organisation Unit |:||?}
S s °
Appointrnent From |:||ﬂ Appointrent To | ||"‘_';|

Criteria Check...

Increrment Percent | | Increment .ﬁ.rru:uunt| |

Circulation Status | ||£
T Madified E-\,r.-‘On| | |j

Created by/On | |

List Employees

Click on the Add button to add a new record.
v Update 3 Delet= @) Search @aQuery 5 Print o Move Prev T Move Next Save [y Cance af-i

Promotion

Frogress Mo Per |1 @ |®] Transaction Date:IH
Action I:I Prormotion Date :Ij

Organisation Unit |:||?J
ey el | o
Appointment Fram |:||?J Appointrment To | ||?_':I

Criteria Check...

Increment Percent | | Increment .ﬁ.mcuunt| |

Circulation Status | ||E
b Modified By/On| | |5

List Employees

Created by/On | |
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Enter the Promotion Date to record when this progression is going to take effect from.

Promotion

Progress Mo |F'GR ||HH |E| |E Transaction Date [23010/2013 ]
Action Promotion Date j;ﬁ

There are 2 ways to select the respective Employee/Employees entitled to this progression.

1) Click on the Criteria button to show the Query builder to select specific Employee for this
progression.

Promotion

,g ePlatform.NET QueryBuilder - Webpage Dialog

Progress Mo
Query Form Order By
Action
® and O and nat ® equal o | [= N
- . -} Insart | | Replzce Remove
Organisation Unit Qor Qornet O Net Equal To |I| [tnsert] [ Replace | [ Remove |
Job Farnily Action code A| O Graster Than
Transaction date o
Appointment From Organisati_on unit Grester Than Equal To
Employee id = Than
Appointment code |
Job Family () Less Than Equal To
Criteria Position code O ke
Grade
Action date — Osnuw
Commencement Date () 1= Mot NULL
Start date
Extension period Cin
End date
Extension date b O et
Increment Percent e
Circulation Status
Created by/0n

Define the criteria from the Query builder.

A ePlatform.NET QueryBuilder -- Webpage Dialog

@ A ePlatform.NET PickList -- Webpage ... :

Query Form Order By Drag a column header here to group by that column )
@ ard O and net ® Equal o | Q Organisation unit
QOor Oornet © et B To MOE R Gl ] [ | A

= O ] %0
roovesd ()~ O e T o . (i | Jlzosomien
Jab Family ©) Less Than (iv) || ]
Positon code O e T e T CEQ-QPER-PRO (i)
Action date O ks CEQ-OPER-SALES-CUSTSY
Commencement Dete (T CEO-OPER-SALES-DSALES =
Extension period B |
End date O]SNMNULL
Extension date O
Incremental date
Confirmation date ) Onetn
(v)
Z
£ ¥
(i) Select parameter that you want to filter
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(i) Click this button to see the selected parameter list
(iii)  Select record to set

(iv)  Click Insert button to place the criteria

(V) Click OK button to filter the record

After defining the criteria from the Query builder, click on the Check button to see if the query
retrieves the correct Employee records.

Promotion

,a_ ePlatform.NET PickList -- Wehpage Dialog

Drag a column header here to group by that column

Frogress Mo g

Organisation Unit ) Tammy Leong
!
Po Siew Leng
Appointment Fram _ X
PP 00000000000000001 32 Amy Chan

Hong Pao Pao

Tan Leng Leng

Criteria m Check... |

Tey Siu Mai

Increment Percent
Circulation Status |0 guEw)
Created by/On

[

Employees Routing Officers

Note: The Check button will show the Employee records that are defined with the Criteria
button and also the Organisation Unit, Job Family, Grade, Appointment From and
Appointment To. Thus, a “%” denotes all the records.

2) Click on the List Employees to choose individual or several Employees from a listing entitled for
this progression. Then click on the Close button to add.

I —
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A ePlatform.NET MultiPickList -- Webpage Dialog @ ' b szve IR Cancel

Drag a column header here to group by that column

ey [ salary oqune (N

n Date 1771002013 ]

: LEU-UFER.-
5309 BADINDOD4  Po Siew Leng Sre Date [7/072013 iz
5400 MIN BAOINDOOS  Shugunayan Muthu EED““DMIN'
CEQ-OPER-
5405 BADINDODE  Amy Chan SALES- % )
CUSTSY —
S
CEQ-OFER- [F27272727772722772 0
5407 BADINDOO7  Hong Pao Pao SALES- :
DSALES
5408 MIN BADINOOOE  TanLengLeng gggopER- i
5409 MIN BAOINOOOS  Ong Ming Chuan EEO""DMIN' b
5410 MIN BADINOOID  Tey Siu Moi ,EE\?""DMIN' ]
5412 MIN 131028 Jame LEGLECLE
- ot
5414 M 121027 David EEO""DMIN' b |
Ly |

List Employees

~
| »

:I Y_,’. Cdick, Search

pointment [Incremental|Cost (
ke te Code

| Select All ‘ | Clear All ‘ | Clear Search ‘ ‘ Close ‘

The selected Employee(s) are added under the Employees Tab.

Employees Routing Officers Routing Status
” 1 v ” ” | Employee ID - ” | Guick Search ﬂ Query Buildsr . Export To Excel
Scheme of Appointment mntment Division|Appointment Incremental Eost Centre (Salary Basu:

B0 L MO0 T Tammy Leong f,000.00 100.00

BADINODDZ  |Harry Wong - FIN 5 1 20/10j2011  20/10{2012  |FIN GEM 3,600.00 0.00

Enter either Increment Percentage or Increment Amount given to the Employee(s) defined.
(If either of the two above fields is filled, then the system will increase salary based on the entered
value for ALL employees listed in the Employees Tab.)
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Promotion

Progress Mo |F‘GR ”HR |“J ‘1amnnunns |t) Transaction Date [z3{10/z013 T

Action Promotion Date (01102015 j

Qrganisation Unit O
Appointrment From  [000000000000000{ D Appointment T [777777777772227227| D)

IIncremant Percent (1g Increrment Amount|1gg |I

Circulation Status [0 (NEW) D

crestedby/on o g | Mosited sy/on oot i

==

Employees Routing Officers Routing Status

|_“_| 1 v uu Employee ID L 7_/’ Quick Search

Incremental Cost Centre |Salary
Date Code Code

ﬂ Quety Builder

Appointment
Date

BACLINODOL |CEO TOP-MGMT (CEC Ii OLf01/2010 01/01/2010 oLoifz011  |CECQ GEN ©,000,00 100.00 100,00 &,200.00

If increment is different for all individual Employees, you need not enter the Increment percentage or
amount. You need to select each Employee’s record link under the Employees Tab.

Increment Percent Increment Amaount
Circulation Status o]
Created hy/on 23,'10[.’2013 j Madified By/On 23[.'10[(2013 j

List Employees
Employees Routing Officers Routing Status
|_“_| |_“_| Employee ID R V_/’ Quick Search [T Query Builder . Export To Excel

Appointment
Employee ID [Employee Name |Drg Unit ointmen L OSt Hevie b NPC Amk
ate ode
0.00 0.00

ADINDOOS  |Cindy Lee HE, HR-ODMIN [ 10/10/2010  |10/10/2011  |ADMIN 2,000.00 _
=
CEO- 3
T SN . YR un aem P S P e non on an L/
>

When the details are shown, click on the New Tab to update.

Enter new information for promotion and then click on the Save button to save the changes.

I —
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g cid Re b 4 é S print » IHLSan # Cancel ug
4 i

Promotion Details

]

Emploves |B.q|:|1mnc|c|1 | |Tammy Leang |
Mews Ackion |pr-.1 | Pres, Ackion F |
Current New
Organisation Unit |CEO |g Grade |1"f |E
Job Farnily |TOP-MGMT |g Appoinkrent Code | |9
Approval |,a, |E Appaintment Date |':'1."':'1."2'31'3 | v
Status |p |2 Mexk IncH Datke ||:|1 o1 20 |":§
Effective Date ||:|1 MO0 S | ]
Pavroll Mode | |g Salary Code |GEN |E
Basic Salary |5|:||:|c|_|3|:| |E Cost Centre Code |CEO |E
Basic 1 0.00 | MW Amount 100,00 |
Basic 2 100,00 |
Manthly Salary |51nu,nn | Gross Salary |E.EDD.DD |
Reason Code | |E Essential Past | |E
Position Code |p,cc|:|1 |g Essential Category | |g
Hold Against: Designation:
Job Farnily | |E Designation | |E
Appoinkrment | |g Title | |

Progress Remark | |

To modify next employee information, click on the Header Browse to view employee list.
Then click on a desired employee record to update.

=+ v Update 3¢ Delete @) Search @aQuery & MovePrev mp Move Next N ] Exit Enquiry
[= = A |~
|_“_| 1 (W |_“_| Employee ID b 771 Quick Search ﬂQuery Eiuilder Export To Excel
;531 loyee Org Unit Scheme |Appointment |Division|Effective Sat:mtment Incremental|Cost Centre (Salar
CEQ- ]
BADINOOOS ADMIN-HE: HE. HE-ADMIN I 01/04/2010 |01/01/2010 01/01/2011 | ADMIN GEM oo .00 fuli] Luji]

Click on the Update button to update.
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+ v Update 3 Delete QSEarch Fauery = 4 Move Prev ‘g Move Mext E na Exit

Promoti :n Details

Employes |BADINDDDI | |Tamm';-' Leang |
Mew Ackion |pr-.1 | Presw, Action F |
Current Mew

Crganisation Unit |c|-:o | h0) Grade |I'-.-' | )
Job Family TOP-MGMT ) Appaintment Code | E
&pproval |,|:|, | D &ppointment Date |Dll|'ﬂll|'2|jln _:I
Status |p | 0 Mext Inctl Date |':|1."'31J'2|311 i
Effective Date |':'1.|'1|:|J'2E|13 | _':I

Click on the New Tab to update. Change necessary information such as salary information.
After the changes have been made, click on the Save button to save.

To go back to the previous header screen, click on the Exit button.

+ v Undate 3 Delete QSearch R0uery 4 Move Prev ‘mp Move Mext oy
Promotion Details

Employes |BP.IZIINEIEIEII | |Tamm\,f Leong |

Mews Ackion |PM |

Prey, Action |c|= |

Change Circulation Status to one of the following status to proceed:
‘0’ (NEW), 1’ (SUBMIT), ‘3’ (APPROVED), ‘4’ (REJECT)

Criteria Check...

[ORG_UNIT] = 'CEC-ADMIN-HR'

,9 ePlatform.NET PickList -- Webpage Dialog

Drag a column header here to group by that column

Increment Percent |1|:|

Circulation Status I||:| (MEW)

MEW
Created by/0n |.:||:..:- |23;1|:|x2|:|13 -
APPROVED
REJECT 3z
Employees Routing Officers Routing j £ | N

|

User Manual | HRIS | Version 1.0 Page 81



™
Mecllise
Human Resource

STARVISION INFORMATION TECHNOLOGY (SDA)

If there is no need to route this progression to other personnel’s approval to approve this, just set the
Circulation Status as ‘3’ (APPROVED).

If Circulation Status is set as ‘1’ (SUBMIT), then routing officer(s) information needs to be inserted
the Routing Officer Tab to route to the respective recommender or approver (Email will be send to
them respective to seek for their approval).

Click on the Add New button in the Routing Officers Tab.

ICircuIation Status |4 (SUBMIT) (9] I

Created by/On o [izjiofenta | Modified By/Onfdba  [17/10/2013 |17

List Employees

Employees Routing Dfficers Routing Status

| || || 1 v || || | |Routing Sequence ¥ || |V_/’ Quick Search ﬂQuery Euilder
houngseosence Recpent —— Bole |

The System will show the following screen:

Set/Edit Routing List

application I : |SDF'._F‘M |
Rale ID |R.-'J~ [Apprasal) |E
Recipient IO : |EIAIII1 MOO0E |£
Recipient Mame |,ﬁ.mw:,.- Chan |
Recipient Email ; |satkh@svmm.cclm |

After setting up the Routing list, click Exit button to go back to main page.

Click on the Save button to save the record.

To view progression history, go to Employee Profile > Employee Profile Screen.
Select on the desired employee to retrieve employee information.

Click on the Progression Tab to check on the progression history records.

5.6 Creating deployment for Employee(s)

This module is used to keep track of employee’s deployment within the organisation.

5.6.1. Definition

R ——
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add SyrUpdate 3¢ @ search @guery s ‘» N $]

Deployment

Progress Mo |F'GR ||| |‘i | |‘£ Transackion Date | e
Action I:I
Organisation Unik I:l ) ]
A w— o °
Appoinkment From |:| o] Appainkment To | | 5]
Remark,
Circulation Status | | D)
Created By/Cn | il Madified By)on | | |
List Employees
No. | Field Description
1

Progress No

This field display the system generated Run Number of this
document.

2 Transaction Date This field is to capture the date of Created of this
document. Its default value is the system date.

3 Action This field display the system generated action code (RJ).

4 Organisation Unit | This field is to capture the Organisation as search criteria.

° Job Family This field is to capture the Job Family as search criteria.

6 Division Status This field is to capture the division status as search criteria.

! Appointment From | This field is to capture the appointment code from range as
search criteria.

8 Appointment To This field is to capture the appointment code to range as
search criteria.

10 Remark This field is to capture any remark.

11

Circulation Status

This field is to capture the Circulation Status of the
document in the workflow. Help key is provided for user to
select from the existing list.
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5.6.2 Deployment Flow

To begin with, go to Promotion & Progress > Deployment.

Wl Ww kit

A Promotion & Progress i
» Mew Appointment
» Confirmation
* Re-Emplovment
* Merit Increment
» Promotion
= Annual Increment

* Change Modul=

The System will show the following screen:
Add Sy Update 3 @ search @MpQuery F=

"

-]

Deployment

Progress Mo |F‘GR ||| ||t) | ||Q) Transaction Date |':§
Action I:I

Cirganisation Unit |:||3

Job Family |:||a Grade ||a
Appointrment From |:||t} Appoinkrent To ||Q)
Rematk

Circulation Status | ||t)

Created By/Cn | | |:§ Modified BylCn | |:§

Click on the Add button to add a new record.

List Employees
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b4 QSearch FQouery —

.«

»

N

x]

Deployment

Progress Mo

Action

|F'GR |||

2]

]

Transaction Dake

Organisation nik
Job Farnily

appointment Fram

Il

e e e

Grade

Appainkrent To

Remark.

Circulation Status

Created By/ion

|®

&

Modified By/Cn

E

List Employees

There are 2 ways to select the respective Employee/Employees entitled to this progression.

1) Click on the Criteria button to show the Query builder to select specific Employee for this
progression.

Deployment

Progress Mo

Action

,g ePlatfiorm.NET QueryBuilder —- Webpage Dialog

Query Form Order By

@ and O and net

Organisation Unik
Job Farnily

Appaintment Fram

Criteria

Remark. T

Circulation Status

Created By/On

QOor Qornet

Action code
Transaction date
Qrganisation unit
Employee id
Appointment code
Job Family
Pasition code
Grade

Action date
Commencement Date
Start date
Extension period
End date
Extension date

>

£

@ Equal Te

O Not Equal Te

O Erester Than

) Grester Than Equsal To
O Less Than

O Less Than Equal Te
O Like

O s o

O 1= Nt NULL

O In

O et 1n

= L

|I| |]nsert|| Replace || Remaove |

Cancel

Define the criteria from the Query builder.
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3 ePlatform.NET QueryBuilder -- Webpage Dialog X| A ePlatform.NET PickList -- Webpage..

Query Form Order By Drag a column header here to group by that column

® and O and et ® quaite Organisation unit

Qor Qornet © Nt s To [0 FE ] [Dnsr][ Repizes | [ Remeve | I
I

I O Grester Than
mplayee id () = (")

STARVISION INFORMATION TECHNOLOGY (SDA)

X

CEC

Appointment code ! () Grester Then Equsl T2 (IV) CEC-ADMIN-FIN
Iob Family O Less Then [CEG-ADMIN-HR. ]
Position cod
i O Less Than Equsl To CEC-OPER-PRO (i)
Action date O Like CEQ-OPER-SALES-CUSTSY
gg:ﬂ;;f;mm Date e CEQ-OPER-SALES-DSALES W
Extension periad B
End date D]SNd NULL
Extension date Omn
Incremental date
r Confirmation date ) Ot n
V)
hd
<4 )
(i Select parameter that you want to filter

(i) Click this button to see the selected parameter list
(iii)  Select record to set

(iv) Click Insert button to place the criteria

(v) Click OK button to filter the record

After defining the criteria from the Query builder, click on the Check button to see if the query
retrieves the correct Employee records.

Deplo
0 p ebpage Dialog (%)
A~
Progress Mo PER. 5] Drag a column header here to group by that column =
Crganisation Unik e b} BADIMO0DG Amy Chan
Job Farmily o, £5) BADIMOOOT Hong Pao Pao
. - BADIMOOOE Tan Leng Leng
Appointment From 0000000000000 2 S
— BADIMOO10 Tey Siu Moi
Criteria ‘ Check...
Remark.
Circulation Status |D [NEWY) |

Created By/ion | | |

|

Employees Routing Officers R

Note: The Check button will show the Employee records that are defined with the Criteria
button and also the Organisation Unit, Job Family, Grade, Appointment From and
Appointment To. Thus, a “%” denotes all the records.

2) Alternatively, click on the List Employees to choose individual or several Employees from a
listing entitled for this progression. Then click on the Close button.
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A ePlatform.NET MultiPickList -- Webpage Dialog ['z| bed Save i, Cancel )

Drag a column header here to group by that column

Key Salary Org Unit -
Emphvee o Alias Name

110/2013 |:"§’j
LOUEUPLR
5407 BADINGOO7  Hong Pao Pao SALES- 5l
DSALES
5408 MIN EADINGODS  Tanlengleng EEgQPER‘ Pl
a
5409 MIN BADINDOOZ  Ong Ming Chuan ﬁEO'ADMIN' Hi [}
{ [
O] s410  MIN BAOINDO10 | Tey Siu Moi EE‘?""‘DMI"" A
O] s412 Min 131028 Jame EE‘?""‘DMI"" A
[] 5414  MIN 131027 David EEO""DMIN' HI
I | |
List Employees
< | >
— — k. Search

Appointment Extension
| Select All | | Clear all | | Clear Search | | Close | Date Period

The selected Employee(s) are added automatically under the Employees Tab.

Employees Routing Officers Routing Status
[[1 | Employee 1D v [ |™¢ Quick search [V Guery Bulder Export To Excel
|T| loyee scheme Appointnment ':Dst Centre Appointment | nlen
TED-OPER:
BAOINDO0F  |Hong Pao Pao SAES  SALESEMEC  I¥ SALES e o D1U0Zj2011 0.0 400000 0.0 0.00
BADINOOOE | TanLeng lera PROD  PRODENG  I¥ propuction SESOFRE ojinizom 00/ GERY noo ooo 0.00 3
< | s
. , - . . s .
To modify employee’s information for deployment, click on an Employee’s record link under the
Employees Tab.
Employees Routing Officers Routing Status
[[1 | Employee 1D v [¥22 quick Search [ Query Buider [2€] Export To Excel
|T| loyee Sl:hen‘lE Appointment olntn'len Cost Centre Appointment EHte Basll:
I BAOINOOD? |Hong Pao Pao SAES  |SALESENEC SALES e TV FIEE 0.0 000.00 0.0 0.0
EADINODDE  Tan LengLeng PROD  |PRODENG o PRODUCTION gggﬂ 10/10/2009 00 GEN 0.00 0.0 0.00

£

4 |

'

User Manual | HRIS | Version 1.0 Page 87



™
Mecllise
Human Resource

STARVISION INFORMATION TECHNOLOGY (SDA)

When the details are shown, click on the New Tab to update.

Enter new information for employee’s deployment and then click on the Save button to save the
changes.

i Bpusciie X PRy Epint 48 » lse] # concel 4
¥
Deployment Details
Employee BADIMOD0G | [Amy Chan |
Mews Action |TR | Press, &ction F |
Current New
Organisation it |CE0-0PER-SALES_CUS‘I ) Grads |1\,.' |E
Job Family SALES 2 Appointment Code Sl ESCLK @
Appraval |,|:., | D Appaintment Date ||:|1 012011 |:’§
Effective Date |23n 02013 |:’§ Canfirmation Date |':'1."':'4."2':'11 |:’§
Mext Inckl Date ||:|1 012012 |j§
Payrall Mode |M | N Salary Code |GEN | by
Basic Salary |3|:||:||:|,|:||:| | D Cost Centre Code |5,a|_|55 | N
Basic 1 ||:|,|:||:| | MW Srnount ||:|,|:||:| |
Basic 2 ||:|,|:||:| |
Maonkhly Salary |3|:||:||:|,|:||:| | (Gross Salary |3|:||:||:|,|:||:| |
Reason Code | | n Essential Post | | D
Essential Category | | D
Hold Against: Designation:
Jab Farnily | | D Diesignation | N

|
Appoinkment | | D Title: | |
|

Progress Remark, |

To modify next employee information, click on the Header Browse to view employee list.
Then click on a desired employee record to update.

+ v Update 3¢ Delete QSearch FQouery = 4 Move Prev ‘g Move Next »n :ﬂ Exit Enquiry
A = A ]
J\_‘ uu Employee ID “2 Quick Search [V Query Builder . Export To Excel
m loyee Scheme |(Appointment |Divisi Cost Centre Appointment | E Basic
TECOPER-
FF\DINDUU? Hong Pao Pao SALES SALESEREC v SALES SALES-DEALES 01/02/2011 .00iEEM 4,000,00 0.0 0.0
CEQ-ADMIN-
BADIMODIO  Tey SiuMai FIM ACC-TI I FIN ETH 101042011 0,00 GEM 0.00 0.00 0.00

< |

| %
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Click on the Update button to update.

o ¥ elete @) Search @gQuery 4 Move Prev ‘g Move Mext oy o] Exit
v A

Deployment Details

Employes |BADINDDDE | |nmy Chan |
Mew Ackion |TR | Prevw, Action CF |
Current Mew
Crganisation Unit |(CEQ-OPER-SALES-CUST! (D) Grade i [©
Job Family |SP.LE5 |g Appointrent Code |5,c.,|_|-:5c|_|< |g
Appraoval |,c., |g Appointment: Date |E'1.'"31."2':'11 | iz
Effective Date |23."1':'J'2':'13 _':I Confirmation Date |Ul."'34."2':'11 _;I
Mexk Inckl Dake |E'1."'31."2':'12 | _;I

Click on the New Tab to update. Change necessary information such as salary information.
After the changes have been made, click on the Save button to save.

To go back to the previous header screen, click on the Exit button.

+  Updatz 3 Delete QSEEFEh FRQuery — 4 MovePrev ‘gp Move Next B Y “

n
I

: :

Deployment Details

Emploves [BADINOODE | |y Chan |

Mew Ackicn |TR |

Prevy, ction |c[= |

Change Circulation Status to one of the following status to proceed:
‘0’ (NEW), ‘1’ (SUBMIT), ‘3’ (APPROVED), ‘4’ (REJECT)

I —
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Criteria Check...

[DRG_UNIT] = 'CEC-ADMIN-HR!
,g ePlatform.NET PickList -- Webpage Dialog

Drag a column header here to group by that column

]

Increment Percent |1|:|

Circulation Status I||:| (WY

Z ted by /0 HEW
reate n
¥ dba  [23/10/2013 -
APPROVED
REJECT v
Employees Routing Officers Routing Jf < | >

If there is no need to route this progression to other personnel’s approval to approve this, just set the
Circulation Status as ‘3’ (APPROVED).

If Circulation Status is set as ‘1’ (SUBMIT), then routing officer(s) information needs to be inserted
the Routing Officer Tab to route to the respective recommender or approver (Email will be send to
them respective to seek for their approval).

Click on the Add New button in the Routing Officers Tab.

I Circulation Status 1 (SLBEMIT) |Q) I
Created Byfon dbo  [17fiojzota | Modified By/on @o  [7gots |
Employees Routing Officers Routing Status
l:“:ll:“:l | Routing Sequence |+ | | "¢ quick search |5 ndd Mew

The System will show the following screen:

Set/Edit Routing List

Application 1D ; 5DA_TR |
Role ID |R.& [ Approval) |Q
Recipient 1D : |E|,ﬂ-,|:|1 MODDE |£
Recipient Mame |,ﬁ.m':,-' Chan |
Recipient Email ; |satkh@svmm.l:l3m |

After setting up the Routing list, click Exit button to go back to main page.

Click on the Save button to save the record.
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To view progression history, go to Employee Profile 2 Employee Profile Screen.
Select on the desired employee to retrieve employee information.
Click on the Progression Tab to check on the progression history records.

5.7 Creating Annual Increment

This module is used to keep track of employee’s annual increment within the organisation.

5.7.1. Definition

Add far Update € @ search @Query = » My ﬂ

Annual Increment

Progress Mo |F‘GR |||

|£| |E Transaction Date I:I

Action I:I

Organisakion Unik
Job Family

Appoinkrnent Fromm

Grade | x

Appointrment Tao | | n

Progress Remark.

Increment Percent

Increment Amounk | |

Circulation Skatus

Il I

Created by/On | || pees Modified By /On | || T
No. | Field Description
l Progress No This field display the system generated Run Number of this
document.
2 Transaction Date This field is to capture the date of Created of this
document. Its default value is the system date.

3 Action This field displayed the system generated action code (Al).
4 Al Date From This field is to capture Al date from. Calendar is provided
for the user to select the date.
> Al Date To This field is to capture Al date to. Calendar is provided for

the user to select the date.
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Circulation Status

6 Organisation Unit | This field is to capture the Organisation as search criteria.

! Job Family This field is to capture the Job Family as search criteria.

8 Division Status This field is to capture the division status as search criteria.

9 Appointment From | This field is to capture the appointment code from range as
search criteria.

10 Appointment To This field is to capture the appointment code to range as
search criteria.

1 Increment Percent This field is to capture the increment percent.

12 Increment Amount | This field is to capture the increment amount.

13

This field is to capture the Circulation Status of the
document in the workflow. Help key is provided for user to
select from the existing list.

5.7.2. Annual Increment Flow

To begin with, go to Promotion & Progress > Annual Increment.

A Promotion & Progress

Jew Appointment

A A i
mom o
o m
] :
o ]
!{_',_l m
I m
i}
o

m
m
IT

LTI

jul

AFITIElTL

[=]

Rl

= Annual Increment H

= Char

" EXC

ooule

s ]

rogression Import

i

emolate

il

The System will show the following screen:

|
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Add farUpdate ¢ @ search @Query

« »

» |

Annual Increment

Progress Mo

P I |

Al Dake From

Action I:I

||t) Transaction Date I:I

B

Organisakion Unik

Job Farmily |:||E Grade | ||E
Appointment From I:"E Appoinkment To | ||E
Progress Remark. | |
Increment Percent | | Increment Armaunt | |
Circulation Status | ||g

Created by/On | || 4 Modified By/On | || | e

Click on the Add button to add a new record.

== Add] v Update 3¢

Annual Increment

@ search @Query

« »

Progress Mo

P I |

Al Dake From

Action I:I

Organisakion Unik

Job Farrily |:||a Grade ||a
Appoinkrnent Fromm I:"Q} Appoinkrent To ||Q)
Progress Remark. | |
Increment Percent | | Increment Amount |
Circulation Skatus | ||t)

Created by/On | || pees Modified By /On | || | T
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Enter the Al Date From (Annual Increment) and To fields to record when t this progression is going
to take effect from.

Annual Increment

Prograss Mo |F‘GR ||HR | ED] | | %) Transaction Date  [17/10/20153 :éj
Action Al Date From 17H 02013 ::,,j To [oMoi013 :E,j

There are 2 ways to select the respective Employee/Employees entitled to this progression.

The rest steps are the same as Merit Increment. See Merit Increment 5.8.

R ——
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5.8 Change Module

Change Module allows the administrator to make changes to the current progression of any
employee. This module is best used to make minor adjustments or correction as the changes
are not tracked. Changes that need to be tracked should be made under the Promotion &
Progress.

5.8.1. Definition

+ v Undate 3¢ QSEEFEh FRCuery F= » Y *]

Change Details

Employes ID | | | |

| Ackion |:| Transackion Date | G|

Current

rganisakion Unit | |g Grade | |E
Jab Farnily | |E Appainkment Code | |2
Effective Date | fees| Jnined Date | e
Confirm Date | _:I Appointment Date | _:I
Mext Canf, Date | T Mesxt Inckl Date | ]|
Last day of service | | _-TI
Payroll:
Payroll Mode | |g Salary Code | |E
Easic Salary | |g Cost Centre Code | |g
Easic 1 | | Myt Amount | |
EBasic 2 | |
Manthly Salary ||:|,|:||:| | i3ross Salary | |
Reason Code | |g Pasition Code | |g
Essertial Cateqory | |E
Hold Against: Designation:
Job Farmily | |g Designiation | |g
Appointroent | |E Title | |
Progress Remark. | |
| No. | Field | Description
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1 Employee ID This field is to capture the Employee ID. Help key is
provided for user to select from the existing list.

2 Action This field display the system generated action code (NA).

3 Transaction Date This field is to capture the Created date of the transaction.
Its default value is the system date.

4 Organisation Unit | This field is to capture the Organisation Unit of the
Employee. Help key is provided for user to select from the
existing list.

° Division Status This field is to capture the divisional status of the
Employee. Help key is provided for user to select from the
existing list.

6 Job Family This field is to capture the Job Family code of the
Employee. Help key is provided for user to select from the
existing list.

! Appointment Code | This field is to capture the appointment code of the
Employee. Help key is provided for user to select from the
existing list.

8 Effective Date This field is to capture the effective date of the Employee.
Calendar is provided for the user to select the date.

o Joined Date This field is to capture the joined date of the Employee.
Calendar is provided for the user to select the date.

10| confirm Date This field is to capture the confirmed date of the Employee.
Calendar is provided for the user to select the date.

1 Appointment Date This field is to capture the appointment date of the
Employee. Calendar is provided for the user to select the
date.

12 Next Conf. Date This field is to capture the next confirmation date of the
Employee. Calendar is provided for the user to select the
date.

13 Next Inctl. Date This field is to capture the next incremental date of the
Employee. Calendar is provided for the user to select date.

14 Last day of service This field is to capture the last day of service the Employee.
Calendar is provided for the user to select date.

15

Payroll Mode

This field is to capture the payroll mode of the Employee.
Help key is provided for user to select from the existing
list.
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Basic 2

16 Salary Code This field is to capture the salary code of the Employee.
Help key is provided for user to select from the existing
list.

17 Basic Salary This field is to capture the basic salary of the Employee.
Help key is provided for user to select from the existing
list.

18 Cost Centre Code | This field is to capture cost centre code of Employee. Help
key is provided for user to select from the existing list.

19 Basic 1 This field is Basic amount 1.

20 NWC Amount This field is to capture the NWC amount.

21 Monthly Salary This field display the Monthly Salary = Basic Salary +
NPC Amount.

22 Gross Salary This field display the Gross Salary = Monthly Salary +
NPVP Amount.

23 Reason Code This field is to capture the reason code of the resignation.
Help key is provided for user to select from the existing
list.

24 | position Code This field is to capture the reason code of the resignation.
Help key is provided for user to select from the existing
list.

25 Essential Category This field is to capture the essential category of the
Employee. Help key is provided for user to select from the
existing list.

26 Job Family This field is to capture the hold against Job Family of the
Employee. Help key is provided for user to select from the
existing list.

27 Designation This field is to capture the designation code of the
Employee. Help key is provided for user to select from the
existing list.

28 Appointment This field is to capture the appointment of the Employee.

29 Title This field is to capture the new designation title of the
Employee and is generated by the system according to the
selected Designation code.

30 Progress Remark This field is to capture any progress remark.

31

This field is Basic amount 2.
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5.8.2. Change Module Flow

To begin with, go to Promotion & Progress > Change Module.

» Promotion & Progress

+ Mew Appointment

IR e atn ==
MEW Lontac
Corfrmatinn
h b (=0}

The System will show the following screen:

I —
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= v Update € @, search @Query F=

¥
E 4
&

Change Details

Employes ID | | |

| Action |:| Transaction Date | B

Current

rganisakion Unit | ||§ iGrade | ||§
Jab Farnily | ||E Appaintment Code | ||E
Effective Date | T Joined Date | ]|
Confirm Date | _:I Appointment Date | _:I
Mext Conf, Date | | T Mext Inckl Date | | |
Last day of service | | _:I
Pavroll:
Payroll Mode | ||§ Salary Code | ||§
Easic Salary | ||§ Cost Centre Code | ||§
Basic 1 | | R Arnaunt | |
Basic 2 | |
Monthly Salary ||:|,|:||:| | i3ross Salary | |
Reason Code | ||E Position Code | ||E
Essertial Cateqory | ||§
Hold Against: Designation:
Jab Farnily | ||E Designation | ||E
Appointroent | ||E Title | |

Progress Remark. | |

Click on the Query button to retrieve of employee within organisation.
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i v rioie X oo @ e[ FRo]

‘l
¥
&

Change Details

Employee ID | | | |

| Action |:| Transaction Date | HH

Current

rganisakion Unik | |g Grade | |E
Job Farmily | |§ Appoinkrent Code | |E
Effective Date | | P Joined Date | | |
Confirm Date | | P Appaintment Date | | i
Mext Conf. Date | | i Mesct Inct Date | | i
Last day af service | | _:|

The list of Employee will be shown in the header browse. Click the desired Employee from the
Header Browse to modify

=+ W Update 3¢ @, search @pQuery & Move Prev gy Move Next £y q Enquiry
S ) n ~

Jl_l 1 |w I_“LI Action code 2 Quick Search [ Query Buider Expart To Excel

BAO1MOO0T Tarnmy Lennd CEQ

g BADINOOOZ  |Harry Wong CEC-ADMIN-FIN T EIl M TN S0 00 FIN
Ucr BADINODOS  |Cindy Lee CEC-ADMIN-HR 1 HR HR-ADMIN 10/01/2011 10/10/2011 GEN 2,000.00 ADMIT,
FlcE BADINODD4  Po Siew Leng CEC-OPER-PRO IV PROD PRODASST 20j04/2011 20/10/2011 GEN 3,500.00 PRODL
ilcr BADLNODOS  |Shucunavan Muthu  (CEQ-GDMINHR |1 HR HR-ADMIN nUD4fzOI0 loujoifzon GEN .00 aom, ¥

Then click on the Update button to make changes.

o= o Update | 3¢ @ search @aQuery 4 Move Prev 'gpMove Mext N #]

Change Details

Emploves I0 |B.C\.E|1NEIEIEII | |Tarnmy Leong |
! Action Transaction Date |':'?."1':'."2'313 | i
|
! Current
Organisation Unit |CEO |E Division Skatus |I'\.-' |g
Scheme of Service  [TOP-MGMT 23 Appaintment Code (cEC =
Effective Date D1/n1/2010 bt Joined Date fojo1/2010 [
Confirm Date D1/01/2010 b Appointment Date fotjotjz010 [
Mext Conf. Date  |o1j01/2010 b Mext Inctl Date fotjotjz01t =

Enter/make changes in information for an employee if needed. After the changes have been made,
click on the Save button to save the record.
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To view progression history, go to Employee Profile > Employee Profile Screen.
Select on the desired employee to retrieve employee information.
Click on the Progression Tab to check on the progression history records.

5.9 Importing Employee’s Progress Information
5.9.1. Promotion & Progress > Excel Template

This module is to download excel template to import progression information for
employee(s) via import function.

Progression Excel Templates

Right dlick on the link and choose "Save Target As”

Confirmaticn Template

Merit Inc. Template

| Uparading Template

| Fromoticn Template

i Termination Template
Resignaticn Template
Retirement Template
Rejoin Template

Ceployment Template

Emplacement Template
Please Note

# A new Record Terminator column has been added to the template files. This column must contain the value EOR. Thig is to circumvent Excel Bug which occurs when there are more than 15 records
while saving as Excel.
s Al date entries must be in one of the follawing formats
2 dd MMM yyyy for e.g. 01 Aug 2005
> yyyy/MM/dd for e.g 2005/08/01
+ Remember to save your filles in Excel format

5.9.1.1. Excel Template Flow

To begin with, go to Promotion & Progress = Excel Template.
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A Promotion & Progress

- Mew Appointment

o Mew Cartraet

[ —Hrr
= Lo =i e
« Emplacement —

= Rejoin

= Merit Increment

= Promotion

= Deployment

= Annual Increment
= Change Module

= Progression Impor

| - Excel Template  fes

The System will show the following screen:

Progression Excel Templates

Right click on the link and choose "Save Target As”

New Appointment Template

Cenfirmatien Temelate

Merit Inc. Template

| Uparading Template

. Ercmecticn Template

i Termination Template
Eesignaticn Template
Retirement Termnplate
Reicin Template
Salary Revisicn Template
Ceplovment Template
Emplacement Template

Please Note

# A new Record Terminator column has been added to the template files. This column must contain the value EOR., This is to circumvent Excel Bug which occurs when there are more than 15 records

while saving as Excel,
+ Al date entries must be in one of the follawing formats
o dd MMM yyyy for e.q. 01 Aug 2005
o yyyy/MM/dd for e.g 2005/08/01
# Remember to save your fles in Excel format

Assume that employees’ confirmation records are needed to import. Then click on the Confirmation

Template. The system will prompt the download dialog box.
Click on the Save button to save the excel template.
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New Appointment Template [ S (=0 B0)0 1] (o= Ts} x |
—h"l Confirmatien Templats I
- Do you want to open or save this file?
Merit Inc. Template
Upgrading Template @ j Mame: Confirmation. xls
Prometicn Template H Type: Microsoft Office Excel 57-2003 Worksheet, 13.5B
Terminaticn Template From: localhost
Resignation Template
. Open ] [ Save ] I Cancel
Eetirement Templates
Eeisin Template Always ask befors opening this type of file
Salary Revisicn Template
Deplovment Template l--' ‘While files from the Intemet can be useful, some files can potentialy
hamm your computer. f you do not trust the source, do not open or
Emplacement Template =ave thiz file. Wihiat = e nzk 2

The following save dialog box will appear.
Choose a location to save the template.
Click Save button to save the template.

Save As
Save in: |@ Desktop v O Er
Ty DM*_{ Documents I Excel file
L‘\b ¥ My Computer D) FastStone ¢
My Recent ‘QM}; MNetwork Places IChfor ema hr
Documents IC03_Reading Material IC2IPG file
?-:— IH5 ChMecwWise. e
@ I AdhocQuery Builder [CaMSDN Libre
Desktop I Already run error scripts CANAC
ICHAVG [ChMews Folder
. IC3)CD Image Version 7 (Tarma with SQL 2008 R2 Embedded) [3MNew Folder
‘-j IC3C0 Installer of Version 7 with Embedded ICMew Folder
I Content [Chothers
My Documents I3 Designer I Outlook We
I dictionary CaPayroll Mas
'g_! |5y Documentation L pdf
L I Documentation for Linked Servers 2 Photoshop
My Computer 2 | 2

-

File name:

v [
Microsoft Office Excel 97-2003 Worksheet  |w]

by Metwork Save as bype:

Use this Confirmation excel sheet to fill employee information for confirmation process.
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5.10 Promotion & Progress = Progression Import
This module is to upload progression information via import function.

5.10.1. Definition

Progression Importer

Progress Mo |pGR |HR | | Transaction Date |1?."10."2013 i
Action | Select.., v
Remark
Insert Detail | | |
| Import
Message
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5.10.1.1. Progression Import Flow

To begin with, go to Promotion & Progress > Progression Import

A Promotion & Progress

v Appointment

i

= CartTEr
2 Lo C

Corfrmation

bl [=RELE

The System will show the following screen:

|
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Progression Importer

Progress Mo |PGR |HR | | Transaction Date |1?."10."2013 ':Ej
Action |Select... vl
Rernark
Insert Detail | | |
| Import
Message

Click Action’s list box, and then choose desired progression action.

Assume that the users need to process employee’s confirmation. Then choose “Confirmation” from
the Action field.

Then the Date From and To fields will become visible. Enter Date information in both fields.

Progression Importer

Progress Mo PGR |HR Transaction Date [17/10/2013 it
I-ﬁ-C’EiDI'I Confirmation b

Date From 7ADE03 o T EEmE ]

Circulation Status ||:| [MEW | 0

Remark

Click on the Insert Detail pick-list field to import excel sheet.
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The system will prompt the Upload dialog box to upload.

Click Browse button and choose the confirmation excel sheet that filled with employee
progression. Then click Open button to upload.

Choose File to Upload

Look in: @Desk‘top j <) ¥ = -

.218 @] Free Hotmail @] Microsoft Exchange - O... [ Suggested Sites v & 34 o B8 - dberdralo_en_Us.exe ] HRr
@ cFlatform.NET.Demo - ... | @ Internet Explorer cannot... l& & Alphazawgyi =] Mec
My Recent  GEBackup | Mec
I - concise Oxford Dictonary (Tenth Editon) vec
, = = & s [ Confirmation.xls T NAC

Beipsee X rocuery & 3z = L
+ o = =~ L El cut.bmp TINAC
Desktop i0i | DB2 Database for Linux, UNI<, and Windows1.mht ﬁDWE
Progression Importer . B Debugging ASPX file.zip Fay
J #2 dothetFxa0_Full_x86_x64.exe Blros
I - | iy D - &/ FastStone Capture.exe EﬂPOE
aPlatform.NET o nloade Webpage Dialog oeuments & Free FDF to Word Doc Converter & sens
_— B Freelang Dictionary on the Web Bk sho
~ || Select file to upload: (File will be renamed after upload) g! & FSCapture.exe & 5im
[ W[ Brows=.. || My Computer gEull-N|1EEraI-|f:I;hem\sté3E.lﬂv %SlipIt

T ) oogle Talk Recaived Files slo
e < | >

My Networkc File name: (Corfirmation xis - Open
Places | J I—|

Files of type: [ 1 Files ) -] Caiigel

I
Insert Detail | I‘ |I

Then click on the Upload button to upload excel sheet.

A ePlatform.NET File Uploader -- Webpage Dialog E|
Select file to upload: (File will be renamed after upload)

|C:'-LD|:|cument5 and Settings\User\Desktop!\Confirmation.xls || Erowss... |

Cloze

The selected file filled in the Insert Detail field as follow.
Click on the Import button to import excel sheet.

Insert Detail |2E|131IZ|1?@EZbD?dsl—c14D—45?9—a8cc—18d898td3943@C0nFirmatiun.xls | |
| Import |
Message *

When the record(s) in the excel sheet are successfully uploaded, the system will prompt the following
message in the Message Box.
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Message

1 record(s) have been imported successfully,
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6 Leaving Service

This module allows user to set the last day of service for a group of Employee or specific individuals
(For example, Termination / Vacation of Office/ Death / Retirement / Resignation reasons). It is
important to enter the Last Day of Service and Effective Date as the prorated salary will be
based on both of them.

The Leaving Service consists of the following sub-modules:

........

6.1 Termination
This option allows users to terminate the Employee(s) from the Organization.
6.1.1 Definition

Termination

Pragress Mo |PGR ”\ |2‘ ‘2 Transaction Datel:lﬁ
Action l:l

Praogress Remark

Circulation Status l:l 5]
Created by/On l:l:lj Madified By/On I:I:I |

L 20 |

Employees Routing Officers Routing Status

| || ||1 v” H | |Employee 0] v | " Quick search [ Query Builder Export To Exce

Employee ID [Employee Name Job Family .lc\sseomtment Eost Centre Code  |Organisation Unit Appointment Date  [Extension Period

No. | Field Description

1 Progress No This field display the system generated Run Number of this
document.

2 Transaction Date This field is to capture the date of Created of this
document. Its default value is the system date.

3 Action This field display the system generated action code (TM).

4 Progress Remark This field is to capture the progress remark.
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° Circulation Status This field is to capture the Circulation Status of the

document in the workflow. Help key is provided for user to
select from the existing list.

6.1.2 Termination Flow

To begin with, go to Leaving Service > Termination.

| = Termination |

The system will show the following screen:

Termination

Progress Mo |PGR ||\ |g‘ ‘2 Transaction Datel:lﬁ
Action l:l

Progress Rermark

Circulation Status l:lt)

==

Employees Routing Officers Routing Status

| ” ” 1 & ” H | | Employee ID | GQuick Search ﬂQUBW Buildsr . Export To Exce

Employee ID [Employee Name ltlspeolntment Eost Centre Code Organisation Unit Appointment Date  [Extension Period

Click on the Add button to create a new record. Action code is default as ‘TM’.
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I Addl w Update 3¢ @ search @Query -« » N q Qu

¥ % oy

Termination

Frogress Mo |PGR ||| |g| |g Transaction Date I:I i
Action l:l

Progress Remark

Circulation Status l:la

[ Lo: 210222

Employees Routing Officers Routing Status
1 v Employee ID A V_; Quick Search ﬂ Query Builder Export To Exce

Empluyee ID [Employee Name Job Family Jclgdpzlntment Eust Centre Code  (Organisation Unit Appointment Date  |[Extension Period

Click on the List Employees button to view all active Employees within the Organization. Here, you
may wish to terminate a group of Employee and select Employee and click Close button to terminate
the service.

N e T Y N e S— ) )
HUMAN RESOURCES

,a ePlatform.NET MultiPickList - Webpage Dialog El ion Date [17/10/2013 :NE

A
Crag a column header here ta group by that column —
v Self Help
Key Salary Employee _
~ Promotion & Pr I LUElETE ArTesEne
A Leaving Service
5396 BADINDOO 1 Tammy Leong CED CEO
OEQ-
D 5397 BADINDOOZ  Harry Wong ADMIN- ACC-I
o o [T 1@
i)
+ Retirement CEO-
D 5398 BAOINDOO3 Cindy Lee ADMIMN- | HR-ADMIM _
+ Resignation HR. = | List Employees
- CEOQ-
~ ManPower Rep D 5399 BAD1INOOO4 Po Siew Leng OPER- PRODASST
FRO
~ Claim Master CEO-
- .
. I s400  mMm BADINOOOS  Shugunayan Muthu ADMIN- | HR-ADMIN | "% Quick Search
- S HR.
~ Claim Withdrawf| [] 5406 BADINOOOG  Amy Chan e, SALESCLK
| CUSTSV
~ Claim Histo
v CEQ-
OPER- .
v Claim Administdl (] 5407 BADINODOT  Hong Pao Fao cape. SALESEXEC
—_——— DSALES =
v Claim Report CEO-
—— D 5408 MIM BAOINDOOS  Tan Leng Leng QOPER- PRODEMNG
~ Leave Master F FRO
. CEO- w
e e P . ey P
v Leave Transacy < >
~ Leave Administ
Select aAll | | Clear all | | Clear Search | I Close I - B
v Leave Report
PR | L1 ¥ P S

The selected Employee(s) are added automatically under the Employees Tab.
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Employees Routing Officers Routing Status
1 & Employee ID R V_// GQuick Search

Employee ID |[Employee Name Job Family Em::gint&nt
EAQIMO001 Tamriry Leondg TOP-MGMT CEQ

ﬂ Query Builder Expart Ta Exce

Cost Centre Code Appointment Date  |[Extension Period

010152010 00:00:00

Organisation Unit

Under the Employees Tab, click the Employee record link to set different resignation date for
different individual.

The system will display the following details screen.
Select the New Tab to update the Notice Date, Last Day of Service and Effective Date.

Then click on the Save button to save the record.

+ - b4 % = -« -‘*-———'h-lm Savel ¥y, Cancel ﬂ

Termination Details

Employes |B.¢\D1NDDD? | |H|:|ng Pag Pao |
M Bckion |TM | Prev. Ackion F |
Current New
Organisation Unik |CEo-0PER-SALE5-DSALq 0] arade |1v | D

Job Farnily SALES ) Appointrent Code SALESEXEC o

Appraval |A |g Matice Date ’W‘ e

Period i0.00 | Last day of service 0141172013 |
Effective Date 0211172013 |

Pavroll Made M {(Markhly) [ salary Code GEM [©

Basic Salary |4DDD.DD |2 Cost Centre Code |S.¢'.LES |2

Basic 1 0.0 | MW Amount 0.00 |

Basic 2 0.00 |

Monkhly Salary |4c||:||:|,|j|j | Gross Salary |4|:|c||:|,|:||:| |

Feason Code | |2

Hold Against: Designation:

Job Farrily | | &) Designation | |Q

Appointment | | o Title | |

Progress Remark

Note: Effective date should be one day after the Employee Last day of service.
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Then click on the Exit button to return to the previous page.

o= v Updste € Delete @) Search @gQuery 4 Move Prev ‘g Move Next —y
¥
Termination Details
Employes |BA|:|1ND|:||:|? | |HDng Pag Pac |
Mews Ackion |TM | Prey, Action F |
Current MNew
Organisation Unit |CEQ-OPER.5,QL55-DS,Q|_4 ] Grade |1'.,' |g
Job Farnily |5,c.,|_|-:5 |£ Appaintrent Code |SP.LESE><EC |E
Approval |,|:., |Q Motice Date |E'1."1'3."2'313 i
Period |EI.DD | Last dary of service |Ul."1 1/2013 | bz
Effective Date |c|2||'1 12015 | _;I

Change Circulation Status to one of the following status to proceed:
‘0’ (NEW), ‘1’ (SUBMIT), ‘3> (APPROVED), ‘4’ (REJECT)

Termination

Frogress Mo PR 2 1310000007 2 Transaction Date 17)10/2013 :,._ﬁ
Action

,g ePlatform.NET PickList —- Webpage Dialog

Drag a column header here to group by that column

Progress Remark

]
ICircuIation Status |c| =0 |§) 0 NEW
— 1 SUBMIT
Created by/On |dbo |1?,|'1D,|'2013 ]
3 APPROVED
4 REJECT v
< I >
Employees Routing Officers Routing Status
I:”:“ 1 V” H:l |Emplnyee D |V’ Quick Search
E4C01MO001 Tammy Leong TOP-MEMT

If there is no need to route this progression to other personnel’s approval to approve this, just set the
Circulation Status as ‘3° (APPROVED).

If Circulation Status is set as ‘1” (SUBMIT), then routing officer(s) information needs to be inserted
the Routing Officer Tab to route to the respective recommender or approver (Email will be send to
them respective to seek for their approval).
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Click on the Add New button in the Routing Officers Tab.

Termination

Progress Mo |pGR ||HR |2|lSlDDDDDD? |2 Transaction Date:;j
Action

Progress Remark

Circulation Status ||1 (SLBMIT) |t) I

Crested by,/On doo  [17/10/2013 | Modified By/On [dbo  [17/10/2013 =

Employees Routing Officers Routing Status *

l:“_l 1 v |_“:| Routing Sequence % V.// Quick Search il

Coomgseouence ecpent e

The System will show the following screen:

Set/Edit Routing List

application 1D ; [5DA_TH |
Role I : | |E
Recipient ID ; | D

|
Recipient Mame : | |
Recipient Ermail : |

After setting up the Routing list, click Exit button to go back to main page.

Click on the Save button.

The system will capture the details of the Employee(s) termination. And their salary will be pro-rated
according to their last day of service.

|
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6.2 Vacation of Office
This option allows users to set the vacation of officer for employee(s) in the Organization.
6.2.1 Definition

Vacate Office

Progress Mo |PGR ||| |2| |2 Transaction Date I:I j
Action l:l

Progress Remark

Circulation Status l:l

ki @

Modified By/On l:“:l iz

Employees Routing Officers Routing Status

I_“_I 1w I_“_I Employee ID N V_; Quick Search ﬂ Query Builder Export To Exce

Employee ID Employee MName Job Family Appointment Code Eost Centre Code  |Organisation Unit  |Appointment Date  [Extension Period

6.2.2 Vacation of Office Flow

To begin with, go to Leaving Service > Vacation of Office.

= Termination

I' Vacation of Office I —

- Death

= Retirement

= Resignation

The system will show the following screen:

Vacate Office

Progress Mo |PGR ||| |2| |2 Transaction Date I:I j
Action l:l

Progress Remark

Circulation Status l:l

E @

Modified By/On |:“:| iz

Employees Routing Officers Routing Status

I_“_I 1w I_“_I Employee ID R V_; Quick Search ﬂ Query Builder Export To Exce

Employee ID Employee MName Job Family Appointment Code Eost Centre Code  |Organisation Unit  |Appointment Date  [Extension Period
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Click on the Add button to create a new record. Action code is default as ‘VO’

I Add I W Update 3¢ QSearch FoQuery « » * ﬂ =
’ oy
Progress Mo |PGR ||| |g | |g Transaction Date I:I j
Action I:I

Progress Remark

Circulation Status l:la

==

Employees Routing Officers Routing Status

| ” H 1 v ” ” | | Employee 1D | Quick Search ﬂQUSV’Y Builder . Export To Exce

Employee ID Employee Name Job Family Appointment Code Eost Centre Code  [Organisation Unit  |Appointment Date  |Extension Period

Here, you may wish to terminate a group of employee under this record and set different
resignation date for individual employee. Click on the List Employees button to view all
active employees in the company.

Next, select the desire employee(s).

User Manual | HRIS | Version 1.0 Page 116



‘ I'EHCI.IJIE_-.EW
uman esource
STARVISION INFORMATION TECHNOLOGY (SDA)

L 8l 1 1 _J! 1 ]
,9 ePlatform.NET MultiPickList — Webpage Dialog E| Date ::E
-~

Drag a column header here to group by that column =

Key Salary Employee _
o Alias liame Appointme

~ Self Help

~ Promotion & Pro

A Leaving Service

CEO-

+ Termination 5397 BADIMOOO2  Harry Wang ADMIN- ACCI
FIN

- Vacation of Off
CEO-

- Death [] s53ms BADINOOO3  Cindy Lee ADMIN- HR-ADMIN | V————— .
HR [ [ =
- Retirement
CEO- —
+ Resignation [] 5322 EADINOOO4  Po Siew Leng CPER-  PRODMSSH st Employees

PRO
~ ManPower Repoy CEQ-
|:| 5400 MIMN BAD1MOOOS Shugunayan Muthu ADMIN- HR-ADMIM
~ Claim Master A
CEO- :IY// Quick Search

OPER-

Claim Applicatiorf| [] 5405 BADIMOO0S Amy Chan SALES- SALESCLE

Claim Withdraw 4

<

4

CED-
[ 5407 BAOINOODT  H LEE '
~ Claim History ong Pao Pao SALES- SALESEXEC
P — DSALES
~ Claim Administra CED-
—_— D 5408 MIN BAOIMOOOS  Tan Lengleng QOPER- | PRODENG
~ Claim Report FRO
e — CEO- B
v Leave Master Fild| (] 5409 MIN BADINO0ODS  Ong Ming Chuan ADMIN- HR-ADMIN
HR
i —— b
~ Leave Transactidg (_ | l
~ Leave Administr,
Select All | | Clear All | | Clear Search | I| Close |
v Leave Report

wr Flmarum WA m b mn

The selected Employee(s) are added automatically under the Employees Tab.

Employees Routing Officers Routing Status
I_“_I 1w I_“_I Employee ID R V_/’ Guick Search

ployee ID [Employee Name Appointment Code Cost Centre Code

ﬂQuery Builder Export To Exce

Appointment Date  [Extension Petiod

2001002011 00:

Organisation Unit
A01MO002 Harry Wong EIr FIM CEC-ADMIN-FIMN

Under the Employees tab, click the employee record link to update. The following screen
will be displayed.
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Select the New Tab to update the Notice Date, Last Day of Service and Effective Date.

Yacate Office Details

Emploves [BaniMooio | [Tey siu Mol |
i Mews Action v | Pres, Action CF |
Current MNew
Organisation Unit  [CEC-ADMIN-FIN [E2 Grade i ©
Job Family [F1n |© Appointment Code [acc-Ir |©
Approval |A | n Absent Date ||:|1 H02013 ]
Period [0.00 | Last day of service ||:|1 152013 ]
EFfective Date |23,|‘1 142013 ]
Payroll Mode [ {Manthly) (2] Salary Code == &
Basic Salary 0,00 |© Cost Centre Code [Fim |©
Basic 1 0,00 | MW Amaunk [0.00 |
Basic 2 |E|.E|E| |
Manthly Salary [0.00 | Gross Salary [o.00 |
Designiation | |©
Title | |

Progress Remark

Note: Effective date should be one day after the employee Last day of service.

Click on the Save button to save the record.

i e p 4 % =)

&

- ¥ Cancel *]

Yacate Office Details

Employes EAO1NOO1D | [Tey Siu Moi |

i Mews Ackion [ | Prev, Ackion F |

Then click on the Exit icon to return to the previous page.
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o v Updste 3¢ Delete @) Search @gQuery -« » N

Yacate Office Details

Emplovee [Ea01M000Z | |Harry wong |

Mesw Sckion |-.,-o | Pres, Ackion |c|= |

This created record’s circulation status can be set as ‘0’, ‘1°, ‘3°, ‘4’ depending on the user
who create this progression records wants to do with it.

Yacate Office

Progress Mo |F‘GR ”HR |E |131|:||:||:||:||:||:|3 |2 Transaction Dake j:,,j
Action

,9 ePlatform.NET PickList - Webpage Dialog

Progress Remark,
Drag a column header here to group by that column

oo 8

Circulation Status I 3 [ &PPROWED) ()

Created by/On dbo  |17ioj2013 | NEW
SUBMIT
APPROVED
REJECT E
Employees Routing Officers Routing St | S

DI:I-EIEI Employee ID % Quick search

BAO1MOOO: Harry Wong ACiC-T

If there is no need to route this progression to other personnel’s approval to approve this, just
set the circulation status to ‘3’. However, if there is a need for other personnel’s approval,
set the status to ‘1°.

If circulation status is set to ‘1°, there is a need to entry for the Routing Officer tab to add
the respective recommender or approver (Email will be send to them respective to seek for
their approval).

Click on the Save button.

The system will capture the details of the employee(s) termination. And their salary will be
pro-rated according to their last day of service.
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6.3 Retirement
This option allows users to prepare retirement for Employee(s) in the Organization.

6.3.1 Definition

Progress Mo ‘PGR ” |2| |2 Transaction Date I:l j

Action l:l Retirement Date From | |3T0 | |j

Organisation Unit l:l

Jab Farnily

¢ ¢

Appointrment From Appointrment To

e e e

E—

Progress Remark

Circulation Status l:la

=T

Employees Routing Officers Routing Status
l_“_l 1 % l_“_l Employee ID - Wy Quick Search I Cuery Builder Expott Ta Exce

Empluyee ID :ranmlzyee nppnintment Code Eost Centre Code Organisation Unit  [Appointment Date  |[Extension Period E

6.3.2 Retirement Flow

To begin with, go to Leaving Service > Retirement.

= Termination
Vacation of Office
= Death
| - Retrement | —ente———

* Resignation

The system will show the following screen:

|
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Progress Mo ‘PGR ” |2| |2 Transaction Date l:l ]

Action Retirement Date From | |ETD | |j

]

Organisation Unit

Job Farnily Grade

|

Appointment From Appointment To

|l

Frogress Remark

Circulation Status l:la

H

Employees Routing Officers Routing Status

Employee ID V’ Quick Search ﬂQUEI’Y Builder . Export To Exce

Empluyee I En'||:.|||‘|:yee Appnlntment Code Eost Centre Code Organisation Unit  (Appointment Date  |Extension Period E

Click on the Add button to create a new record.

I Addl w Update 3¢ QSearrh PRQuery -« » L] 'ﬂ Qu

‘4 = v

Progress Mo |pgp ” |2| |2 Transaction Datel:IJ

Action Retirernent Date From | |3TU | |J

]

Organisation Unit

Jaob Family Grade

|
it

Appointment From Appointment To

Progress Rermark

Circulation Status l:la

E==ms

Employees Routing Dfficers Routing Status

Employee ID "2 Quick Search (W Query Builder [2] Expart To Exce

Emplnyee (1] Employee Job Family Appointment Code Eost Centre Code  [Organisation Unit  |Appointment Date  [Extension Period

Define the Retirement Date From and To. Click on the List Employees button to view all Employees
with their retirement dates (fall within the period defined in Section 5.2.3) and the filtering defined at
the Organisation Unit, Job Family, Grade, Appointment From and Appointment To.

|
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O T I —
Retirement
HUMAN RESOURCES | Retremwent |
Progress Mo |pGR ||HR |g| |2 Transaction Date [17/10/2013 =
A . -
~ Employee Profile == Action RT Retirernent Date From 09 M0/2013 wh To 314042099 i I
oy | R
Self Help ePlatform.NET MultiPickList - Webpage Dialog ]
Promotion & Prd| Drad & column header here to group by that column
®
Leaving Service
Employee ID _ Alias Name Appointment | Job F K LIITIIZIITITIIT g
= Termination
Vacation of Off
- Death =
BAOIMODO3 Cindy Lee ADMIN- HR-ADMIN HR
- Retirement HR.
- Resignation CEC-
- BAOINODO4 Po Siew Leng OPER- PRODASST PRAD
PRO
] BAOINODOS Shugunayan Muthu ADMIN- | HR-ADMIMN HR
Claim Master HR List Employees
Claim Applicati e
ain MCa 010 -
PP BAOINODOS Amy Chan g;f;s_ SALESCLK salfs \
Claim Withdraw CusTSY
CEO-
i i long Pao Pao N X E L Quick Seardl
Claim History BADINODO7 Hong Paa P i SMESEXEC  salfs ¢ Quick Search
DSALES
Cost Centre Code
CEQ-
Claim Report BAOQINODOZ Tan Leng Leng E:SR- PRODENG PROD
_ CEO-
Leave Master Fi BAOINODDS Ong Ming Chuan ADMIN- | HR-ADMIN HR
HR.
Leave Transacti cEO-
BAQINOD 10 Tey Siu Mai ADMIM- ACC-II FIM
Leave Administ =iin v
< I >
+ Leave Report
v Payroll Master | | Select All | | Clear All | | Clear Search | | Close

Select Employee and click Close button to retire the service.
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,g ePlatForm.NET MultiPickList - Webpage Dialog

Y (=

Drag a column header here to group by that column

Org
Employee ID Alias Name Unit | Appointment

CEQ-
BADINOOD3 Cindy Lee ADMIN- HR-ADMIN HR.
HR

CE-
BADIMNOOO4 Po Siew Leng OPER.- PRODASST FROD
PRO

CEOQ-
BAO1IMOOOS Shugunayan Muthu ADMIM- HR-ADMIM HR
HR

CEE-
OPER-
SALES-
CUSTSY

CEOQ-
OPER-
SALES-
DSALES

DB
BAO1IMOOOS Tan Leng Leng OPER- PRODENG FROD
PRO

CEOQ-
BAOINOOOS Ong Ming Chuan ADMIM- HR-ADMIM HR
HR

DB
BAOIMNOQ10 Tey Siu Mai ADMIM- ACC-II FiM
FIM

BAOIMOOOS Amny Chan SALESCLE SALES

BADIMOOOY Hong Pao Pao SALESEREC SALES

(£

selact all Clear all Clear Search I Close I+

The selected Employee(s) are added automatically under the Employees Tab.

Employees Routing Officers Routing Status
I [Employee D Yz Quick Search (W Query Buider [2€] Export To Bxce

Job Famil Appointment Code l:ost Centre Code A ointment Date  |Extension Period @
Cindy Lee ADMIN

Under the Employees Tab, click the Employee record link to set different retirement date for
individual Employee.

Then select the New Tab to update the Notice Date, Last Day of Service and Effective Date.
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Retirement Details

Employes [BAD1ND003 | [Cindly Lee |

Mews Ackion ||:-;|' | Prev. Action
Aoe (Year) Ackivity Skakus Optional w | DLOGE. 04/08/1976 _:I

Current New
Crganisation Unit |CEO-,C|,DMIN-HR | D Grade |1 | £
Job Farily |HR | 5 Appaintment Code |HR-P.DMIN | n

Approval o ] Motice Date |c|1 Hoens | E
Effective Date 17H1/2013 ’:EI Last day of service |c|1 M2 3| |':§

Payraol Mode |M {Manthly) |2 Salary Code |GEN |‘_

Basic Salary |2[||:||:|,c||:| |‘_ Cost Centre Code |F'.DMIN |2

Basic 1 ||:|,|:||:| | MW Arnounk |c|,|3|:| |

Basic 2 ||:|,|:||:| |

Manthly Salary |2[||:||:|,c||:| | Gross Salary |2|:||:||:|,|:||:| |

Click on the Save button and
)= - b 4 &% = &« I 1V # Cancel ﬂ
¥

Retirement Details

Employes [BA01ND003 | [Cindy Lee |

Mews Ackion ||:-;|' | Prev. Ackion
Age (Year) Activity Status [ oprignal w | D.0GE. 04/06/1976 =

Click on the Exit button to return to the previous page.

+ w Update € Delete QSEBFd‘l aCuery =5 4 Move Prev g Move Mext iy nﬂ Exit

¥

Retirement Details

Emplavee BAD1NO00G | |Cindy Lee |

Mesw Ackion |p;|' | Pres, Action
Age (Year) fickivity Status 0,06, D4)06/1976 T

User Manual | HRIS | Version 1.0 Page 124



™
Mecllise
Human Resource

STARVISION INFORMATION TECHNOLOGY (SDA)

Change Circulation Status to one of the following status to proceed:
‘0’ (NEW), ‘1’ (SUBMIT), ‘3’ (APPROVED), ‘4’ (REJECT)

Progress Mo PSR 2 1310000009 g Transaction Date 17/10/2013 :I,j
Action Retirernent Date From |09 4002013 HE To [minoszose T

Organisation Unit b
Appointrient From  [0000000000000000{ 2 appointrent To  [zezzzeseerrzrrorl|®

Progress Rernark

,9 ePlatform.NET PickList - Webpage Dialog

Drag & column header here to group by that column

N

i
Circulation Status ID(NEWJ |0| 0 MNEW
- 1 SUBMLT
Created by/On |c|ho |1?;1c|12013 |
3 APPROVED
4 REJECT 2
a9 | >

Employees Routing Officers Routing Status

I:“:I-I:H:I |Em|'-'|°¥"‘-e I V |V-’ Quick Search

BAOIMNOOOS Cll'ld's-' Lee HR HE.-ADMIN AOMIN CEC-ADMIN-HR

If there is no need to route this progression to other personnel’s approval to approve this, just set the
Circulation Status as ‘3’ (APPROVED).

If Circulation Status is set as ‘1’ (SUBMIT), then routing officer(s) information needs to be inserted
the Routing Officer Tab to route to the respective recommender or approver (Email will be send to
them respective to seek for their approval).

Click on the Add New button in the Routing Officers Tab.

Circulation Status 1 (SUBMIT) )
Created by/On [dbo  [17/10/2013 T Modified By/On [dho  [17/10/2013 it
List Employees

Employees Routing Officers Routing Status

| || ||1 v” H:I |Rl:|uting Sequence VH | Quick Search I[%j;.ﬁ.dd Newl ﬂ
ooumosewence Beoper ——— fae |

The System will show the following screen:
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Set/Edit Routing List

application 1D ; [5DA_RT |
Role I : |R.ﬂ-. [Appraval) |g
Recipient ID : |El.ﬂ-.III1 MO005 |g
Recipient MNarme ; |.|:|.mw:,.- Chan |
Recipient Email : |B.ﬁ.IIIlNDDDE@starvisiDnit.cnmx |

After setting up the Routing list, click Exit button to go back to main page.

Click on the Save button to capture the details for the Employee(s) retirement. And their salary will
be pro-rated according to their last day of service.

6.4 Death
This option provides for Leaving Service due to Death of employee(s) from the Company.

6.4.1 Definition

Progress Mo |PGR ||| |2| | Transaction Date I:I j
Action I:I

Progress Remark

Circulation Status l:la

==

Employees Routing Dfficers Routing Status
1 v Employee ID v V_; Guick Search ﬂQuery EBuilder Export To Excel

Employee i ] :r;::.ult]yee Job Family Appointment Code l:ost Centre Code  [Organisation Unit  |Appointment Date  [Extension Period

6.4.2 Death Flow

To begin with, Go to Leaving Service > Death.
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Click on the Add button to create a new record.
I .ﬂ.ddl " LUpdate x QSEEFCh FRQuery — f 7’ N *]

i

Frogress Mo Per || =3 | Transaction Date I:I i
Action I:I

Progress Remark

Circulation Status | |a
Created by/On | || fiend Modified By/ion | ” i
Employees Routing Officers Routing Status

I:”:I-I:”:I | Employee ID V | "2 Quick Search

Empluyee ID En1|:;|:ree Job Family Appointment Code Eust Centre Code

Here, you may wish to terminate a group of employee under this record and set different
resignation date for individual employee. Click on the List Employees button to view all

active employees in the company.

Next, select the desire employee(s).

I —
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R REAR O E
HUMAN RESOURCES

,g ePlatform.NET MultiPickList -- Webpage Dialog

Employee Profile Drag a column header here to group by that column

Key Salary | Employee )
i Alias Name LTS

Self Help

Promeotion & Prog
Leaving Service CER-
5399 BAOINOOO4  Po Siew Leng OPER- PRODASST
- Termination RO
Vacation of Offic LEL-
* Vacanen ot UTMCsl M 5a0g MIN BADINDOOS  Shugunayan Muthu ADMIN- HR-ADMIN l:l fin
H
- Death HR
* Retirement |:| BEER List Employees
5406 BAD1MNOOO0S Amy Chan ~ SALESCLEK
= Resignation v SALES-
CUSTSY
~ ManPower Report (C:JEEF‘:
EEE———— iy BAOINOOD7  Hong Pao Pao 3 ALES‘_ SALESEXEC
~ Claim Master DSALES jY/’ Cuick Search
+ Claim Applicati CEO- Cost Centre Code
aim Applications§ ™ cagg MIN BADOINOOOZ  Tan Leng Leng OPER-  PRODENG
—_— PRO
~ Claim Withdraw An cEO-
—— I:‘ 5409 MIM BAOINDOOS Ong Ming Chuan ADMIN- HR-ADMIN
~ Claim History HR.
-] CEO-
~ Claim Administratif I:‘ 5410 MIM BAOINDO1D  Tey Siu Mai ADMIN- ACC-II
PE— FIMN
~ Claim Report
v Leave Master Fileg
| | ¥
~ Leave Transactiony|— —
v Leave Administraty
| selectan | [ cearanl | | dearsearch | | close ||<—
v Leave Report

Under the Employees tab, click the employee record link to modify.

Employees Routing Officers Routing Status
u 1 v u Employee ID v V,// Cuick Search

Cost Centre Code

[T Query Builder Export To Exce

Appointment Date
20,/10/2010 00:00:00

Drganisation Unit
CEQ-OPER-PRO

Appointment Code
PRODASST

PRODUCTION

The following detail screen will be shown. Click on the New Tab to update.
Enter the Last Day of Service and Effective Date field.
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+ - b 4 % =y = » [ed Save ', Cancel ﬂ
¥
Death Details
Employee [BaD1MDo04 | [P0 Siew Leng |
Mews Ackion |DE | Prew. Ackion F |
Current Mew

Organisation Uit [CEQ-OPER-PRO 2] Grade Iy )
Job Family |PROD |§ Appointment Code |PRODASST |§
Appraval a |E Last day of service ||j1 Hoi2013 | "_:’jT
Effective Date |1 THA2013 | &
Payrall Made M (Marithly) [£5) Salary Code [GEM |
Basic Salary l3500.00 |; Cost Centre Code [PRODUCTION Ig
Basic 1 0,00 |_ MW Amount [0.00 |_
Basic 2 |o.00 |
Maonthly Salary |35|:||:|,|:||:| | Gross Salary |35|:||:|,|:||:| |

Note: Effective date should be one day after the employee Last day of service.
Click on the Save icon and click on the Back icon to return to the previous page.

Change Circulation Status to one of the following status to proceed:
‘0’ (NEW), 1’ (SUBMIT), 3’ (APPROVED), ‘4’ (REJECT)

Progress Mo PR g 1310000010 Transaction Date 170102013 ":,.jﬁ
Actian

,g ePlatform.NET PickList - Webpage Dialog

Progress Remark. Drag a column header here to group by that column

Circulation Status ]

Created byfon dba 17/10/2015 0 MEW
1 SUBMIT
3 APPROVED
4 REJECT

€

Employees Routing Officers Routing Status

l:“:l-l:“:l Employee ID Wz Cuick Search

E&01MNOD04 F'Cl Siewy Leng PROD PRODASST PRODUCTION CEC-OPER-PRO

|A
|l
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If there is no need to route this progression to other personnel’s approval to approve this, just set the
Circulation Status as ‘3’ (APPROVED).

If Circulation Status is set as ‘1’ (SUBMIT), then routing officer(s) information needs to be inserted
the Routing Officer Tab to route to the respective recommender or approver (Email will be send to
them respective to seek for their approval).

Click on the Add New button in the Routing Officers Tab.

Progress Mo |pGR ||HR |£ |1SIDDDDDID | Transaction Date G|
Action

Progress Remark

Circulation Status ||1 (SUBMIT) |§—I

Geasdtyion [ oot |1 Wedhedoyion o i1

List Employees
Employees Routing Officers Routing Status ¢

| || ||1 v” H:I |Ruuting5&quence VH |V./’ Quick Search ﬂ
oungsenence —ecpent e

The System will show the following screen:

Set/Edit Routing List

Application ID |5D.ﬁ._DE |
Role I : |R.ﬂ-. [Appraval) |E
Recipient ID : |El.ﬂ-.III1 MO005 |E
Recipient Mame : |.ﬁ.m~;.-' Chan |
Recipient Email : |BADINDDD6@starvisil:nnit.l:l:umx |

After setting up the Routing list, click Exit button to go back to main page.

Click on the Save button to capture the details for the Employee(s) termination. And their salary will
be pro-rated according to their last day of service.

|
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6.5 Resignation
This option allows you to resign the Employee(s) from the Organization.
6.5.1 Definition

Progress Mo |PGR | |2‘ | Transaction Date l:l |

Action

Organisation Unit
Grade

Job Family

¢ e

Appointrment From

Pragress Rermark

[l

Circulation Status

i)

Employees Routing Officers Routing Status
u 1 v u Employee ID N V_// Quick. Search [ Query Buider Export To Excel

Employee ID [Employee Name Job Family .lc\g‘l:l):intment Eost Centre Code  |Drganisation Unit Appointment Date  [Extension Period

6.5.2 Resignation Flow

To begin with, go to Leaving Service > Resignation.

=
=
A Leaving Service

« Termination

» Yacation of Office
» Death

* Retirement

The system will show the following screen:
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Progress Mo |PGR | |9‘ | Transaction Date l:l ]|

Action

Organisation Unit

Job Family Grade

[CR<IR<

€ e

Bppointrment Frorm Appointrment To

Pragress Rerark

Circulation Status

i T

L)
B Medfediyon [ T ]E@

Created by/On

H

Employees Routing Officers Routing Status
u 1 v u Employee ID Ty Guick Search V7 Query Builder E Export To Excel

Employee ID [Employee Name Job Family Jc\pp:mtment Eost Centre Code  |Drganisation Unit Appointment Date  [Extension Period

Click on the Add button to create a new record.

I Addl v Update 3¢ QSearch FRQuery -« » £ ‘] Query

u* %y

Pragress Mo |pGR | |2‘ ‘ Transaction Datel:lﬁ

Action

Qrganisation Unit

Job Farnily Grade

¢ ¢

L

Appointrment From Appointment To

Frogress Remark

Circulation Status

i)

[l

Employees Routing Dfficers Routing Status
u 1 v u Employee ID - V_// Quick Search [TV Query Builder Export To Excel

Employee ID [Employee Name Job Family Jc\ggzintment Eost Centre Code  |Drganisation Unit Appointment Date  [Extension Period

Click on the List Employees button to view all Employees with their retirement dates (fall within the
period defined in Section 5.2.3) and the filtering defined at the Organisation Unit, Job Family,
Grade, Appointment From and Appointment To.

Select Employee and click Close button to retire the service.
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N —— e S— ) )
HUMAN RESOURCES

). o s |

,g ePlatform.NET, MultiPickList -- Webpage Dialog

v Self Help Drag a column header here to group by that column
v Promotion & Prog Org
Key Sa_larv Employee ID Alias Hame Unit
Field Point Cod
» Leaving Service
" %o )
= Termination x
: CEo- 5 =
= Vacation of Offig 5400 MIM BAQ1IMNOOOS Shugunayan Muthu ADMIN- HR
HR.
- Death
CEQ-
*Retirement W 7] | 546 BADINOOOG  Amy Chan OFR s
- Resignation CUSTSY
ManPower R e
v ManPower Repod] .
PO 7 5407 BAOINDOO7  Hang Pao Pao OPER- op
—_— SALES-
—_— CEQ-
v Claim Application| |:| 5408 MIM BADIMOOGS Tan Leng Leng QOPER- PRC
™ | List Employees
v Claim Withdraw 4 CEQ-
I:‘ 5403 MIM BADIMNOO0OS Ong Ming Chuan ADMIM- HR-
w Claim History AR
-} CEQ- :IV/ Quick S h
i1 Mai - L Quick Seatc
+ Claim Administral I:‘ 5410 MIM BAO1INOO10 Tey Siu Mai éﬁ;‘ﬂll‘l ACE ¥
w Claim Report
v Leave Master Filg
v Leave Transactio
8 3
v Leave Administrg
¥ Leave Report | Select All | | Clear All | | Clear Search | I | Close ||-|1—
v Payroll Master Filf

The selected Employee(s) are added automatically under the Employees Tab.

Routing Officers Routing Status
l_“_l 1w l_“_l Employee ID v Y_// Quick Search [ Query Builder Export To Exce

Employee ID Employee Name Job Family d t Cost Centre Code  |Organisation Unit Appointment Date  [Extension Period
EA01NOO0S Shugunavan Muthu HE HE-ADMIN L A0MIN CEQ-ADMIM-HR 010012010 00:00:00

Under the Employees Tab, click the Employee record link to set different retirement date for
individual Employee.

Then select the New Tab to update the Notice Date, Last Day of Service and Effective Date.

|
User Manual | HRIS | Version 1.0 Page 133



Human Resource

ey 8

STARVISION INFORMATION TECHNOLOGY (SDA)

Resighation Details

Employee BAOINDO10 | [rey Siu Mo |
ew Action [vo | Prev. Action CF |
Current New
Organisation Unit  |CEQ-ADMIN-FIN 5] Grade b )
Job Family Fin 5] Appointment Code  [aCC-I |
Approval |A ]2 Absent Date [01 H02013 ] |
Period 0.00 ] Last day of service 011112013 |3
[ Effective Date 231172013 |55
Payroll Mode M (Monthly) ) Salary Code |GEN )
Basic Salary 0.00 ] Cost Centre Code FIN 5]
Basic 1 .00 | NWC Amount Io.00 |
Basic 2 .00 |
Monthly Salary 0.00 | Gross Salary [o.00 |
Click on the Save button.
+ - HK Dclet &% &Pt 4 » | Savel # Cancel )
M

Resignation Details

Employee [BAIJLMJIJLD | [Tcy Siu Moi ]

hew Action [vo | Prev. Action CF |

Click on the Exit button to return to the previous page.
= v Update I Delete @ Search @Query (7t &

¥
¥
%)
2|

Resignation Details

Employes lBan1n0010 | Tey Siu Moi |

hew Action ) ] Prev. Action CF |

Change Circulation Status to one of the following status to proceed:
‘0’ (NEW), ‘1’ (SUBMIT), ‘3’ (APPROVED), ‘4’ (REJECT)
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Resignation

Progress Mo |pGR | |g|131nnnun11 | Transaction Date ":E
Action

Organisation Unit t)
Scheme of Service » Division Status (o)
Appaintment From  [0000000000000000{ 2 Appointment To  \727z7z7727272272{ 0

Progress Remark

,g ePlatform.NET PickList -- Webpage Dialog

Drag a column header here to group by that column

1
Circulation Status |||:| [MEWY) b
Created by/On |.;||:..3 |17"'."1':'J'2'313 |__,“| odified MEWY

SUBMIT

APPROVED

REIECT

v

Employees Routing Officers Routing Status | >

1 W Employee ID W e Quick Search
Ll I T T | | %

If there is no need to route this progression to other personnel’s approval to approve this, just set the
Circulation Status as ‘3’ (APPROVED).

If Circulation Status is set as ‘1’ (SUBMIT), then routing officer(s) information needs to be inserted
the Routing Officer Tab to route to the respective recommender or approver (Email will be send to
them respective to seek for their approval).

Click on the Add New button in the Routing Officers Tab.

Circulation Status |-1 [SUBMIT] |ﬂ

List Employees

Employees Routing Officers Routing Status

I_“_I 1 v |_“:| Routing Sequence % V_// Quick Search i

Toosngseouence pecpen —————— hoe

The System will show the following screen:
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Set/Edit Routing List

Application 1D ; 5DA_RS |
Role IC |R.-'l'-. [ Approval) |§
Fecipient ID ; |E|,.-J.,|:|1 MOD0E |g
Recipient Mame : |,|:l.m':,-' Chan |
Reecipient Email : |BF'.IZIINDDDE@starvisinnit.cnmx |

After setting up the Routing list, click Exit button to go back to main page.

Click on the Save button. The system will capture the details of the employee(s) resignation.
And their salary will be pro-rated according to their last day of service.

|
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7 Ad-hoc Query / Reports
This section explains how to do Ad-hoc Query and print Reports.
7.1 Ad-hoc Query

This module allows user to view information using ad-hoc queries. There are sub-modules as
follows:

- Employee Queries
- Personnel Record Queries
- Audit Queries

~
Welcome
™
mMecllisc For novices users, please go to "Getting started” menu for step by step guide on usage of the system.
HUMAN RESOURCES
Step by step guide to run payroll in the "How To Do..." menu
a3
~ Training Masters &
o i ' ° L] °
v Training Application Step 1 Step 2 Step 3 Step 4
. Master File Setup Company Detail Setup Employee Profile Setup Run Payroll
~ Training Administration
Go to the "Master File Setup" to After completing the *Master After *Company Details Setup® is When the above staps are
v Event Registration sotup intial master ke first File Setup®, please contiue to completed, go to the *Employse CG R . 0 Sl s R
fill up company details in the Profile Setup” menu to setup Payroll* menu to enter
"Company Details Setup” employee details as per the transaction(s) which are
v Course Evaluation pe v nl i et necessary for the payroll.
~ Training Report
v Personnel Report I
~ Payroll Report
~ Workflow
~ Workflow Administration b
~ utilities
Knowledge Center
The Toolbar Explained
: = Haver tha fcan on the tslbar to leam mars sbaut szch function
Add
o Menu Instructions
¥ Security For Exprisnosd Users, please use the followings spedfic fundtionsl menus for sxpeditious scosss.
Forexample: v

To begin with, go to Adhoc Query. The sub-modules will be shown.

m
=]
(=]
m
(1]
i)
1]
1
A
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Click on any sub-module e.g. Employee Queries and the list of queries in the sub-module will
be shown.

STARVISION INFORMATION TECHNOLOGY (SDA)

Click on the image below to launch query.

™
Mecllisce 1 Employee ECA

HUMAN RESOURCES (Ll Employee Profile Languages

Ll Employee Profile Languages

I Employee Profile Past Awards

| >
eI S ]
'.I_:

~ Training Masters Lk Occurrence

Ll Past Employment

w Training Application Qualificati
ualimcaton

v Training Administration Lk Skill / Competency / Other Type Experience

Wl W
=

~+ Ewent Registration

v Course Evaluation

+ Training Report

~ Personnel Report

~ Payroll Report

v Workflow

~ Workflow Administration

v Utilities

Click on any Query in the list e.g. Past Employment and the Ad-hoc query for List of
Training Application will be shown
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Click on the image below to launch query.

™
Mecllis:e Il Employee ECA
HUMAN RESOURCES ik Employee Profile Languages

Employee Profile Languages

Employee Profile Past Awards

~ Training Masters Occurrence

Past Employment I
~ Training Application

Qualification

* Training Administration Skill / Competency / Other Type Experience

~ Ewent Registration

v Course Evaluation

~ Training Report

v Personnel Report

~ Payroll Report

v Workflow

v Workflow Administration

v Utilities

* Employee Queries

+ eLeave Queries

+ eClaim Queries

+ Training Queries

+ Personal Record Queries

* Progression & Organisation Queries

+ efppraisal Queries

/= Adhoc Query Builder - Windows Internet Explorer

Mecllis

HUMAN RESOURCH

fUEN¢ 4
~ Training Masters
Set Parameters
~ Training Application Employee ID [ Employee -
From ; I® o : 5]

~ Training Administration

Query Results

~ Event Registration

Drag a column header here to group by that column
~ Course Evaluation

Employee " Position Industrial Last Sal Relevant Start
plo D SN Position Compan: End D3
~ Training Report Description pany Type Drawn Experience Date

~ Personnel Report

~ Payroll Report

~ Workflow

<

Worlkflow Administration

<

Utilities

- Employee Queries
+ eleave Queries

+ eClaim Queries

+ Training Queries

+ Personal Recard Queries

- Progression & Organisatior]

[

- eAppraisal Queries —

- Audit Queries

~ Security

|~
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Enter or Select the Employee ID From pick list to Set Parameters.

ﬂ; Adhoc Query Builder - Windows Internet Explorer

Past Employment

EE XM 4

Set Parameters
Employee ID
From

Query Results

Drag a column header here to group by that column

Employee Position Industrial . Last Sal Relevant Start
D Desc =as01 Da
el =l el = e Sl e il i o

63

2
| ™

After entering the Set Parameters, process the Query by clicking the ‘Execute’ icon (circled
above). Data from the Query will be displayed as above.

7.2 Reports
This section explains how to print reports.

To begin with, go to any Report sub-module e.g. Personnel Reports.

A Personnel Report

= Personnel Reparts

Click on the Report sub-module e.g. Personnel Reports and the list of reports in the sub-
module will be shown.
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™
Mecllise I o1,
HUMAN RESOURCES |k 2.
k¥ 03,
|l o4,
Al
— = ]
~ Payroll Master File 5 [ 05.
n |u¥ 06.
~ Payroll Entry iu—l! 07.
]
~ Payroll Processing |uk 08.
k¥ 0,
v Perf Review Master i 10.
v Performance Review [bd 11,
|bd 12,
~ Training Masters 3
¥ 13,
~ Training Application Ll_l} 14.
ki 15,
~ Training Administration 3
|u¥ 16.
~ Event Registration bl 17,
ud
v Course Evaluation L'l: L5
¥ 19,
~ Training Report L'_‘i' 20
# Personnel Report [ 21
|bd 22,
sonnel Repor —_—.
= 5 [k 23
~ Payroll Report u_l} 24,
ki 25
v Workflow
v Workflow Administration
~ Utilities
~ AdHoc Query
v Security
adl

Personnel Reports

Click on the image below to launch report.

[PERD01.5G] List Of Non-Citizen Officers

[PER0O0Z.5G] List Of Staff by Schoaol

[PERO03.5G] Pensionable Officers

[PERO04.5G] Staff Qualification by Appointment - Active
[PERO05.SG] Staff Count by Age, Gender, Marital Status
[PERO0D&.5SG] List of Staff by Medical Code

[PEROO7.5G] Course Summary

[PERO0S.5G] Courses Attended by Employee
[PERD09.5G] Professional Qualification

PERD10.5G] Employee Profile Listing

[PER0O11.5G] Employee Gross Pay

[PERO12.5G] Suggestion Record Card

[PERD13.5G] Occurrence Record Card

[PER014.SG] Establishment List By Appointment Code
[PERO15.5SG] Curriculum Vitae

[PER016.5G] Employees Requiring Crossing of Bar
[PERD17.5G] Service Record Card

[PER0O18.5G] Employees Requiring Security Screening

[PER019.5G] Summary of Training Days by Organisation Unit

. [PERD20.SG] Summary of Training Days by Employee

[PER0OZ1.5G] Monthly Staff Turnover
[PER022.5G] Demographic Analysis by Gender
[PER022.SG] Demoagraphic Analysis by MNationality
[PER024.5G] Birthday Listing Report

[PER025.5G] Disciplinary Action

Click on the process button (circled above) of any Report in the list e.g. Employee Profile
Listing and the Employee Profile Listing will be shown
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/= ePlatform.NET.Demo - BAOL - Windows Internet Explorer

)
@7;:_- localhost ~|[*2][x] [© B

File Edit View Favorites Tools  Help

S Favortes | s ~ & rree romal & -

& ePlatform MET.Demo - BADL B - B8 [l d=h -~ Page v Safety v Took v @

Employee Profile Listing

o
Mecllise Record Selection :

HUMAN RESOURCES

Print All Records ~ Seleck Criteria

Print the Report (Batch Job) [ Click Here |

>
v S

~ Payroll Master File

Report Dutput
~ Payroll Entry

~ Payroll Processing P kL PDF Document.

~ Perf Review Master

[

‘ I

[e] le] [e

~ Performance Review Report Parameters

v Training Masters
From Employes ID

~ Training Application To Employes 1D

~ Training Administration Prink Subreporks (/i)

~ Event Registration

~ Course Evaluation

~ Training Report

4 Personnel Report

- Personnel Reports

~ Payroll Report

~ Workflow

~ workflow Administration

~ utilities

~ AdHoc Query

~ Security

bone =] @ neerne - @ion -

Click the ‘Select Criteria’ and the Query Builder screen will be displayed for you to enter or
select the parameters for printing the report. After entering or selecting the parameters, click
‘OK”.

atform.NET.Demo - BAOL - Windows Internet Explorer (%]

O v [B vtocahoniw s issewet ey SEEx[e P-
L=

Slp Favarites | olg ~ | Free Hotmall & -
(& =FlatForm.HET.Demo - BAD1 5 -8 [ m=h - Page v Safety v Took v (@
Home Help  Logout
Employee Profile Listing
m L -
ECcllUlsE= Record Selectian :
HUMAN RESOURCES
Frink All Records ~ Select Criteria
=
~ payroll Master File 5
i Query Form
~ Payroll Entry H
H @ang O and vot ® smai \

~ Payroll Processing usi To =

Qor Oornet © Not Equai To G B
~ Perf Review Master Employee ID © Graater Than

Tenure of Officer

Regf| Gender © Grester Than Equal To

~ Performance Review Moral Status O e i

Date of Sirth
~ Training Masters Race © Less Than Equal Te

Shift Code O ke
. NS Type

Training Application P, Mode (@

Payrall Mode

~ Training Administration Oz netnui
Omn
v Event Registration O Net1n
~ Course Evaluation
~ Training Report
~ Personnel Report
- Personnel Reports
~ Payroll Report
~ Workflow
~ Workflow Administration
~ Utilities
~ AdHoc Query
~ Security
Done E1 € Internst & v w100 -

Enter or select the ‘Report Parameters’ and enter the parameters for printing the report. After
entering or selecting the parameters, click the ‘Click Here’ button. The report will be printed.
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