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1.

BEFORE YOU BEGIN

TRADEMARK AND LICENSES

goTNA is a registered trademark and you may use this product subject to the terms and conditions
by Strategic Corporate Alliance Sdn Bhd.

The goTNA software included within this product is subject to Software End User License Agreement
(EULA) which is signed upon purchase of the software.

Please visit our website at www.gotna.com or contact our commercial representative for further
information.

2. SYSTEM ACCESS MODE
The system is accessible through three different modes:
No | Mode Remark
1. HR Access This access is limited to HR only. Each user that can have
Suggested link: access to this mode should be assigned with unique
http://www.website.com/hr Username to access the system.
Note: the actual link may be
different depending on the However, HR may at its own discretion create user access
installation. to non-HR employees for the purpose of delegating tasks.
The HR access however is not designed to be accessible by
non-HR employees.
2. Employee Access This access is dedicated to all employees in the
Suggested link: organization. Each employee that can have access to this
http://www.website.com/staff mode should be assigned with unique Username to access
Note: the actual link may be the system.
different depending on the
installation.
3. Training Provider Access This access is dedicated to all registered training providers

Suggested link:
http://www.website.com/trainer
Note: the actual link may be
different depending on the
installation.

for the organization. Each training provider that can have
access to this mode should be assigned with unique
Username to access the system.



http://www.gotna.com/
http://www.website.com/hr
http://www.website.com/staff
http://www.website.com/trainer
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3. INTRODUCTION TO GOTNA CYCLE

|

Stages in goTNA

goTNA comprises of five TNA cycles. Each cycle will have its own features and
function and the cycles are dependent on each other. The cycles are as follow:
o Identify

o Analyze
o Execute

e Monitor

Identify Stage

Identify Stage

Execute Design

The identify stage is where every employee is defined and developed in the
system. This stage will allow organizations to acquire, gather and keep a
comprehensive information about an employee.

=

Monitor

Analyze Stage

The analyze stage is where organization can gather information for the purpose
of making analysis. Some portion of the gathering information for the purpose
of analysis is already been done in the identify stage. This analysis can then be
used to determine what the most relevant trainings for each employee are.

Design Stage

Identify

Analyze

Execute

'

Design

Design Stage

The design stage is where a training need is accessed and identified. Each
employee will then be assigned with relevant training program based on their
competency level as well as organization’s direction at any given period. The
most important outcome in this stage is Training Calendar.

Identify

Execute Stage

Analyze

. Design

Execute Stage

Execute stage is where each training program which was planned earlier. All
the pre-training activities and immediate post-training activities are carried out
during this stage.

Monitor Stage

Identify
E,eCUXe

|E

Monitor Stage

Monitor stage is where the effectiveness and level of the competencies of the
affected employees are monitored and assessed. This will give room to prepare
for further development of each employee.
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goTNA Competency Management

Employee  Employment  Employee  Performance Training Suggested Training
Profile Expectation  Assessment Gap Analysis Area Remediation  Efficiency

Emplovment Key Resuilt
Information
Area

Employment
History

Training

Expected Rahr\g

Actual Weightage
»upenor

Participant

Training
Content

g .

Our solution — the goTNA system is designed and built around the Training Need Analysis environment
which addresses employee competency development. The highlights of these components are:

I"riw.xrr.'

Education
History

ﬁlll
SIOCE

1. Employee Profile — this will include Employment Information, Employment History, Education
History and Training History

2. Employment Expectation — the ability to track how employee should perform using any
combination of Key Result Area (KRA), Key Performance Indicator (KPI) and/or Job Description
(D)

3. Employee Assessment — The ability to perform assessment based on existing Employee
Expectation on-the-fly or using custom built assessment questionnaire targeted to Self, Peer,
Superior and Subordinate

4. Performance Gap Analysis — The ability to evaluate and analyze Performance Gap based on
Expected Performance and Actual Performance

5. Training Area — A mechanism used by the system to systematically and automatically suggest
specific training program whenever an employee encounter specific performance problem
which will allow any organization to develop training calendar tailored to specific employee.

6. Suggested Remediation — the ability to automatically suggest the specific training program for
any performance problem.

7. Training Efficiency — the ability to track and monitor efficiency of training program based on
Training Assessment on Participant, Content, Trainer and Training Material.
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4. SYSTEM NAVIGATION

HR ACCESS MODE

User Information

Welcome:

System Administrator (admin)
Fole: admin, HR Data Entry
Email: hri@sca-insan.com

This information will be shown once an user login to the system.

Top Menu
HOME PROFILE TNA REPORT ADMIN LoGouT [ ]

The Top Menu is the main navigation for this system. The item in this area will be shown based on the
access level for the user. Click any of the menu will change the item in the Left Menu.

Bottom Menu

HOME | PROFILE | TM& | REPORT | ADMIN | LOGOUT
Copyright @ 2009 Strategic Corporate Allance Sdn Bhd ] Wisit us at wewew.gotna.comn | Privacy Motice | Conditions of Use

The Bottom Menu is the same as the Top Menu. However, there are additional links at the Bottom
Menu which is reserved by Strategic Corporate Alliance.

Left Menu - Home

' Home

This is the default Left Menu. Click Home Top Menu will show this Left Menu.
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Left Menu - Profile

* Profile Home
o Employee

* Division

o Department
o Team

P Employvee Feedback

This menu is dedicated to Profile related features. Click Profile Top Menu will show this Left Menu.

Left Menu - TNA

* TMA Home

P Key Result Area

o Key Performance Indicator
FooJob Designation

o Job Description

o Job Description Category
vooAssessment Schedule
FooAzsessment Template

o hlaster Training

o Master Training Calendar
b Training Reguest

oo Training Area Map

oo Training Provider

This menu is dedicated to TNA related features. Click TNA Top Menu will show this Left Menu.
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Left Menu - Report

' Feport Houne
' Transaction History
v Login Histary

F Report Listing

This menu is dedicated to Report related features. Click Report Top Menu will show this Left Menu.

Left Menu - Admin

* Admin Home

o iZhanoe Passwaord

b Bystern Configuration
P Lger Group Access

ko Bystemn Setting

This menu is dedicated to Admin related features. Click Admin Top Menu will show this Left Menu.

Change Theme Menu

() CHANGE THEME

Gold bl

Theme can be changed at any point by selecting any one of the drop-down option. See the Change
Theme section at the end of this document for further information.
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Submenu - Employee Menu

Basic Information | Employment | Education | Resume | Document
Training Histery | Training List| Training Calendar | Training Request
Inbox | Subordinate | Peer| Assessment Result
Job Description | Key Result Area| Key Performance Indicator
SuspendTerminate | Reset Password | Login History | Transaction History

EMPLOYEE

MENLU

Employee Menu will be shown when the system displays information related to selected employee. With
this, user can then navigate to other information or function related to the selected employee.

Submenu - Division Menu

DMISION Division Detail |Employee Association

MENU

Division Menu will be shown when the system displays information related to selected division. With this,
user can then navigate to other information or function related to the selected division.

Submenu - Department Menu

DEP;';;"JE"T Department Detail | Employee Association

Department Menu will be shown when the system displays information related to selected department.
With this, user can then navigate to other information or function related to the selected department.

Submenu - Team Menu

TEAM

T Team Detail | Team Member | Key Result Area | Key Performance Indicator

Team Menu will be shown when the system displays information related to selected team. With this, user
can then navigate to other information or function related to the selected team.

Submenu - KRA Menu

KRA KRA Details | KRA Component | KRA Value | KRA Element
MENU KRA Associated Employees

KRA Menu will be shown when the system displays information related to selected KRA. With this, user
can then navigate to other information or function related to the selected KRA.
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Submenu - KPI Menu

KPI Key Performance Indicator | KPI Groups | KPI Items
MENU KPl Associated Employee

KPI Menu will be shown when the system displays information related to selected KPI. With this, user can
then navigate to other information or function related to the selected KPI.

Submenu - Job Designation Menu

JOB

DESIGNATION Job Designation | Job Description | JD Associated Employee

MENLU

Job Designation Menu will be shown when the system displays information related to selected Job
Designation. With this, user can then navigate to other information or function related to the selected Job
Designation.

Submenu - JD Category Menu

D cr:gﬁg““" Category Detail | Job Description Association

JD Category Menu will be shown when the system displays information related to selected JD Category.
With this, user can then navigate to other information or function related to the selected JD Category.

Submenu - Job Description Menu

108 Master Job Description | Job Designation Association
DESCRIPTION =19
MENU Employee Association

Job Description Menu will be shown when the system displays information related to selected Job
Description. With this, user can then navigate to other information or function related to the selected Job
Description.

Submenu - Assessment Template Menu

ASSESSMENT Assessment Details | Question Segments
TEMPLATE -
MENU Guestions | Schedule

Assessment Template Menu will be shown when the system displays information related to selected
Assessment Template. With this, user can then navigate to other information or function related to the
selected Assessment Template.
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Submenu - Assessment Menu

ASSESSMENT Schedule Details | Assessment Details | Segment | Guestionnaire

MENLU Participant & Target| Notification | Results | Summary

Assessment Menu will be shown when the system displays information related to selected Assessment.
With this, user can then navigate to other information or function related to the selected Assessment.

Submenu - Training Menu

TRAINING

MENU

Training Menu will be shown when the system displays information related to selected Training. With this,
user can then navigate to other information or function related to the selected Training.

Submenu - Training Area Menu

TRAINING Training Area Details | Training Program Association

JD Association | KRA Association | KPl Association | Assessment Association

AREA
MENU

Training Area Menu will be shown when the system displays information related to selected Training
Area. With this, user can then navigate to other information or function related to the selected Training
Area.

Submenu - Training Provider Menu

TRAINING
PROVIDER
MENLU

Company Detail | Trainer | Course Offering

SuspendTerminate | Reset Password | Login History | Transaction History

Training Provider Menu will be shown when the system displays information related to selected Training
Provider. With this, user can then navigate to other information or function related to the selected
Training Provider.
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5. COMMON SCREEN
POP-UP EMPLOYEE

The pop-up employee is shown whenever the button is clicked.

Search Employee by: (shows first 50 recaords onl

i
|

Employves ID Full Marne : i
|

No. (Full Name Employee ID Dept |
KAMAL BIN MOHAMAD k1647 100 i
Marhaen bt. Moharnad Nor K1652 100

Siti Muratikah bt. Mohd Ahkuan 1627 100 !
_______________________ P [ (R 1)

The screen shows the pop-up to search and select existing employee. Enter the following information to
search:

e Employee ID — enter partial or complete

e Full Name — enter partial of complete

e Dept — enter partial or complete Department Code

Click go or press Enter to search. Once the target employee is found click on the employee link to make
the selection.

POP-UP CALENDAR

The pop-up calendar is shown whenever the button is clicked.

(<] [ Mov v [2009 +|[5]

Su Mo Tu We Th Fr Sa
1 2 2 4 5 a6 7
2 9 10 11 12 13 14
15 16 17 18 19 20 Z1
22 23 24 25 26 27 28
289 20 1 2 3 4 &5

Today : 27 Dec 2009

The above screen shows the Calendar pop-up. Jump through the calendar using the navigation available
at the top. Once the desired date is found, click on the date to make selection.
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6. EMPLOYEE

Employee is the heart of Training Need Analysis. The system provides comprehensive information and

function regarding employee.

EMPLOYEE MENU

Basic Information | Employment | Education | Resume | Document

EMPLOYEE

MENU

Training Histery | Training List| Training Calendar | Training Request
Inbox | Subordinate |[Peer|Assessment Result

Job Description | Key Result Area | Key Performance Indicator
SuspendTerminate | Reset Password | Login History | Transaction History

Employee Menu will be shown when the system displays information related to selected employee. With
this, user can then navigate to other information or function related to the selected employee.

EMPLOYEE INFORMATION

Designation . Operator

Mohile : 0191001000
Gender: Lelaki

Reporting Line: KOB5S

Mame : Karmal Bin Safar

Title : J29 - PEMBAMTL TEKMIK, © Corparate
S UMIT KEJURLITERAAR At
: Mahd Maaroff b Mahd Yusoff

© Sample Sales Team 1, Sample

KRA: Sample Caontract Employees
KPI: Sample Sales Executive

- kamal@baitulummah.com
- Melayu

Customer Sendce 1

The Employee Information will be shown when the system displays information related to selected

employee. The information:

¢ Name — Employee Full Name
Employee ID — The Employee ID
Title — Employee Title
Division — Employee Division

KRA — Employee KRA
Report To — Employee Superior
KPI — Employee KPI

team

Mobile — Employee Mobile Number
Email — Employee Email ID
Gender — Employee Gender

Ethnic — Employee Ethnic

Designation — Employee Job Designation
Department — Employee Department

Team — The Team that the employee belongs to. One employee can belong to more than one

To change the listed information, go to Employee Menu > Basic Information.

SEARCH
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e Profile > Employee

Employee Listing

® Employee Listing

Add Employee

Search result limitto 100 Fage 1 of4
Mo Full Mame: Employee IO ReportTo:  Dept  Email
1 KAMAL ARIF MAZ BIN MASNAN SCADTET HR karnal@baitulurmmah.com
2  RIDZUAN AZIZ SCADTON SCANE HF: ridzuanig@baitulummah.cam
3 HADY DZAHIR SCASR1145 SCADTAT ADM  kamalarifmaz@omail.com
4 BERRETMAOHAIAND SCAL000 SCAST1E  ADM
5 KAMAL BIN MOHAMAD SCABEE SCADTO021T HR kamal@haitulummah.org
LA FAHMIARDUL ________________________ SCATRR ____ SCANAT_ __ADM_____________ s

The screen show the list of employees already registered in the system. Click the Search Bar to show the
Search Form as show below.

The listing shows:

e Full Name
Employee ID
Report To
Department
Email

Search Employee

I— __________________________________________________________________________________ I'__.i'_—':
! 1
! 1
! 1
1 . .
i Enter the search criteria below. |
1
! Employee 10 Employvee Mame : |
1
| Mew 1 Mo Department: | Please Choose w !
| Job Group: [ Pleaze Chooze w #of recards: | 100 records w H Search ] |
! 1
1 1
G a

The screen show the Search Form to search employee. The search can be done by using either one or
combination of the following fields:
e Employee ID — enter partial or full Employee ID
Employee Name — enter partial or full Employee Name
New IC No — enter partial or full New IC No
Department — select either one or leave unselected
Job Group — select either one or leave unselected
# of records — change to desired number of records or leave as default value — 100 records

Click Search button to show the search result. Refer to Employee Listing section for search result.




User Manual LIS

ADD EMPLOYEE

e Profile > Employee > Add Employee

Add Employee

__________________________________________________________________________________________

® Add Employee

Employment Infformation

1

1

1

1

1

|

Report To: | Division: | Plesse Choose v| i
Errnployes 10: Departrment: | Please Choose v| i
[KFA; | Please Choose v Job Designation: | Flease Choose " | |

KPI: | Pleaze Choose hd |

Employes ID: Fassuard: 12354 |
Full Mame: Izer Mame: |
Mew I Mumber: Qld 1Z Mumber: i
Title: | Please Choose W Ethnicity: | Please Choose ~ |
Hationality: | Malaysia w Gender: | Pleaze Chooze b |
Birth Date: W Ernail: i
Mobile Phone Mo: Home Phone Mo: |
Office Phane Mo: Fax Mo: i
Home Address:; Zorrespondance Address; |
:

1

1

1

1

|

State: | Pleaze Chooze W State: | Pleaze Chooze w i

Caountry: | Malaysia w Country | Malaysia w |

1

1

1

1

1

1

The screen show the add employee form. Enter the following information:

Report To — click the =] button to search existing employee. A pop-up will be displayed to
search and select existing employee. Refer below. Once an employee is selected, the appropriate
Full Name and Employee ID will be displayed.

Division — Select existing Division or leave unselected.

Department — Select existing Department or leave unselected.

KRA — Select existing KRA or leave unselected. Once KRA is assigned, the Employee Key Result
Area will be visible. Refer to Employee Menu > Key Result Area.

Department — Select existing Department or leave unselected.

KPI — Select existing KPI or leave unselected. Once KPI is assigned, the Employee Key
Performance Indicator will be visible. Refer to Employee Menu > Key Performance Indicator.
Job Designation — Select existing Job Designation or leave unselected. Once Job Designation is
assigned, the Employee Job Description will be visible. Refer to Employee Menu > Job
Description.

Employee ID — enter a unique Employee ID

Password — the default password will be shown and can be reset later

Full Name — enter Full Name of the employee
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¢ User Name — enter unique User Name for the employee which will be used as authentication
during login

New IC Number — enter a unique New IC Number

Old IC Number — enter Old IC Number or leave blank

Title — select the existing Title or leave unselected

Ethnicity — select the existing Ethnicity or leave unselected

Nationality — select the existing Nationality or leave unselected

Gender — select the existing Gender or leave unselected

Birthdate — click on the button to show the Calendar Pop-up and to make date selection
Email — enter Email address or leave blank

Mobile Phone Number — enter Mobile Phone Number or leave blank

Home Phone Number — enter Home Phone Number or leave blank

Office Phone — enter Office Phone or leave blank

Fax — enter Fax or leave blank

Home Address and Correspondance Address — enter Home Address and Correspondance Address
or leave blank. Use the same as home button to make the Correspondance Address same as
Home Address.

¢ State and Country — select the State and Country or leave unselected

Click the Add button to add the employee and click the Cancel button to go back to previous screen.
DELETE EMPLOYEE
Please note that the employee is not allowed to be deleted.

UPDATE EMPLOYEE

e Profile > Employee > Employee Name
e Employee Menu > Basic Information
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Edit Employee

Employment Information

[ Update ][ Cancel ]

| |
1 1
1 . S 1
: Report T0: [rpzian A7 | Division: | Corporate v| :
| Emploves 10 | SCan1 02 Departrnent: | Human Resource vl |
1
i kRA | High Management W Joh Designatinn:|akauman1 v| !
! KP: | Plesse Choose v |
| Emplovee ID: |SCABEE Password: |
1
i Full Mame: [KamaL BN MOHAMAD User Narme: kamala |
' Mew I Mumber. |7777 Old IC Mumber: 7777 i
1
i Occupation: Ethnicity: | Malay vl o
! Mationality: | Malayzia w Gender: | Male w0
| Birth Date: i Email: |kamal@kaitulummah org |
1 1
| Maobile Phone Mo Home Phone Mo |
1
| Office Phanhe Mo; Fax Mo :
1
| Hore Address: Correspondance Address: |
: =
i i
1 1
1 1
1 1
1 1
1 1
| State: | Please Choose - State: | Pleaze Choose v| |
1
| Country; | Malaysia v Country: | Malaysia vl o
| i
1 1
1 1

Refer to the Add Employee function for reference of the field. Click the Update button to update the
employee information or Cancel button to go to previous screen.

EMPLOYMENT

Employment History provides a comprehensive reference on the employee’s employment history.

e Employee Menu > Employment

e Employee Menu > Employment > Add Employment History

e Employee Menu > Employment > Upload Employment Documents
e Employee Menu > Employment > Employer Name

e Employee Menu > Employment > Delete Employment History

e Employee Menu > Employment > Delete Document

e Employee Menu > Employment > Document Name
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Employement History

Add Employment History | Upload Employment Documents

Mo Employer: Start Date ;Duration Experience: Actian:
mithy:

1 Mesiniaga Berhad 12 .Jan 2Years Annlication Developer, Solution Architect, Dalate
2009 Froject Manager

2 Precision Portal Sdn BEhd 12 Jan 2Years Pre-sales, Project Management Delete
2009

Sdn Bhd 2009

4 Baitulummah Holdings Sdn Bhd 01 Jan 24 Pre-sales engineer Delete

194949 Project management

Salution Architech

Employment Documents
Mo Mame: Category: Create Date . Rermark: Action:
1 test.doc employment 0F Cct2009 07:10:56 PM Delate

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
|
1
! 3 Strategic Corporate Alliance 12 Jan A maonths Application Development, Project Management Delate
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

The screen shows the list of employment history. It also shows the list of the uploaded documents
related to the employment.

Add Employment History

Employment History
Empln\,fer:| | Experience:

Start Date:| |

Duration (mith); | |

The screen shows the Add Employment History form. Enter the following information:
e Employer — enter the full name of the employer and this is usually a company name

Start Date — click on the button to show the Calendar Pop-up and to make date selection
Duration — enter the duration of the employment with the employer
¢ Experience — enter the detail of the experience during employment
Click the Create button to create the employment history or Cancel button to go to the previous screen.

Edit Employment History

Employment History
Employer: |Slrategic Cotparste Alisnce Scn Bhod | Experience: Web Developer

Start Late: 4 pec 2008 |

Duration (mth): |3 |

[ Updlate ” Cancel ]
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Refer to the Add Employment History function for reference of the field. Click the Update button to
update the employment information or Cancel button to go to previous screen.

Delete Employment History

The page at

e Are you sure you want to delete this record?

[ ok | [ Cancel ]

Click on the Delete link from the Employment History Listing. Click OK button to continue to delete. Click
Cancel button to cancel the delete.

Upload Employment Documents

Refer to Employee Menu > Document > Upload Document section for further information.

Edit Employment Document
Refer to Employee Menu > Document > Edit Document section for further information.
View Employment Document

Refer to Employee Menu > Document > View Document section for further information.

Delete Employment Document

Refer to Employee Menu > Document > Delete section for further information.

EDUCATION

Education History provides a comprehensive reference on the employee’s education history.

e Employee Menu > Education

e Employee Menu > Education > Add Employment History

e Employee Menu > Education > Upload Employment Documents
e Employee Menu > Education > Employer Name

e Employee Menu > Education > Delete Employment History

e Employee Menu > Education > Delete Document

e Employee Menu > Education > Document Name
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Educational History

__________________________________________________________________________________________

Add Education History | Upload Educational Documents

1 1
1 1
1 1
1 1
1 1
1

! Mo: Education Center: Vear ResultRemark: Actian: i
| : I
1 1
. 1 Sekolah Menengah Kebangsaan Bagan 1591 A ketua Kelas Delate .
. Terap Ketua Pengawas !
| Pelajar Terbaik Tingkatan 3 !
| 2 University of Oklahoma 1998 275 Incomplete Delete |
| 3 PPP/ATM Shah Alam 1987 2.75 2 vears preparation for student learning Deleta |
| OVEFSER, !
1 1
| Educational Docurnents |
1 1
| Mo: Mame: Category:  Create Date : Remark: Action: |
1 1
. 1 New Microsoft Office Word Document.docx education 27 Jul 2009 03:07:24 PM Delete '

The screen shows the list of education history. It also shows the list of the uploaded documents related
to the education.

Add Education History

Education History
Education Center:| | Rermark;

Start‘r’ear:| |

5cureiGradeIResult| |

The screen shows the Add Education History form. Enter the following information:
e Education Center — enter the Education Center for the employee. This usually is the school,
college or university.
Start Year — enter the year the employee started entering the Education Center
Score/Grade/Result — enter the final result upon exiting the Education Center
e Remark — enter more information or leave it blank

Click the Create button to create the education history or Cancel button to go to the previous screen.

Edit Education History

__________________________________________________________________________________________

Education History
Education Center: |University of Cklahoma | Remark: incomplete

Start vear: |1993 |

Final Result[275 |

[ Update H Cancel ]
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Refer to the Add Education History function for reference of the field. Click the Update button to update
the education information or Cancel button to go to previous screen.

Delete Education History

e Are you sure you want to delete this record?

[ ok | [ Cancel ]

Click on the Delete link from the Education History Listing. Click OK button to continue to delete. Click
Cancel button to cancel the delete.

Upload Education Documents

Refer to Employee Menu > Document > Upload Document section for further information.
Edit Education Document

Refer to Employee Menu > Document > Edit Document section for further information.
View Education Document

Refer to Employee Menu > Document > View Document section for further information.
Delete Education Document

Refer to Employee Menu > Document > Delete section for further information.

RESUME

e Employee Menu > Resume

e Employee Menu > Resume > Upload Resume
e Employee Menu > Resume > Delete

e Employee Menu > Resume > Document Name

Resume

The list shows the uploaded document related to resume. Refer to Employee Menu > Document section
for further information.

Upload Resume

Refer to Employee Menu > Document > Upload Document section for further information.
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Edit Resume

Refer to Employee Menu > Document > Edit Document section for further information.

View Resume

Refer to Employee Menu > Document > View Document section for further information.

Delete Resume

Refer to Employee Menu > Document > Delete section for further information.

DOCUMENT

e Employee Menu > Document
e Employee Menu > Document > Upload Documents
e Employee Menu > Document > Delete

e Employee Menu > Document > Document Name

Document Listing

Upload Documents

1
1 1
1 1
1 1
| i
| Mo Mame: Category. Create Date : Remark: Action: |
1
i 1 New Microsoft Office Word Document.docx  education 27 Jul 2009 03:07:24 P Delete !
' 2 Resume 2003.doc resume 14 Dec 2008 04:12:34 PM Resume 2008 Delete |
! 3 malel.jpy photo 05 0ct2009 101016 PM FPhoto Delete |
' 4 Time Management.pdf training 07 ©ct200905:10:08 PM test Delete |
I 5 sekeolah.doc¢ training 07 Oct 2009 07:10:54 P Deleta |
The screen shows the list of documents for selected employee.
Upload Document
—_— s s H
| Add Document !
i File: |[ Browse.. ] |
' Category: | Please Choose v| Rernark: i
! 1
L Marne: | !
| |
! 1
1
| [ Upload ” Cancel ] i
L e o o o e e e e e e = a

The screen shows the the Upload Document form. Enter the following information:
¢ File — Click on the Browse button and a pop-up window will be shown to browse and select a file
to upload
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e Category — select either Employment, Education, Resume, Profile Photo or Training. If the upload
is coming from employment section, the Employment is pre-selected. If the upload is coming
from education section, Education is pre-selected. If the upload is coming from resume section,
Resume is pre-selected. To change the profile photo of the employee, select Profile Photo.

¢ Name - enter the document name as reference

e Remark — enter remark or leave blank

Click Upload button to upload the document or Cancel button to go back to previous screen.

File Upload ?X]
(2} Desktop v‘ (€ J5 B N

Y aE} My Documents

% ‘) 'j My Computer
My Recent ‘gMy Metwork Places
Documents () deskrop

— (=) ireference.txt:
= reference,bxt:

Look in:

Desktop

)

My Documents

59

My Computer
‘y} File name: ‘ reference. tat v/
My Network  Files of type: | Al Files 7|

The screen shows the Browse function to browse for a file to upload. Once the file is found, click on the
file name and click Open button to select and close the window.

Edit Document

The document is not allowed to be updated. However, the document can be deleted and the latest
version can be uploaded.

View Document
Click on the document name from the Document Listing and the system will prompt to save or view the

document. For some clients, the system will not ask for confirmation and the document will be opened
automatically.
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Delete Document

e Are you sure you want to delete this record?

l OK J [ Cancel ]

Click on the delete link in the file listing to delete the file. A pop-up window will be shown as above to
confirm the delete process. Click OK button to confirm the delete and Cancel button to cancel the
delete.

TRAINING HISTORY

Training History provides a mechanism to maintain the historical training records. Ideally, the historical
training records are:

e The trainings that was attended in prior employment

e The trainings that is kept as a reference only

e Employee Menu > Training History

e Employee Menu > Training History > Add Training History

e Employee Menu > Training History > Edit Training History

e Employee Menu > Training History > Delete Training History

Training History Listing

Add Training History

1 1
1 1
1 1
1 1
1 1
1 1
| Mo Code Course Title Course Description: Drate: Action: |
i 1 PSCO01 Fenguruzan Cemerlang Fengurusan Cemerlangs 19 Qct 2008 - 21 Qct 2008 Dalate i
2 PSC002  Peningkatan Mutu Feningkatan Mutu Kerjaya 13 May 2009 - 18 May 2008 Delete |
I3 PSCO003  Team Building Team Building Training 19.Jul 2008 - 21 Jul 2008 Delete |
I 4 PSC004 Baskethall Camp Baskethall Camp 06 dar 2009 - 09 Mar 2009 Delate |
1 5 PSCB002 FPersonal Confidence Builders Interpersonal SkKills 07 Oct2009-15 Oct 2009 Delete |

The screen shows the list of training history.
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Add Training History

Course Cude:| | Course Description;
Course Title:| |

Start Date:| |
End Date:| |

1
1
1
1
1
1
1
1
1
1
1
1
|
1
Certification: | | !
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

Training Hnurs:| |

Training History

anaticun:|

Provider:

Fea:

The screen shows the Add Training History form. Enter the following information:

Course Code — enter the Course Code as provided by the Training Provider
Course Title — enter the title of the training

Start Date and End Date — click on the button to select the appropriate Start Date and End
Date

Certification — enter the Certification Name if any or leave blank

Location — enter the location of the training

Provider — enter the Training Provider name

Fee — enter the Fee Amount

Training Hours — enter the number of hours for the training (1 day equals to 8 hours)

Course Description — enter the Course Description if any or leave blank

Click the Create button to create the training history or Cancel button to go back to previous screen.

Edit Training History

Course Title: |Pengurusan Cemerlang |

Start Date:|19001 p— |

1

1

1

1

1

1

1

1

1

1

|

| :

: End Date: 51 oct 2008 |
! Certiﬂcation:| |
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

Training Hours: |2 |

Training History
Course Code: |pscom | Course Descriplion: | Pengurusan Cemerlanss

Location: |Sunwa\f Pyramid, Subang Jaya |

Provider: |strategic Corporate Aliance
Fee:|o

[ Update ” Cancel ]

Refer to the Add Training History function for reference of the field. Click the Update button to update
the training information or Cancel button to go to previous screen.
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Delete Training History

e Are you sure you want to delete this record?

l OK ,] [ Cancel ]

Click on the Delete link in the Training History Listing and the system will prompt to confirm the delete
process. Click OK button to delete the record or Cancel to cancel the delete process.

TRAINING LIST

Training list indicates the list of training programs for which the selected employee become participant.

Employee Menu > Training List

Employee Menu > Training List > Add Training
Employee Menu > Training List > Edit Training
Employee Menu > Training List > Delete Training

Training List

__________________________________________________________________________________________

Add Training
Mo: Code: Course: Description Dates: Action:
1 PSC0O01 Pengurusan Cemerlang Fengurisan Cemerlandg 28 May 2009 - 28 May 2009 Delete

Selesa Hill Resort
22/5-25/4r20049
Casual attire
2 PSC002 Team Building - Together\We Stand  Tearm Building - Together We Stand 22 Jul 2008 - 25 Jul 2009 Delate
Selesa Hill Resoart
22/5-25/5/20049

3 CLSO01 ReikiLvT Reiki LT 06.Jul2009-10Jul 2009 Delete
4 PSC0034 Pengurusan Kewangan Level 2 Trainer. SCA 13 0ct2009- 16 Oct 2009  Delate
Tempat Port Dicksana
8 CLS00Z2 Kepimpinan Cemerlang Trainer: SCA 27 Qct20059-30 Oct 2008 Delete

Tempat Selesa Hill Resart, Melaka

The screen shows the list of training programs the selected employee is the participant. Click and select
from the year dropdown to switch to desired year.
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Add Training

Training Detail
Training Program: | Please Choose L

__________________________________________________________________________________________

The screen shows the Add Training form. Select the following:
e Training Program — select the list of confirmed training program

Click Create button to register selected employee as participant for the training program. Click Cancel
button to go to previous screen.

Edit Training
Please refer to Training Menu > Training Detail section.

Delete Training

The page at

e Are you sure you want to delete this record?

l. OK j [ Cancel ]

Click on the Delete link in the Training List and the system will prompt to confirm the delete process.
Click OK button to delete the record or Cancel to cancel the delete process.

TRAINING CALENDAR

Training calendar indicates the list of training programs in calendar format for which the selected
employee become participant.

e Employee Menu > Training Calendar
e Employee Menu > Training Calendar > Add Training
e Employee Menu > Training Calendar > Edit Training
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Training Calendar

[ e
T

Tuesday

CLS001

1
1
| |
! 1
1
' |
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
1

1
1
' uly 6, 2009 !
1

1
1
' |
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
! 1
1
1 1

Lagend:
Yellow Background = goTHA Training

The screen shows the list of training programs the selected employee is the participant. Click and select
from the year dropdown, month dropdown or Today button to switch to desired date.

The top part of the calendar shows the monthly number of trainings. Click on the month to display the
training program charted on the daily view of the calendar. Mouse-over to the training code for more
information of the training program.

Add Training

Training Detail |
— 1

Training Program: | Please Choose ¥ !

1

1

1

__________________________________________________________________________________________

The screen shows the Add Training form. Select the following:
e Training Program — select the list of confirmed training program
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Click Create button to register selected employee as participant for the training program. Click Cancel
button to go to previous screen.

Edit Training
Please refer to Training Menu > Training Detail section.

TRAINING REQUEST

Training Request is the training the selected employee requested.

e Employee Menu > Training Request

e Employee Menu > Training Request > Add Training

e Employee Menu > Training Request > Edit Training
Training Request Listing

1 1
1 1
! Add Training |
1 1
i Mo Code: Course: Justification Status : Dates: i
|1 PSCO05 Pencegahan kebakaran Perlukan latihan ini untuk kenaikan IMPORTED 14 Oct 20049 - 16 Oct |
| pangkat 2008 |
| 2 CLS001 ReikiLvT test REGISTERED 22 Jul 20049 - 25 Jul |
! 2009 |
I 3 PRCO51 Pengurusan Mesin Pengisar To attend and train own tearm upan DECLIME 13 0ct 2009 - 16 Ot |
! returning 2009 '
|4 PSCO0034 Pengurusan Kewangan Level 2 for reference only REGISTERED 13 Qct 20049 - 16 Ot |
! 2009 |
1 1
| 5 TBL5220 Team Building - Together We Fortearmn enhancement. Using team 04 Dec 2009 - 05 Dec |
! Stand budget. 2004 |
1 B CLS002 Kepimpinan Cemetlang sadasd 27 Qct 2009 - 30 Oct |
! 2009 !
1 1

The screen shows the list of training the selected employee requested.
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Edit Training Request

__________________________________________________________________________________________

Course Code: |cLs002 Justification: |Keperiuan untuk naik panokst

Course Title:! |Kepimpinan Cemerlang

Start Date: 57 oot 2009

End Date: (30 net 2009

Start Time: | Please Choose bt
End Time: | Please Choose hd
Cerification: {na,
Location: | surway Pyramid
Provider: | Strategic Corporate Aliance
Course Fee: 1500
Training Hours: |4g

Zourse Type: EXISTIMNG
Course Status: TOATTERD
Fequest Status:

[ Update H Decline ][ Register ][ Cancel l

The above screen shows the Training Request submitted by the selected employee. Depending on the
Course Type, the following are the actions:
e Course Type = NEW
o Update —click Update button to update the Training Request. Enter the following
information to update:
= Course Code — enter the Course Code as provided by the training provider
= Course Title — enter the course title

=  Start Date and End Date — click on the button to select the appropriate Start
Date and End Date
=  Start Time and End Time — select the time from the dropdown
= Certification — enter the certification name or leave blank
= Location — specify the location of the course
=  Provider — specify the Training Provider for the course
= Course Fee — specify how much is the fee per participant
=  Training Hours — specify the number of training hours — 1 day = 8 hours
= Justification - specify in detail the reason why HR should approve the training
request
o Decline — click Decline button to reject the request
o Import —click the Import button to create master training calendar using the Training
Request details and automatically register the employee as the participant
o Cancel —click Cancel button to return to the previous screen
e Course Type = EXISTING
o Update —refer to the Update section above
o Decline — refer to the Decline section above
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o Register —click Register button to register the employee as participant to the requested

training program
o Cancel —refer to the Cancel section above

INBOX

The Inbox is the location where tasks that the employee need to perform are listed.

e Employee Menu > Inbox
e Employee Menu > Inbox > Assessment Name
e Employee Menu > Inbox > Delete

Inbox Listing

Ma: Item: Mame
1 SELF Assessment for KAMAL ARIF MAZ BIN Low Mot KRA Based

2 SELF Assessment for KAMAL ARIF MAZ BIN  Sifu Mirza - Hh

i
i MASMHAN - SCAO151 Assessment
| MASMAN - SCAOD151

The screen shows the list of tasks to be performed.

Feriod:

16 Moy 2009 - 30 Mov 2009 Delete

07 Dec 2009 - 21 Dec 2009 Delete

Action:
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Taking Assessment

EMPLOYEE ASSESSMENT
A4H BT TO

ent within the specified period.

JD - GENERAL

Flease modify this note
Please modify this instruction

1 Bank recanciliations

O Rrate 1 O Rate 2 O Rate 3 O Rate 4 O Rate 5 O Rate &
2 Clock-in dan claock-out

O Rate 1 O Rate 2 O Rate 3 O Rate 4 O Rate 5 O Rate &
3 Cashhook updating

O Rrate 1 O Rate 2 O Rate 3 O Rate 4 O Rate 5 O Rate &
4 ERF Updating

O Rate 1 O Rate 2 O Rate 3 O Rate 4 O Rate 5 O Rate 6

The screen shows the assessment to be taken upon clicking the link in the Inbox. HR can take the
assessment on behalf of the employee.

Answer all questions based on the instruction provided. Once all questions are answered, click Submit
button to submit the response. Click Reset button to reset the answer.

The Status will remain OPEN until all questions are answered.

Delete Assessment

The page at

0 Are you sure you want to delete this record?

[ ok | [ Cancel ]

Click on the Delete link in the Inbox and the system will prompt to confirm the delete process. Click OK
button to delete the record or Cancel to cancel the delete process.
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SUBORDINATE

Subordinate is a employee viewer based on their reporting structure.

e Employee Menu > Subordinate
e Employee Menu > Subordinate > Employee ID

Subordinate Listing

SCABE6 KAMAL BIM MOHAMAD Hid JD00s
Subordinates:

SCA3232 SHAMSLUIL FAMAL Hid JDo0nz
Subordinates:
1. SCAS000 - FAREZ MOHAMAD

- Employee D Full Mame : KRA: KPI: JO

HR

The screen shows the list of subordinates or employee reporting to selected employee. The list is shown
in two levels:

o First level shows the employee reporting to selected employee
¢ Second level shows the employee reporting to the first level

Click on the Employee ID to switch to the selected employee. Click on the Reporting Line (if any) to go
back to the top level employee.

PEER

Peer is the list of employees associated with target employee for the purpose of peer assessment. Peer
definition is required in order to schedule peer assessment for selected employee. Peer can be defined
by any superior for their subordinate or by the HR.

e Employee Menu > Peer

e Employee Menu > Peer > Add Peers

e Employee Menu > Peer > Employee ID
e Employee Menu > Peer > Delete Peer

Peer Listing

__________________________________________________________________________________________

_________________________________________________________________________________________

Mo Emplayee 1D Full Mame : Location ;
0201310 FADZIAH BT SHAHID SE13-
2 Scaot1o0z21 RIDZUAN AZIE HF - Manager

Add Peers

Action :
Delete
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The screen shows the list of peers for selected employee. Only a superior can define peers for the
subordinate. An employee cannot define his own peer.

Ermployes ID:|

Employes ID:|

Employes ID:|

Ermployes ID:|

Ermployes ID:|

Add Peers

iSeIectPeers

i F'eer1:| |
i Peer2:| |
i F'eer3:| |
i Peer4:| |
i Peer5:| |
|

1

1

[ Update ” Cancel ]

__________________________________________________________________________________________

The screen shows the form to add peers for selected employee. Up to five peers can be added per form.

Click on the to select target employee.

Edit Peer Information

Please refer to the Employee Menu > Basic Information Section.

Delete Peer

e Are you sure you want to delete this record?

[ ok | [ Cancel ]

Click on the Delete link in the Peer listing and the system will prompt to confirm the delete process. Click

OK button to delete the record or Cancel to cancel the delete process.

ASSESSMENT RESULT

The assessment result shows all the results for the assessments that are already completed.

e Employee Menu > Assessment Result

e Employee Menu > Assessment Result > Assessment Name

e Employee Menu > Assessment Result > Print
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Assessment Result List

__________________________________________________________________________________________

i Mo: ftem: Marme Period: Date Taken:  Action: i
| 1 PEER Assessment for RIDZUAN AZIZ KRa Middle Mat 03 Mow2009- 10 Moy 2009 09 Dec 2009 Print |
| -SCA01021 Assessment :
i ?2 SUPERIOR Assessment for FAHMI  Assessmenton 02 Mow 2009- 30 Moy 2009 09 Dec 2009 Print i
! ABDUL - SCATEE Kerani JOI :
! 3 SUPERIOR Assessment for RIDZUAN Assessment on 02 Mow 2009 - 30 Moy 2009 09 Dec 2009 Print !
. AZIZ - SCAO1021 Kerani JOI :
., 4 SUPERIOR Assessment for HADY  Assessmentan 02 Moy 2009- 30 Moy 2009 09 Cec 2009 Print !
| DZAHIR - SCA5115 Kerani JOI !
L e e e E e e — e e e ——————————————— a

The screen show the list of assessments that are already completed.

Assessment Result

ASSESSMENT RESULT
I

rall questions to the best of your knowledge regarding the Target employee with

1 Bankreconciliations
Rate 1 to 6: Answered =1, Gap = 5, Weight = 2
Training Area: Basic Accounting

2 Clock-in dan clock-out
Rate 1 to 6: Answered = 2, Gap = 4, Weight = 2

Training Area: Basic Accounting

3 Cashhook updating
Rate 1 to 6: Answered = 3, Gap = 3, Weight = 1
Training Area: Basic Accounting

4 ERP Updating
Rate 1 to 6 Answered =4, Gap = 2, Weight = 1
Training Area: Basic Accounting

The screen shows the result of the assessment. The format of the Result is very similar to the
assessment when it was taken. The difference is that it show the answer with some analysis including the
Response, Gap and Weight.

Weight or Weightage will contribute how system calculates the Suggested Training Participant. What this
means is that the more an employee cumulate weight for specific Training Area, the highly likely the
employee will be suggested to become participant for Training Program in the specific Training Area.
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Weight is measured as either 0, 1 or 2. Ideally, the more weight will indicate performance or competency
problem and should be sent to appropriate training to address the competency.

Print Assessment Result

") goTNA HR Portal - Mozilla Firefox

ASSESSMENT RESULT
ARIF

Mote:

of the specified e
il not k
Instruction:

Mo Subject:

1 Bankreconciliations
Rate 1 to 6: Answered = 1, Gap = 5, Weight = 2
Training Area: Basic Accounting

2 Clock-in dan clock-out
Rate 1 to &: Answered = 2, Gap = 4, Weight = 2

Training Area: Basic Accounting

3 Cashhook updating
Rate 1 to & Answered = 3, Gap = 3, Weight = 1

Training Area: Basic Accounting

4 ERF Updating
Fate 1 to 6: Answered = 4, Gap = 2, Weight = 1
Training Area: Basic Accounting

The screen shows the Assessment Result in a Pop-up window where it shows the printable assessment
result.
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JOB DESCRIPTION

e Employee Menu > Job Description

Job Description Listing

i Mo: Code: Cescription |
1 JOmo0g Bank reconciliations i
12 JDm00n3 Cashhook updating !
13 JDmM0o0z Clock-in dan clock-out !
14 JDMOOE Close Office !
e JDMomM ERP Updating !
1

The screen shows the list of Job Descriptions or JD for the selected employee. Refer to Employee Menu >
Basic Information to assign a different Job Description for the employee.

KEY RESULT AREA

e Employee Menu > Key Result Area

Key Result Area Listing

Mo Companent: Walue: Description

1 Creativity (Froblem Solving)  On Analytical Ahle to forecase the outcome of available option and determine the hest
Decision Making option far paricular situation

2 Creativity (Froblem Solving)  On Analytical Motice discrepancies & inconsistencies in available information
Decision Making

3 Creativity (Problem Soling) On Analtical Weigh the cost, benefit, rizk and changes for success in making a
Decizion Making decision

4 Creativity (Froblem Solving)  On Analytical See similiarities between a new situation and past situations of diffierent
Decizion Making type

Decizion Making
f Creativity (Froblem Solving) On Innovativeness  Foster innovation in others, encourages fresh perspectives
7 Creativity (Froblem Saolvingd  On Innovativeness  Pushthe frantier of knowledage by daing things that are unigue,
leading-edge and new to the industry

a Creativity (Froblem Solving)  On Innovativeness  Able to recognize when new approaches are required when situation call

g Creativity (Froblem Solving)  On Innovativeness  Generate creative new ideas and converts them into nowel, useful and
viahle commercial products, services and business practices

10 Creativity (Prohlem Salving) On Innovativeness  Go beyond canventional and explore creative uses of resourses

11 Creativity (Prohlem Salving)  On Lateral Thinking  Able to shift thinking patterns, away from entrenched or predicable thinking

1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
! a Creativity (Froblem Solving)  On Analytical Evaluate alternatives rigorously and systematically !
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1

to new aor unexpected ideas

The screen shows the list of Key Result Area or KRA for the selected employee. Refer to Employee Menu
> Basic Information to assign a different KRA for the employee.
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KEY PERFORMANCE INDICATOR

e Employee Menu > Key Performance Indicator

Key Performance Indicator Listing

1 1
I Mo Marne: Description: |
i1 Target quarterly sales of BRM200,000 Taraet quarterly sales of EM200,000 i
:2 Target monthly 20 new leads generated Target monthly 20 new leads generated !
13 Target quarterly 10 or less custaomer complains Target quarterly 10 ar less custamer complains 1
14 Target quarterly 100 proposal submission Target quarterly 100 proposal submission i
5 Target guarterly 5 sales closing Target quarterly 5 sales closing |
B Compliance with 1308001 CRM Management Processes Compliance with 1209001 CRM Management Frocesses |
7 Improve Revenue by 10% from previous year Improve Revenue by 10% from previous year |
8 Maintain outsourcing service rate to external at a minimum Maintain outsourcing semice rate to external at a minimum |
| a0% oftotal service 0% of total zervice i
1

The screen shows the list of Key Performance Indicator or KPI for the selected employee. Refer to
Employee Menu > Basic Information to assign a different KPI for the employee.

SUSPEND/TERMINATE

This feature is used to control the ability of the employee to access the system.

e Employee Menu > Suspend/Terminate

Suspend/Terminate

Status: | Active v | Rermark:

o | |

[ Update H Cancel l

Previous Entries

=
o

1
1
1
1
1
1
1
1
1
1
1
1
1
:
1
. Status: By Drate: Remark: 1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
I
1

1 active admin 06 Moy 2009 11:11:44 A
2 suspend admin 06 Moy 2009 11:11:53 Al
3 active adrmin 2200t 2009 05:10:01 PM
4 active admin 3 Jul 2009 12:07:08 P
5 suspend admin 3 Jul 2009 12:07:57 P selalu ponteng
B active admin 28 Jul 2009 03:07:12 P
T suspend admin 28 Jul 2009 030738 P
8 active admin 27 Jul 2009 10:07:26 P

The screen shows the Suspend/Terminate form. Enter the following information:
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e Status —select current status of the employee. Only Active status will allow employee to login to
the system. Other status will not allow employee login to the system.
e Remark — use Remark to enter the reason for the operation

Click Update button to proceed with the process or Cancel button to return to the previous screen.

The screen also shows the list of previous operations for reference.

RESET PASSWORD

This feature is used to reset employee password without knowing existing password.

e Employee Menu > Reset Password

Reset Password

1
1
1
ey Passwiard: | Reentar Password: |
1
1
1
1

The screen shows the reset password form. Enter the new password twice to the form. Click Reset
button to reset the password or Cancel button to return to the previous screen.

LOGIN HISTORY

This feature is to provide a detail login history for the selected employee.

e Employee Menu > Login History
Login History

Ma: User: Date: Status: IP: Agent

1
1
1
1 SCA0151 14 Dec 2009 051210 PM Success 127001 mozillais. 0 fdindowes; L Windows MT 5.1; en-L1S; |
rel 91,53 Gecko/20081102 Firefox/3.5.5 |

2 SCA0151 13 Dec 2009 11:12:06 PM  Success 127.001 Mozillara. 0 dindows: L Windows BT 8.1 en-LIS; |
rel 9.1.8) Gecko/20081102 Firefox/3 5.5 X

3 SCAD151 13 Dec 2009101242 AM  Success 127.0.01 hozillag MaozilafS.0 (windows; U Windows NT 5.1; en-US; 1)
191, Firefox/3.5.5 |

4 SCA0151 13 Dec 2009 06:12:35 AM Success 127001 Mozillara. 0 fiindowes; L Windows NT 5.1, en-LIS; |
rel . 9.1.5) Gecko/20081102 Firefox/3.5.5 !
1

1

1

5 SCA0151 23 Moy 20091211168 AM  Success 127.001 Mozillara. 0 dindows: L Windows MT 9.1 en-LIS;

The screen shows the list of logins sorted by login date.
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TRANSACTION HISTORY

This feature provides the detailed transaction history for the selected employee throughout the lifespan
in the system.

e Employee Menu > Transaction History

Transaction History

Ma: T Cr: Status: By Date:
1 H Register admin iL) 14 Dec 2009 06:12:00 P
Delete Employee Peer[SCADTA1],[0812504]
1 Ho Register admin (L) 14 Dec 2009 06:12:57 PM
Delete Employee Peer[SCADTS1],[0802405]
g HG SCAQ1S51 L 14 Dec 2009 05:12:11 P

Add Training Reguest[2], [PECO002],[SCADT21],[Team Building - Together We Stand] [2009-07-22 00:00:00],[2009-07-25

00:00:000,0,0M1 vam, Selangor,[Strategic Corparate Alliance], [test], [attended], [0],[0]

G HG admin (L) 14 Dec 2009 04:12:18 P
Delete Document[SCADT A1), [test. doc], [employment] [SCADT A1), [1 72009 71756 Ph],[

fi HG admin (L} 14 Dec 2009 04:12:34 P
Add Document[SCADT51] [Resume 20049 .dac] [resume] [SCADT51] [Resume 2005]

B HG admin (L} 14 Dec 2009 04:12:52 P
Delete Document[SCADT A1), [hootini] [resume], [SCADT A1), [Fi28/2009 3:38:27 P [eg]

4 H admin (L} 14 Dec 2009 04:12:31 P

Delete Document[SCADT &1], [btn_update.gif], [employment] [SCADTE1],[1 001 472005 3:05:35 P [update]

The screen shows the list of detailed transaction sorted by transaction date.
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7. DIVISION

Division the a mechanism to group employees.

e Profile > Division

e Profile > Division > Add Division

e Profile > Division > Delete

e Profile > Division > Division Name

e Division Menu > Division Detail

e Division Menu > Employee Association

DIVISION MENU

DMISION
MENL

Division Detail | Employee Association

Division Menu will be shown when the system displays information related to selected division. With this,
user can then navigate to other information or function related to the selected division.

DIVISION INFORMATION

The Division Information will be shown when the system displays information related to selected division.
The information:

¢ Code — Division Code

¢ Name — Division Name

To change the listed information, go to Division Menu > Division Detail.
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SEARCH
Division Listing

® Dpivision Listing

I 1
I 1
I 1
! |
! Add Division |

1
| Click here to search |
! :
! Search result limitto 100 Fage 1 0f1 |
' Mo Code: Mame: |

1
. 1 CORP Corporate Edit Delete !
| Rermarkctest :
| OQPER Operation Edit |Delete !
| Remark;Operation Division !
. ¥ MARK Marketing Edit |Delete |
| EemarkMarketing |
I 1

1
! Zrecords found ] !
| |
1 1

The screen show the list of division already registered in the system. Click the Search Bar to show the
Search Form as show below.

The listing shows:
¢ Division Code
¢ Division hame
e Remark

Search Division

Click here hide search

Enter the search criteria below.
Cnde:| | Marme :| | # of records: 100 records v|[ Search ]

The screen show the Search Form to search division. The search can be done by using either one or
combination of the following fields:

e Division Code — enter partial or full Division Code

e Division Name — enter partial or full Division Name

e # of records — change to desired number of records or leave as default value — 100 records

Click Search button to show the search result. Refer to Division Listing section for search result.




User Manual LIS

ADD DIVISION

® New Division

Code; Marme:

Remark:

__________________________________________________________________________________________

The screen show the add division form. Enter the following information:
e Code — enter the Division Code
¢ Name — enter the Division Name
e Remark — enter any information about the division or leave blank

Click the Add button to add the division and click the Cancel button to go back to previous screen.

DELETE DIVISION

e Are you sure you want to delete this record?

L OK ,] [ Cancel ]

Click on the Delete link from the Division Listing. Click OK button to continue to delete. Click Cancel
button to cancel the delete.

UPDATE DIVISION

Code: | CORP Marme: | Corporate

’ Upcdate: ” Cancel ]

Refer to the Add Division function for reference of the field. Click the Update button to update the

division information or Cancel button to go to previous screen.
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EMPLOYEE ASSOCIATION
Mo Employvee 1D Full Mame : Lacation :

1 SCA0151 FamMAL ARIF MAZ BIM MASRARN HF - Developer
2 SCAO01021 RIDZUAN AZIE HF - Manager
3 SChAgss FaAMAL BIMN MOHAMAD HF: -

4 SCA3232 SHAMS UL KAMAL HF: -

5 0802405 MLIMIARMAH AP MURNISAMY HF - Developer
6 0811343 TEE KIM HOR HF - Developer

The screen show the list of employees that belongs to the selected division.
Employee Detail

Please refer to the Employee Profile > Employee Detail section.
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8. DEPARTMENT

Department the a mechanism to group employees.

e Profile > Department

e Profile > Department > Add Department

e Profile > Department > Delete

e Profile > Department > Department Name
e Department Menu > Department Detail

e Department Menu > Employee Association

DEPARTMENT MENU

DEP:":mE“T Department Detail | Employee Association

Department Menu will be shown when the system displays information related to selected department.
With this, user can then navigate to other information or function related to the selected department.

DEPARTMENT INFORMATION

__________________________________________________________________________________________

The Department Information will be shown when the system displays information related to selected
department. The information:

¢ Code — Department Code

¢ Name — Department Name

To change the listed information, go to Department Menu > Department Detail.
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SEARCH

Department Listing

® Department Listing

Add Department

Click here to search

1
1
1
1
1
1
1
1
1
1
1
i
1
! Mo Code: Marme:
1
1
1
1
1
1
1
1
1
1
1
1
1

Search result limitto 100 Fage 1 of1
1 HR Human Resource Edit Delete
Remark:
2 ADM Account & Admin Edit |Delete
Remark:
2 records found 1]

The screen show the list of department already registered in the system. Click the Search Bar to show the
Search Form as show below.

The listing shows:
e Department Code
o Department name
e Remark

Search Department

Click here hide search

Enter the search criteria below.
Code: | | Mame:| | #ofrecords:[100 records v || search |

The screen show the Search Form to search department. The search can be done by using either one or
combination of the following fields:

e Department Code — enter partial or full Department Code

e Department Name — enter partial or full Department Name

e # of records — change to desired number of records or leave as default value — 100 records

Click Search button to show the search result. Refer to Department Listing section for search result.




User Manual LIS

ADD DEPARTMENT

__________________________________________________________________________________________

® New Department

Code: Marme:

Remark:

__________________________________________________________________________________________

The screen show the add department form. Enter the following information:
e Code — enter the Department Code
¢ Name - enter the Department Name
e Remark — enter any information about the department or leave blank

Click the Add button to add the department and click the Cancel button to go back to previous screen.

DELETE DEPARTMENT

The page at

9 Are you sure you want to delete this record?

I, OK _I [ Cancel ]

Click on the Delete link from the Department Listing. Click OK button to continue to delete. Click Cancel
button to cancel the delete.

UPDATE DEPARTMENT

__________________________________________________________________________________________

Code: |HR Marme: |Human Resource
Remark:

l Upclate “ Cancel ]

__________________________________________________________________________________________

Refer to the Add Department function for reference of the field. Click the Update button to update the

department information or Cancel button to go to previous screen.
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EMPLOYEE ASSOCIATION
Mo Employvee 1D Full Mame : Laocation :

1 SCAD151 FamMAL ARIF MAZ BIM MASRAMN HF: - Developer
2 SCA01021 RIDZUAN AZIZ HRF - Manager
3 SCAGEs FaAMAL BN MOHAMAD HR -

4 SCA3232 SHAMSLIL KAMAL HF -

5 0802405 MALIIARAH AP LIRS AR HF - Developer
5 0811343 TEE KIM HOR HF - Developer

The screen show the list of employees that belongs to the selected department.
Employee Detail

Please refer to the Employee Profile > Employee Detail section.
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9. TEAM

Team the a mechanism to group employees.

e Profile > Team

e Profile > Team > Add Team

e Profile > Team > Delete

e Profile > Team > Team Name

e Team Menu > Team Detail

e Team Menu > Team Member

e Team Menu > Key Result Area

e Team Menu > Key Performance Indicator

TEAM MENU

:!IIEE:E Team Detail [ Team Member |Key Result Area | Key Performance Indicator

Team Menu will be shown when the system displays information related to selected team. With this, user
can then navigate to other information or function related to the selected team.

TEAM INFORMATION
o Code: SALEST % Name: Sales Team1 ;
i P IT Technical Support KRA . Middle Management |

The Team Information will be shown when the system displays information related to selected team. The
information:

Code — Team Code

e Name — Team Name

e KPI — Key Performance Indicator for the Team

o KRA — Key Result Area for the Team

To change the listed information, go to Team Menu > Team Detail.
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SEARCH

Team Listing

® Team Listing

1 1
1 1
| |
1 1
i Add Team |
| |
i Search result limit to 100 Fage 1071 i
! Mo Code: Marme: |
1 SALES1 Sales Teamn 1 Edit |[Delete |
| Remark:Sales Team Level 1 |
|2 SALES2 Sales Team 2 Edit |Delete .
! Rermark: '
|3 SALES3 Sales Tearmn 3 Edit |Delete !
| Rermark: |
L4 est Customer Service 1 Edit |Delete !
! Remark: |
15 €82 Customer Service 2 Edit |Delete !
! Remark: !
i 5 records found M i
1 1
1 1

The screen show the list of team already registered in the system. Click the Search Bar to show the
Search Form as show below.

The listing shows:
¢ Team Code
¢ Team name
¢ Remark

Search Team

Click here hide search

Enter the search criteria below.
Code: | | Mame:| | #ofrecords:[100 recards v || search |

The screen show the Search Form to search team. The search can be done by using either one or
combination of the following fields:

e Team Code — enter partial or full Team Code

¢ Team Name — enter partial or full Team Name

e # of records — change to desired humber of records or leave as default value — 100 records

Click Search button to show the search result. Refer to Team Listing section for search result.
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ADD TEAM

__________________________________________________________________________________________

® MNew Team

1 1
1 1
1 1
1 1
1 1
i i
| Code:| | Rermark: !
1
| _ |
| Mame: | | |
1 1
1 1
| KPI: | Please Choose w | |
1 1
1
| KRA: | Pleaze Choose W | !
1
1 1
1 1
1
i -Add -Canc:el :
1 1
1 1

__________________________________________________________________________________________

The screen show the add team form. Enter the following information:
e Code — enter the Team Code

Name — enter the Team Name

KPI — select from the KPI dropdown or leave unselected

KRA — select from the KRA dropdown or leave unselected

Remark — enter any information about the team or leave blank

Click the Add button to add the team and click the Cancel button to go back to previous screen.

DELETE TEAM

e Are you sure you want to delete this record?

L OK ,] [ Cancel ]

Click on the Delete link from the Team Listing. Click OK button to continue to delete. Click Cancel button
to cancel the delete.

UPDATE TEAM

Code: ALEST | Remark: sales Team Level 1

Marne: |Sales Team 1 |

KR | Midclle Management w |

1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
. . 1
| KPI: | IT Technical Support “ | |
1 1
1 1
1 1
1 1
1 1
1 1
| 1
1 1
1 1

__________________________________________________________________________________________

Refer to the Add Team function for reference of the field. Click the Update button to update the team

information or Cancel button to go to previous screen.
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TEAM MEMBER

Team Member

Add Team Member

1 1
1 1
1 1
1 1
| |
! Mo Employvee 1D: Full Mame : Location : Action !
.1 0801021 GOH KWWARNG WHLUIMNG 0550 - Delete i
. 2 0801310 FAQZIAH BT SHAHID SE13- Delate !
|3 0802173 MADHAWVARN AL MARLIDAMUTHL Qga0 - Delete !
i 4 0802405 MLUIMIAMAH AP MUMLISAMY HF - Developer Delate !
! 5 0840408 EAMALIAH BT MOHD TAIR FB13- Delete |
! 6 SCA01021 RIDZUAMN AZIL HFE - Manager Delate |
! 7 SCAO151 FAMAL ARIF MAZ BIMN MASRHAN HF - Developer Delate |

The screen shows the list of employees for the selected Team.

Add Team Member

; .
| |
i Member 1:| | Employes ID:| | i
i Member2:| | Ermploves ID:| | i
i Member3:| | Ermployes ID:| | i
i Member4:| | Ermploves ID:| | i
i Member5:| | Ermployes ID:| | i
i Member5:| | Errployas ID:| | i
! Member?:| | Ermployes ID:| | !
i Member8:| | Employes ID:| | i
i Member9:| | Efmploves ID:| | i
i Member1D:| | Employes ID:| | i
| |
| |

[ Update ][ Cancel ]

The screen shows the Add Team Member form. Click the button to select existing employee. The
system allows up to ten new team member per form. Click on the Update button to add the selected
employees as the team member or Cancel button to return to previous screen.

Delete Team Member

The page at

e Are you sure you want to delete this record?

[ ok | [ Cancel ]
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Click on the Delete link from the Team Member Listing. Click OK button to continue to delete. Click
Cancel button to cancel the delete.

Employee Detail
Please refer to the Employee Profile > Employee Detail section.

KEY RESULT AREA

__________________________________________________________________________________________

0. Component Walue: Description

I

1 Creativity(Problem Solving)  On Analtdical Thinking Able to integrate findings from several different disciplines

2 Creativity(Problem Solving)  On Analtical Thinking Able to forecast the outcorme of available option and determine the best
aption far particular situation

3 Creativity(Problem Solving)  On Analdical Thinking Motice discrepancies & inconsistancies in available infarmation

4 Creativity(Problem Solving)  On Analtical Thinking Weigh the costs, henefits, risks and changes far success in making
decision
different trpe

fi Creativity(Froblem Solving)  On Analytical Thinking Evaluate alternatives rigorously and systematically

7 Creativity(Problem Soling)  On Innovativeness Generate and apply creative ideas to improve overall perfarmance

a Creativity(Problem Solving)  On Innovativeness Ahle to integrate relevant conceptsfimodels into a complete vision or
solution forwhich there is no previous experience

g Creativity(Froblem Solving)  On Innovativeness Able to recognize when new approaches are reguired

10 Creativity(Problem Solving)  On Innovativeness Foster innowation in others, encourages fresh perspectives

11 Creativity{Stratergic Mind) On Creative Thinking  Able to generate new effective idea, plans, orapproaches and finds

__________________________________________________________________________________________

1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
! A Creativity(Problem Solving)  On Analdical Thinking Able to see similiarities hetween a new situation and past situations of !

1
' i
1 |
1 |
1 1
I 1
1 |
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1

The screen shows the list of Key Result Area items for the selected Team.

KEY PERFORMANCE INDICATOR

1
I Mas Marne: Diescription: |
1
1 Target gquarterly sales of RM200,000 Target quarterly sales of RM200,000 !
| Target monthly 20 new leads generated Target manthly 20 new leads generated !
3 Target quarterly 10 ar less customer complains Target quarterly 10 ar less customer complains !
14 Target quarterly 100 proposzal submission Target quarterly 100 proposal submission !
R R 1
18 Target gquarterly 5 sales closing Target guarterly 5 sales closing !
| B Compliance with 1208001 CRM Management Processes Compliance with 1305001 CREM Management Processes !
7 Improve Revenue by 10% from previous year Improve Revenue by 10% from previous year !
- Maintain outsourcing service rate to external at a minimum Maintain outsourcing service rate to external at a minimum i
' 50% oftotal senvice 50% oftotal service i
1

1

The screen shows the list of Key Performance Indicator items for the selected Team.
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10. KEY RESULT AREA

Key Result Area or KRA is a mechanism to set expectation towards employee. If KRA is being used, KRA
will also becomes the basis for assessing employee’s performance and competency.

e TNA > Key Result Area

e TNA > Key Result Area > Add KRA

e TNA > Key Result Area > Delete

e TNA > Key Result Area > KRA Name
¢ KRA Menu > KRA Details

KRA MENU

HRA KRA Details | KRA Component | KRA Value | KRA Elemeant
MENU KRA Associated Employees

KRA Menu will be shown when the system displays information related to selected KRA. With this, user
can then navigate to other information or function related to the selected KRA.

KRA INFORMATION

e 1
! Code : HM mHame : High Management |
| Target Group ; Targets all the high management with JG 1 Description ; &l the key peaple who should be in Monthly |
| thru & Company Meeting |

__________________________________________________________________________________________

The KRA Information will be shown when the system displays information related to selected KRA. The
information:

e Code — KRA Code

e Name — KRA Name

e Target Group — the information with regards to target group

o Description — additional information about the KRA

To change the listed information, go to KRA Menu > KRA Detail.
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SEARCH

Key Result Area Listing

® Key Result Area

Add KRA
Click here to search
Search result limit ta 100 Fage 1 af1
Mo Code: Marme:
1 HM High Management Edit|Delete

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
i
| Info:All the key people who shaould be in Monthly Company Meeting

| Target Group Targets all the high management with JG 1 thru &

I MM Middle Management Edit |Delete
! Info Ta provide target on the tearm and depatmental managerial level

! Target Group Targets all managerial levels

3 LM Lo Wanagement Edit |Delete
| Info:To provide technical achievable targets

| Target Group: Targets all executive level to the graund lewel

4 eT Contract Employees Edit |Delete
| Info: To standardize the target for all contract employees

| Target Group:All contract employvees will fall under this group

1

1

1

1

1

1

4 records found 1

The screen show the list of KRA already registered in the system. Click the Search Bar to show the Search
Form as show below.

The listing shows:

e KRA Code

o KRA name

¢ KRA Info

o KRA Target Group
Search Key Result Area

Click here hide search

Enter the search criteria below.

Code: mlarme
Itermn : Target:
#of records: | 100 records w |[ Search J

The screen show the Search Form to search KRA. The search can be done by using either one or
combination of the following fields:
¢ Code — enter partial or full KRA Code
Name — enter partial or full KRA Name
Item — enter partial or full KRA Item
Target — enter partial or full KRA Target
# of records — change to desired number of records or leave as default value — 100 records
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Click Search button to show the search result. Refer to KRA Listing section for search result.

ADD KEY RESULT AREA

® New KRA Cateqgory

Code: Marme:
Target Group: Description:

The screen shows the add Key Result Area form. Enter the following information:

e Code — enter the KRA Code
Name — enter the KRA Name

[ ]
e Target Group — enter any information about the target group or leave blank
¢ Remark — enter any information about the KRA or leave blank

Click the Add button to add the KRA and click the Cancel button to go back to previous screen.

DELETE KEY RESULT AREA

The page at

e Are you sure you want to delete this record?

L OK ,] [ Cancel ]

Click on the Delete link from the KRA Listing. Click OK button to continue to delete. Click Cancel button to

cancel the delete.

High Management

Allthe key people who should be in Monthly

UPDATE KEY RESULT AREA
Code: |Hm MHame:
Target Group: | Targets all the high management with JG 1 Description:
thry 5

[ Update ” Cancel ]

Company Meeting
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Refer to the Add KRA function for reference of the field. Click the Update button to update the KRA
information or Cancel button to go to previous screen.

KRA COMPONENT

e KRA Menu > KRA Component

e KRA Menu > KRA Component > Add KRA Component
e KRA Menu > KRA Component > KRA Component Code
e KRA Menu > KRA Component > Edit

e KRA Menu > KRA Component > Delete

KRA Component

L 1
Add KRA Component |
Mo Code; Marme: Description |
M HMC1001 Leadership {Integrity) Leadership Edit |Delete E
1z HMC1002 Leadership (Motivation) Edit [Deleta !
13 HMC1003 Leadership (Tearmwork) Edit|Delete !
14 HMC2001 Productivity (Costumer Qrientation) Edit |Delete !
1A HMC2002 Productivity(Technical Expertise) Edit |Delete |
| B HMC2003 Productivity(Continuous lmprovement Edit [Delete |
T HMC3001 Creativity(Stratergic Mind) Edit |Delete .
'8 HMC3002 Creativity (Problem Soling Edit Delete |

The screen shows the list of KRA Component for the selected KRA.

Add KRA Component

i Code: | | Description: i
1

1

i Mame:| | i

| 1

1

| Categaony: | High Management A | i

| 1

| 1

i e

The screen show the add KRA Component form. Enter the following information:
¢ Code — enter the KRA Component Code
¢ Name — enter the KRA Component Name
e Category — select from the category dropdown or leave unselected
e Description — enter any information about the KRA Component or leave blank

Click the Add button to add the KRA Component and click the Cancel button to go back to previous
screen.
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Edit KRA Component

Code: |HMC1 001 | Description: |Leadership
Mame: |Leadership (integrity) |
Category: | High Management Vl

Refer to the Add KRA Component function for reference of the field. Click the Update button to update
the KRA Component information or Cancel button to go to previous screen.

Delete KRA Component

The page at

e Are you sure you want to delete this record?

l OK J [ Cancel ]

Click on the Delete link from the KRA Component Listing. Click OK button to continue to delete. Click
Cancel button to cancel the delete.

KRA VALUE

e KRA Menu > KRA Value

e KRA Menu > KRA Value > Add KRA Value
e KRA Menu > KRA Value > KRA Value Code
e KRA Menu > KRA Value > Edit

e KRA Menu > KRA Value > Delete

KRA Value
-_— s
1 1
! Add KRA Value |
1 1
1
i Mo: Code: Mame: Compaonent |
1 HMVO22 On Analytical Decision Making Creativity (Problern Solving) Edit |Deleta |
| Info:Able to make and practice sound analysis prior to making any decision i
2 HMVOZ1 on Innovativeness Creativity (Froblem Soling) Edit |Delete |
' Info:Ahility to constantly innovate ad the department and company progress i
13 HMVO024 On Lateral Thinking Creativity (Problem Solving) Edit [Delete I
| Irifa: |
1 LLRLL S
14 HMVOZ23 On Risk Management Creativity (Problam Solving Edit |Delete |
1 1
| Info: |

__________________________________________________________________________________________

The screen shows the list of KRA Value for the selected KRA.
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Add KRA Value

__________________________________________________________________________________________

__________________________________________________________________________________________

The screen show the add KRA Value form. Enter the following information:
e Code — enter the KRA Value Code
¢ Name - enter the KRA Value Name
e Component — select from the component dropdown or leave unselected
e Description — enter any information about the KRA Value or leave blank

Click the Add button to add the KRA Value and click the Cancel button to go back to previous screen.

Edit KRA Value

Code: |HMVI322 | Description: |Akle to make and practice sound analysis
| prior to making any decision

Marne: |0n Analytical Decision Making

Category: | Creativity (Problem Solving) v

__________________________________________________________________________________________

Refer to the Add KRA Value function for reference of the field. Click the Update button to update the KRA
Value information or Cancel button to go to previous screen.

Delete KRA Value

The page at

e Are you sure you want to delete this record?

l OK j [ Cancel ]

Click on the Delete link from the KRA Value Listing. Click OK button to continue to delete. Click Cancel
button to cancel the delete.

KRA ELEMENT

¢ KRA Menu > KRA Element
e KRA Menu > KRA Element > Add KRA Element
e KRA Menu > KRA Element > KRA Element Code
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¢ KRA Menu > KRA Element > Edit
e KRA Menu > KRA Element > Delete

Info:See similiarities hetween a new situation and past situations of different type

KRA Element
e — !
1
: Add KRA Element |
1
! |
Mo Marme: Compaonent - Walue: Training Areas |
1
" HMEZ00E - Creativity (Froblem Solving) - On Anahdical Decision Making LEADLYLS Edit |Delete |
1
| Info Able to farecase the outcame of availahle option and determing the best aption for paticular situation !
12 HMEZ00T - Creativity (Problem Solving) - On Analbdical Decision Making LEADLWLT Edit|Delete I
1
| Info:mMotice discrepancies & inconsistencies in available information !
'3 HMESQ0S - Creativity (Froblem Saolving) - On Anakdical Decision Making Edit |Delete !
| InfoWeigh the cost, benefit, risk and changes for success in making a decision !
4 HMESZ009 - Creativity (Froblem Solving) - On Analdical Decision Making Edit |Delete !
! |
|

The screen shows the list of KRA Element for the selected KRA.

Add KRA Element

Ccude:| | Elernent:

Yalue: | Pleass Choose v

1
1
1
1
1
|
1
: Training Area: | Please Choose v |
1
1
1
1
1
1
1

The screen show the add KRA Element form. Enter the following information:
e Code — enter the KRA Element Code
Name — enter the KRA Element Name
Training Area — select from the Training Area dropdown or leave unselected
Value — select from the value dropdown or leave unselected
Element — enter the KRA Element

Click the Add button to add the KRA Element and click the Cancel button to go back to previous screen.

Edit KRA Element
_________________________________________________________________________________________ ,
Code: |HME8EIEIE | Description: |Akle to forecase the outcome of svailable
option and determine the hest option for
Marne: | | . o

particular situstion

Training Areas: | Crganization Leadership vl

1
1
1
1
|
1
! Walue: | HMC3002 - On Analyticsl Decision Making v |
1
1
1
1
1
1
1

[ Update ][ Cancel ]

Refer to the Add KRA Element function for reference of the field. Click the Update button to update the

KRA Element information or Cancel button to go to previous screen.
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Delete KRA Element

Q Are you sure you want to delete this record?

L OK J [ Cancel ]

Click on the Delete link from the KRA Element Listing. Click OK button to continue to delete. Click Cancel
button to cancel the delete.

KRA ASSOCIATED EMPLOYEE

e KRA Menu > KRA Associated Employee
e KRA Menu > KRA Associated Employee > Employee ID

KRA Associated Employee

| -~ -~ -----------------------------------------------------------------------------=--=------ 1
| Mo: Employee [D; Full Mame : Location : |
1

1 SCADTE1 FAMAL ARIF MAZ BIM MASKARN HF - Developer i
1 2 SCAO1021 RIDZUAMN AZIZ HR - Manager !
| 3 SCAB&s kAbAL BIM MOHAMAD HF - !
1 4 SCA3232 SHAMSLIL bAnAL HF - |
| 5 0201649 SARIMAH BT TOSMAMN ADM - Kerani |

The screen shows the list of employees associated with the selected KRA.
Employee Detail

Please refer to the Employee Profile > Employee Detail section.
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11. KEY PERFORMANCE INDICATOR

Key Performance Indicator or KPI is a mechanism to set expectation towards employee. If KPI is being
used, KPI will also becomes the basis for assessing employee’s performance and competency.

e TNA > Key Performance Indicator

e TNA > Key Performance Indicator > Add KPI

e TNA > Key Performance Indicator > Delete

e TNA > Key Performance Indicator > KPl Name
e TNA > Key Performance Indicator > Edit

e KPI Menu > KPI Details

KPI MENU

KPI Key Performance Indicator | KPl Groups | KPI Items
MENU KPI Associated Employee

KPI Menu will be shown when the system displays information related to selected KPI. With this, user can
then navigate to other information or function related to the selected KPI.

KPI INFORMATION
""""" Code: SALESEXEC  HName: SalesExecutve |
Description : Sales Executives are those assigned for jobs Target Group : All ground level sales executive

to find business opportunities hased on
existing and new customer

The KPI Information will be shown when the system displays information related to selected KPI. The
information:

e Code — KPI Code

e Name — KPI Name

e Description — additional information about the KPI

e Target Group — the information with regards to target group

To change the listed information, go to KPI Menu > KPI Detail.
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SEARCH

Key Performance Listing

® Key Performance Indicator

Add KPI
Click here to search
Search result limit to 100 Fage1of1
Mo Code: Marme:
1 SALESEXEC Sales Executive Edit |Delete

I 1
I 1
I 1
I 1
I 1
1 1
1 1
I 1
I 1
I 1
I 1
I 1
I 1
1 1
1 1
I 1
I 1
! :
| ltern Sales Executives are those assigned for jobs to find business opportunities based on existing and new customer !
| Target Group:All ground level sales executive !
I SALESMGR Sales Manager Edit |[Delete !
| ltern:Sales Managers are those assigned to take care ofthe Sales Executives on top of having to manage own accounts 1
| Target Group: |
o3 SALESDIR Sales Director Edit |Delete |
| ltern:Sales Directars manage the Sales Managers on top of finding ways and means to expand exisiting business of venturing |
! into nesy businesses |
! Target Group: |
! 4 ITSUPPORT IT Technical Support Edit |Delete |
1 tern: To ensure the sernvice levels are within green lewvel !
| Target Group:All executive technical supports !
1

| |
I 1
1 1
1 1

4 records found M

The screen show the list of KPI already registered in the system. Click the Search Bar to show the Search
Form as show below.

The listing shows:
e KPI Code
e KPI name
o KPI Item
e KPI Target Group

Search Key Result Area

Click here hide search

Enterthe search criteria helow,

Code: Marme
Itern Target:
#UfrECUrd53|1DD records Vl[ Search ]

The screen show the Search Form to search KPI. The search can be done by using either one or
combination of the following fields:
¢ Code — enter partial or full KPI Code
Name — enter partial or full KPI Name
Item — enter partial or full KPI Item
Target — enter partial or full KPI Target
# of records — change to desired number of records or leave as default value — 100 records
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Click Search button to show the search result. Refer to KPI Listing section for search result.

ADD KEY PERFORMANCE INDICATOR

® New Key Performance Indicator

Code: Marme:
Target Group: Description:

__________________________________________________________________________________________

The screen shows the add Key Performance Indicator form. Enter the following information:
e Code — enter the KPI Code
¢ Name — enter the KPI Name
e Target Group — enter any information about the target group or leave blank
e Description — enter any information about the KPI or leave blank

Click the Add button to add the KPI and click the Cancel button to go back to previous screen.

DELETE KEY PERFORMANCE INDICATOR

The page at

e Are you sure you want to delete this record?

L OK ,] [ Cancel ]

Click on the Delete link from the KPI Listing. Click OK button to continue to delete. Click Cancel button to
cancel the delete.

UPDATE KEY PERFORMANCE INDICATOR

__________________________________________________________________________________________

Code: | SALESEXEC Marne: |Sales Executive
Targed &l ground level sales executive Description: |Sales Executives are those assigned for
Group: jobs to find husiness oppartuntties based

on existing and new customer

[ Upclste “ Cancel l
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Refer to the Add KPI function for reference of the field. Click the Update button to update the KPI
information or Cancel button to go to previous screen.

KPI GROUP

e KPI Menu > KPI Group

e KPI Menu > KPI Group > Add KPI Group
e KPI Menu > KPIl Group > KPI Group Code
e KPI Menu > KPI Group > Edit

e KPI Menu > KPI Group > Delete

KPI Group
Add KPI Group
Moo Code: Mame:
1 aTl Cantitative indicators Edit |Delate

1
1
1
1
1
1
|
| Guantitative indicators which can be presented as a number. Mumerical terms, such as the percentage of customers who buy
| product every year

|2 PRI Practical indicators Edit |Delate

| FPractical indicators that interface with existing company processes, such as lists of employee capahilities. These are thosze

| that are related to processes that are currently followed in the company. It can be tracking a work flow process of related

| depantments ar it can be the number of days one department takes to camplete a specific work

'3 DRI Directional indicators Edit |Delete

| Directional indicatars demaonstrate improverment or progress (or not), such as campatring last month's sales to this month's.

| Directional KPIs give a simple aszessment ofthe statistics of g certain area of business operation. Itis used to indicate

| company performance matrix over a period orto spottrends in the husiness cycle over a period oftime

The screen shows the list of KPI Group for the selected KPI.

Add KPI Group

Cnde:| | Description:

The screen show the add KPI Group form. Enter the following information:
¢ Code — enter the KPI Group Code
¢ Name — enter the KPI Group Name
e KPI — select from the KPI dropdown or leave unselected
e Description — enter any information about the KPI Group or leave blank

Click the Add button to add the KPI Group and click the Cancel button to go back to previous screen.
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Edit KPI Group

I o e e e e————————.
! Code: |QT| | Description: |Quarntitative indicatars which can be !
1 presented as & number. Mumerical terms, :
| Marme: |Quar|t'rtati\-'e indicators | =uch as the percentage of customers who I
! buy product every vear :
! 1
i KPI: | Sales Executive Vl !
: 1
1 1
1 1
1 1
1 1

[ Upcdate “ Cancel ]

__________________________________________________________________________________________

Refer to the Add KPI Group function for reference of the field. Click the Update button to update the KPI
Group information or Cancel button to go to previous screen.

Delete KPI Group

The page at

e Are you sure you want to delete this record?

L OK J [ Cancel ]

Click on the Delete link from the KPI Group Listing. Click OK button to continue to delete. Click Cancel
button to cancel the delete.

KPI ITEM

e KPI Menu > KPI Item

e KPI Menu > KPI Item > Add KPI Item
e KPI Menu > KPI Item > KPI Item Code
e KPI Menu > KPI Item > Edit

e KPI Menu > KPI Item > Delete




User Manual EEGI: 0]

KPI Item
e — i
| Add KPI Item |
1
1 1
| Mo Code: Mame: Group: Training Area: |
11 SALESEXECTARGET1 Targetgquarterly sales of R200,000 QT SALLYLA Edit |Delate i
| Info:Target quarterly sales of RM2Z00,000 !
12 SALESEXECTARGETZ Target manthly 20 new leads generated Tl SALLYL Edit |Delete !
1
! Info:Target manthly 20 new leads generated !
13 SALESEXECTARGETS Targetgquarterly 10 or less customer complains QT SALLYLA Edit |Dalete !
1
! Info:Target quarterly 10 ar less customer complaing !
! 4 SALESEXECTARGET4 Target quarterly 100 proposal submissian Tl SALLYL Edit |Delete !
! Info:Target quarterly 100 proposal submission !
! g SALESEXECTARGETS Targetquarterly 5 sales closing Tl SALLYL Edit |Delete !
! Info:Target quarterly & sales closing !
i SALESEXECTARGETT Compliance with IS09001 CRM Managerment PRI LEADLYLI Edit|Delete !
! Frocesses !
L ___ Infe:Cornpliance with ISO4001 CRM Management Pracesses ________________________________ .
The screen shows the list of KPI Item for the selected KPI.
Add KPI Item
I RRP}WR}R}PRB T ———————— 0
! Cnde:| | Descrption: :
! 1
| Name: | | :
! 1
i Group: | Please Choose V| :
1
1
I Training Area: | Please Choose V| i
! 1
! 1
e e [ .=

The screen show the add KPI Item form. Enter the following information:

Code — enter the KPI Item Code
Name — enter the KPI Item Name

Group — select from the group dropdown or leave unselected

Training Area — select from the Training Area dropdown or leave unselected

Description — enter any information about the KPI Item or leave blank

Click the Add button to add the KPI Item and click the Cancel button to go back to previous screen.

Edit KPI Item

Training Area: | Basic Sales Methodology v|

Code; |SALESE}{ECTARGET1

Rarme: | Target quarterly sales of RM200,000 |

Group: | Guantitative indicstors W |

| Description: | Target guarterly sales of R200,000
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Refer to the Add KPI Item function for reference of the field. Click the Update button to update the KPI
Item information or Cancel button to go to previous screen.

Delete KPI Item

The page at

e Are you sure you want to delete this record?

L OK J [ Cancel ]

Click on the Delete link from the KPI Item Listing. Click OK button to continue to delete. Click Cancel
button to cancel the delete.

KPI ASSOCIATED EMPLOYEE

e KPI Menu > KPI Associated Employee
e KPI Menu > KPI Associated Employee > Employee ID

KPI Associated Employee

1 1
| Mo: Employee [D; Full Mame : Location : |
i 1 SCAD151 FAMAL ARIF MAZ BIM WASMARN HF - Developer i
12 SCAO1021 RIDZUAMN AZIZ HR - Manager !
| 3 SCAB&s KAMAL BIM MOHAMAD HF - !
» 4 SCA3232 SHAMSLIL FAMAL HR - |
| 5 0201649 SARIMAH BT TOSMARN ADM - Kerani |

The screen shows the list of employees associated with the selected KPI.
Employee Detail

Please refer to the Employee Profile > Employee Detail section.
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12. JOB DESCRIPTION

Job Description or JD is a mechanism to set expectation towards employee. If ID is being used, JD will
also becomes the basis for assessing employee’s performance and competency.

JOB DESIGNATION

e TNA > Job Designation

e TNA > Job Designation > New Job Designation

e TNA > Job Designation > Job Designation Code

e TNA > Job Designation > Edit

e TNA > Job Designation > Delete

e Job Designation Menu > Job Designation

e Job Designation Menu > Job Description

e Job Designation Menu > JD Associated Employee

JOB DESIGNATION MENU

JOB

DESIGNATION Job Designation | Job Description | JD Associated Employee

MENU

Job Designation Menu will be shown when the system displays information related to selected Job
Designation. With this, user can then navigate to other information or function related to the selected Job
Designation.

JOB DESIGNATION INFORMATION

The Job Designation Information will be shown when the system displays information related to selected
Job Designation. The information:

¢ Code — Job Designation Code

¢ Name — Job Designation Name

To change the listed information, go to Job Designation Menu > Job Designation.
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Job Designation Listing

® Job Designation

New Job Designation

Click here to search

Search result limit to 100 Fage1of1
Mo: Code: Job Designation Femark:

1 JDO03 Kerani 3 kerani Biasa Edit |Delete

2 JDOOS akauntan 1 akauntan 1 Edit |Delete

1 JDOoos Operator Operators Edit |Delete

3 records found ]

The screen show the list of Job Designation registered in the system. Click the Search Bar to show the
Search Form as show below.

The listing shows:

e Code
e Job Designation
e Remark

Job Designation Search

Click here hide search

Enter the search criteria below.
Code; Job Designation :| |

Remark: # ofrecords: [ 100 records v || search |

The screen show the Search Form to search Job Designation. The search can be done by using either one
or combination of the following fields:

e Code — enter partial or full Job Designation Code

¢ Job Designation — enter partial or full Job Designation Name

e Remark — enter partial or full remark

e # of records — change to desired number of records or leave as default value — 100 records

Click Search button to show the search result. Refer to Job Designation Listing section for search result.
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New Job Designation

® New Job Designation

Cnde:| | Remark:

1
1
1
1
1
1
:
1
Jaoh Designatinn:| | !
1
1
1
1
1
1
1

The screen shows the add Job Designation form. Enter the following information:
e Code — enter the Job Designation Code
¢ Name — enter the Job Designation Name
¢ Remark — enter any information about the Job Designation or leave blank

Click the Add button to add the Job Designation and click the Cancel button to go back to previous
screen.

Edit Job Designation

Code: |Jpoo3 | Remark |Kerani Biasa

I 1
! 1
! 1
! 1
i Job Designation: |Kerani3 | |
| |
! 1
! 1

[ Upclate ” Cancel l

__________________________________________________________________________________________

Refer to the Add Job Designation function for reference of the field. Click the Update button to update
the Job Designation information or Cancel button to go to previous screen.

Delete Job Designation

The page at

e Are you sure you want to delete this record?

L OK J [ Cancel ]

Click on the Delete link from the Job Designation Listing. Click OK button to continue to delete. Click
Cancel button to cancel the delete.
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Job Description

i Mo Code: Description: Training Area: Active i
i JOMOo1 ERPF Lipdating ACCTLVL !
i 2 JDm0O0z2 Clock-in dan clock-out ACCTLYLA |
|3 JOmon3 Cashbook updating ACCTLYL |
14 JOmoo4 Bank reconciliations ACCTLYLI i
5 JOM00a Cheques preparation ACCTLVL F |
i B JDMO0G Close Office LEADLYWLA [F] i
i i

[ Update “ Cancel ]

The list shows the associated Job Description for the selected Job Designation. Select or de-select the
checkbox at the far right to modify Job Description association. Click Update button to update the change
or Cancel to return to previous screen.

JD Associated Employee

I -~ -~ -~ -~ -----"------------------------------------------------------------------TT-T-T--------"= 1
| Mo: Employes |0 Full Mame : Lacation : |
1

' 1 SCA3232 SHAMSUL KAMAL HR - i
' 2 0801649 SARIMAH BT TOSMAN ADM - Keran] !

The screen shows the list of employees associated with the selected Job Designation.

JOB DESCRIPTION

e TNA > Job Description

e TNA > Job Description > New JD Master

e TNA > Job Description > Job Description Code

e TNA > Job Description > Edit

e TNA > Job Description > Delete

e Job Description Menu > Master Job Description

e Job Description Menu > Job Designation Association
e Job Description Menu > Employee Association

JOB DESCRIPTION MENU

JOB
DESCRIPTION
MENLU

Master Job Description | Job Designation Association

Employee Association

Job Description Menu will be shown when the system displays information related to selected Job
Description. With this, user can then navigate to other information or function related to the selected Job
Description.
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JOB DESCRIPTION INFORMATION

Code : JDMO0Z
Category . Samples

Mame : Clock-in dan

Training Area . Basic Accounting

clock-out

The Job Description Information will be shown when the system displays information related to selected

Job Description. The information:

Code — Job Description Code

Name — Job Description Name

Category — the Job Description Category
Training Area — the Training Area

To change the listed information, go to Job Description Menu > Master Job Description.

Job Description Listing

® b master Listing

Click here to search

New JD Master

Search result limitto 100 Fage 1 af1
Mo Code: Category: Description: Training Area:

1 JDMOOZ Samples Clock-in dan clock-out ACCTLYLY Edit |Delete

2 JDMOO4 Samples Bank reconciliations ACCTLYL Edit |Dealete

3 JDMOO3 Samples Cashhook updating ACCTLYL Edit |Delete

4 JOMO01 Admin ERF Updating ACCTLYL Edit |Delete

i} JDMOOS Adrmin Chenques preparation ACCTLAYLA Edit |Delete

6 JDMOOS Samples Cloge Office LEADLWLT Edit |Delete

G records found ]

The screen show the list of Master Job Description registered in the system. Click the Search Bar to show

the Search Form as show below.

The listing shows:

Code
Category
Description
Training Area

Job Description Search

Click here hide search

Enter the search criteria below,

Code:

Description

Category :|

#ofrecords: | 100 records

L' | I_ Search ]
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The screen show the Search Form to search Master Job Description. The search can be done by using
either one or combination of the following fields:
e Code — enter partial or full Job Designation Code
Category — enter partial or full Category Code
Description — enter partial or full remark
# of records — change to desired number of records or leave as default value — 100 records

Click Search button to show the search result. Refer to Master Job Description Listing section for search
result.

Add Job Description

{ = =
® New Master Job Description

Code: Description:
Category: | Please Chooze v
Training Area: | Pleaze Chooze W

__________________________________________________________________________________________

The screen shows the add Master Job Description form. Enter the following information:
¢ Code — enter the Job Description Code
e Category — select Job Description Category or leave unselected
¢ Training Area — select Training Area or leave unselected
¢ Description — enter any information about the Job Description or leave blank

Click the Add button to add the Job Designation and click the Cancel button to go back to previous
screen.

Edit Job Description

Code: | JoMo0z2 Description: |Clock-in dan clock-out
Categary: | Samples w
Training Area: | Basic Accounting W

Update Cancel

__________________________________________________________________________________________

Refer to the Add Master Job Description function for reference of the field. Click the Update button to
update the Master Job Description information or Cancel button to go to previous screen.
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Delete Job Description

e Are you sure you want to delete this record?

l OK j [ Cancel ]

Click on the Delete link from the Master Job Description Listing. Click OK button to continue to delete.
Click Cancel button to cancel the delete.

Job Designation Association

1
| Mo Gode:; Joh Designation: Training Area: |
1
L1 JDO03 kerani Biasa ACCTLWLT i
| 2 JDoos Operators ACCTLVL !

The screen shows the list of Job Designation associated with the selected Master Job Description.

Employee Association

i Moo Employee 1D: Full Mame : Location : |
i 1 0801649 SARIMAH BT TOSMARN ADM - kerani i
12 SCAO1021 RIDZIUAN AZIZ HF - Manager !
'3 SCAO0151 kAMAL ARIF MAZ BIN MASKARN HF - M54 |
' 4 SCA3232 SHAMSLIL bAMAL HF - |

The screen shows the list of employees associated with the selected Master Job Description.

JOB DESCRIPTION CATEGORY

e TNA > Job Description Category

e TNA > Job Description Category > New Job Description Category
e TNA > Job Description Category > Job Description Category Code
e TNA > Job Description Category > Edit

e TNA > Job Description Category > Delete

e JD Category Menu > Category Detail

e JD Category Menu > Job Description Association

JOB DESCRIPTION CATEGORY MENU

D cr:gﬁg““" Category Detail | Job Description Association
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JD Category Menu will be shown when the system displays information related to selected JD Category.
With this, user can then navigate to other information or function related to the selected JD Category.

JOB DESCRIPTION CATEGORY INFORMATION

__________________________________________________________________________________________

The JD Category Information will be shown when the system displays information related to selected JD
Category. The information:

¢ Code — ID Category Code

o Name — ID Category Name

To change the listed information, go to JD Category Menu > Category Detail.

Job Description Category Listing

® Job Description Category Listing

New Job Description Category

Mo, Code; Description: Remark;

1 JDCO01 Samples asd Edit |Delete

2 JDO02 Adrmin Edit |Delete

2 records found M

1
| |
| |
1 1
1 1
1 1
1 1
1 1
| |
1
i Search result limitto 100 Fage 1 of1 !
| |
1 1
| |
1 1
1 1
1 1
1 1
1 1

__________________________________________________________________________________________

The screen show the list of Job Description Category registered in the system. Click the Search Bar to
show the Search Form as show below.

The listing shows:

e Code
o Description
e Remark

Job Description Category Search

Enter the search criteria below,
Code: Description :| |

Remark # of records: | 100 records v|[ Seatch ]

The screen show the Search Form to search Job Description Category. The search can be done by using
either one or combination of the following fields:

e Code — enter partial or full Job Designation Code

e Description — enter partial or full description




User Manual EEGI: 0]
¢ Remark — enter partial or full remark

e # of records — change to desired humber of records or leave as default value — 100 records

Click Search button to show the search result. Refer to Job Description Category Listing section for search
result.

Add Job Description Category

__________________________________________________________________________________________

® New Job Description Category

Code; Mame:

Remark:

__________________________________________________________________________________________

The screen shows the add Job Description Category form. Enter the following information:
¢ Code — enter the Job Description Category Code
¢ Name — enter the Job Description Category Name
¢ Remark — enter any information about the Job Description Category or leave blank

Click the Add button to add the Job Description Category and click the Cancel button to go back to
previous screen.

Edit Job Description Category

__________________________________________________________________________________________

Code: |JDCoo Mame: | samples
Remark: |asd

[ Update ” Cancel ]

Refer to the Add Job Description Category function for reference of the field. Click the Update button to
update the Job Description Category information or Cancel button to go to previous screen.
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Delete Job Description Category

Q Are you sure you want to delete this record?

L OK J [ Cancel ]

Click on the Delete link from the Job Description Category Listing. Click OK button to continue to delete.
Click Cancel button to cancel the delete.

Job Description Association

1
| Mo Code: Job Designation: Training Area: |
i 1 JDMOO2 Clock-in dan clock-out ACCTLWLY i
12 JDMOO3 Cashbook updating ACCTLWLY !
13 JDMOO04 Bank reconciliations ACCTLVL |
. 4 JDMOOS Cloge Office LEADLWL |

The screen shows the list of Job Description associated with the selected Job Description Category.
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13. ASSESSMENT

Assessment is a coordinated mechanism to inquire, study and analyze input from targetted participant
with respect to:
¢ Employee

o Self
o Peer
o Superior
e Training
o Trainer
o Content
o Material
ASSESSMENT TEMPLATE

The system provides a mechanism to prepare template for the assessment or the questionnaire. This
template can then be used to schedule the assessment.

| Accesspoint

TNA > Assessment Template

TNA > Assessment Template > New Assessment Template

TNA > Assessment Template > Assessment Template Code

TNA > Assessment Template > Edit

Assessment Template Menu > Assessment Details

Assessment Template Menu > Question Segments

Assessment Template Menu > Question Segments > Add Question Segment
e Assessment Template Menu > Question Segments > Question Segment Code
e Assessment Template Menu > Question Segments > Edit

e Assessment Template Menu > Question Segments > Delete

e Assessment Template Menu > Questions

e Assessment Template Menu > Questions > Add Question

e Assessment Template Menu > Questions > Question Code

e Assessment Template Menu > Questions > Edit

e Assessment Template Menu > Questions > Delete

e Assessment Template Menu > Schedule

e Assessment Template Menu > Schedule > Schedule Assessment

e Assessment Template Menu > Schedule > Schedule Code

e Assessment Template Menu > Schedule > Edit

e Assessment Template Menu > Schedule > Delete

ASSESSMENT TEMPLATE MENU

ASSESSMENT Assessment Details | Question Segments
TEMPLATE .
MENU Guestions | Schedule
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Assessment Template Menu will be shown when the system displays information related to selected
Assessment Template. With this, user can then navigate to other information or function related to the
selected Assessment Template.

ASSESSMENT TEMPLATE INFORMATION

Code : ASMO04 Type  CUSTOM
Mame . Posttraining Assessment Bank . TRAIMIMG

The Assessment Template Information will be shown when the system displays information related to
selected Assessment Template. The information:

¢ Code — Assessment Template Code

e Name — Assessment Template Name

o Type — Type of Assessment

¢ Bank — Assessment Bank

To change the listed information, go to Assessment Template Menu > Assessment Detail.

Assessment Template Listing

__________________________________________________________________________________________

'rl - ]
® Assessment Template Listing

New Assessment Template

1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
| Search result limitto 100 Page 1of1 |
1 1
| Mo Code Marme: Type: Bank: FPre & Post  Created: |
P ASMOO3 Employes Pre & Post-iraining Assessment Custom  TRAIMIMG Tes 13 Oct 2009 Edit |
| 2 ASMOO4 Post-training Assessment custom TRAIMIMG o 13 Oct 2009 Edit |
1
3 ASMOS0  Technical Assessment - Engineer Custom  EMPLOYEE Mo 03 Mow 2009 Edit |
1
4 ASMOZ20 KRAMIddle Mgt Assessment ERA EMFLOYEE Mo 12 Mow 2008 Edit |
1
5 ASMO21 ERAHigh Mat Assessment KRA EMPLOYEE Mo 12 Mow 2008 Edit |
1
! B ASMLM1  Low Mot KRA Based Assessment KRA EMFLOYEE Mo 19 Mow 2009 Edit |
: ¥ ASMOS1  Assessmenton Sales Exec KPI kPl EMPLOYEE Mo 19 Mow 2009 Edit |
: g ASMO52  Assessmenton Kerani JDI JD EMPLOYEE Mo 19 Mov 2009 Edit |
! g SIFU Sifu Mirza - HWM KRA EMFLOYEE Mo 14 Dec 2009 Edit |
1
! 10 test test Custom  TRAIMING o 17 Dec 2009 Edit 1
1
i 10 records found 1] |
1 1
1 1
1 1

The screen show the list of Assessment Template already registered in the system. Click the Search Bar
to show the Search Form as show below.

The listing shows:

¢ Template Code
Template Name
Template Type
Assessment Bank
Pre & Post Type
Created Date
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Assessment Template Search

Click here hide search

Code:
Type: | Plesse Choose “
Fre & Fost | Pleaze Choose w

Enter the search criteria below.

Marme

Bank | Pleaze Select

W

#ofrecords: | 100 records

W | [ Search J

The screen show the Search Form to search Assessment Template. The search can be done by using
either one or combination of the following fields:
e Code — enter partial or full Assessment Template Code

Name — enter partial or full Assessment Template Name
Type — select Template Type or leave unselected

Bank — select Assessment Bank or leave unselected

Pre & Post — select Pre & Post Type or leave unselected
# of records — change to desired number of records or leave as default value — 100 records

Click Search button to show the search result. Refer to Assessment Template Listing section for search

result.

New Assessment Template

® New Assessment

Code:

Marme:

Bank: | Please Select

L Default Type:

AssessmentType: &) custom Assessment
O KR4 Assessment
O kPl Assessment
O JD Assessment

Choose KRA:
Choose KPI:

Rate 1to 6

Fleaze Select

Fleaze Select

Choose JD: | Fleaze Select

Assessment Mote:

Assessment
Instruction:

Interpretation
Miote:
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The screen shows the add Assessment Template form. Enter the following information:
e Code — enter the Assessment Template Code
Name — enter the Assessment Template Name
Bank — select the Assessment Bank
Default Type — select the default question type for the template
Assessment Type — select the base for the assessment
o Custom Assessment — to create blank assessment template
o KRA Assessment — to use selected KRA as a base for the assessment template
questionnaire
o KPI Assessment — to use selected KPI as a base for the assessment template
questionnaire
o JD Assessment — to use selected ID as a base for the assessment template questionnaire
Assessment Note — enter the Assessment Note
Assessment Instruction — enter the Assessment Note
o Interpretation Note — enter the Assessment Note

Click the Add button to add the Assessment Template and click the Cancel button to go back to previous
screen.

Edit Assessment Template

Code: |ASh004 Mame: Post-training Assessment
Bank: | Training w
Type: Custom Template Source:

Assessment Note! Tujuan kail selidik ini ialah untuk mengetahui keberkesanan katihan yang telah peserta laii.

Assessment Soalan ini adalah untuk menostahui tahan keberkesanan latihan. Anda dimints wituk memilh pemarkahan vang bermula dari 1

Interpretation Maklumst Penilzian: Pemarkahan adalah bergsntuna pads jenis soslan. Baoi soslan vang berbentuk subiekbif, ieapan
Mote: tersehut adalah untuk digunakan oleh pegawal penilal. Badi soslan yvang berbentuk okjektif, pemarkahannya adalsh
ik markah terkumenl urtuk individu tersebut stau jumish markab terkumal untuk semua pengambl

[ Upilste ][ Cancel ]

Refer to the Add Assessment Template function for reference of the field. Click the Update button to
update the Assessment Template information or Cancel button to go to previous screen.
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Delete Assessment Template
At this point, the system does not allow deletion of assessment template.

ASESSMENT TEMPLATE SEGMENT

Assessment Template Segment Listing

Add Question Segment

Mo Code: Description: FPre & Post Seq: Action:

1 General IR 1 Edit |Delete
2 Latihan BORAMG KA SELIDIK LATIHAM 2 Edit|Delete
3 Tambahan SOALAN TAMBAHAMN 3 Edit |Delete

__________________________________________________________________________________________

The screen shows the list of Assessment Segment for the selected Assessment Template.
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Add Assessment Template Segment

The screen show the add Assessment Segment form. Enter the following information:

Assessment Mote:

Assessment
Instruction:

Interpretation Mote:

Code: Marme:

Sequence: Pre & Post | Pre & Post Assessment

Code — enter the Assessment Segment Code

Name — enter the Assessment Segment Name

Sequence — enter the order for which the Segment will be sorted
Pre & Post - select the Pre & Post type

Assessment Note — enter the Assessment Note

Assessment Instruction — enter the Assessment Note
Interpretation Note — enter the Assessment Note

Click the Add button to add the Assessment Segment and click the Cancel button to go back to previous

screen.
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Edit Assessment Template Segment

Assessment Segment
Code: | General
Seqguence: |4

Marme:
Pre & Post:

LibdLIba

Pre Azsessment

Assessment Bote:

Assessment Soalan ini adalah untuk mengetahul tahap kebolehan anda sebelum memulakan latihan. Bagi setiap soalan pemarkahan anda

Instruction:

Interpretation Mote: |Maklumst Penilsian: Pemarkahan adalah subjektif - sebabagian individy menilal sesusty perkars sama ada tino stau ~

pe noan amatlah digalakkan. Sebaogsi contoh

1: H
menuniukkan perubahan yang

rendah Maka, perbandingan vang dislankan Tidak semestinys Tepst dan ianya hanyalah sehagsi b f
pemarkaban B - A holeh disebabkan cleh pelbagai faktor dan jika perbandingan mengubsh persepsi individy,

Perl

aeningk pemarkaban pada bahagian B terhadan bahagian A
mereka mampy memperbaiki kelemahan di

pelstih. Tenaga Pengajar b

pemarkahan adalsh tidsk ketara pads bahagian A dan B, berkemunakinan ket

hian yand diglankan tidak menepati kehendal —
mendgaabungkan markah secara keseluruban dari pelatih w

mendhasikan penilaian w

[ Update “ Cancel ]

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
:
i markah yang paling sesusl denoan i snds.
:
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

Refer to the Add Assessment Segment function for reference of the field. Click the Update button to
update the Assessment Segment information or Cancel button to go to previous screen.

Delete Assessment Template Segment

e Are you sure you want to delete this record?

§ ok |} [ Canceﬂ

Click on the Delete link from the Assessment Segment Listing. Click OK button to continue to delete. Click

Cancel button to cancel the delete.
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ASSESSMENT TEMPLATE QUESTION

Assessment Template Question Listing

Add Question

PADA ANGGAPAN ANDA, SEJALH MANA AMDA MERASA TERTEKAN APABILA TIMBUL [SU NEGATIF YANG BERLAKL SEFERTI
Dl MARAHI OLEH KETUA DAMN SEBAGAINYAT

BORANG KAJI SELIDIK LATIHAN

1 Q11 Rate 1to 6 11 Edit |Delete
Adakah objektif pembelajaran anda tercapai?

1
1 1
1 1
1 1
1 1
1 1
| Wao: Code: Type: Training Area: Seq: Action: |
1 1
1
i UMUM :
1
1 Qof Rate 11010 1 Edit|Delete !
! BAGAIMARA ANDA MENGUKLUR KEPUASAK DIRI BEKERJA DI SIMI? !
! 2 Qo2 Rate 1to 10 2 Edit|Delete !
! BAGAIMANA ANDA MENGUKUR KEGEMBIRAAR BEKERIA DI SIMIT !
! 3 Q03 Rate 1to10 3 Edit|Delete |
! BAGAIMANA AMDA MENGUKUR KEPUASAN DIRI BEKERJA DI SIMIY !
! 1 Q04 Rate 1to 10 4 Edit|Delete |
! BAGAIMANA ARDA MENGUKUR HUBLINGAN ANDA BERSAMA-SAMA DEMNGAN RAKAN SEKERJA 7 !
15 Qo5 Rate 1to10 A Edit|Delete |
! BAGAIMANA AMDA MEMNGUKUR TAHAP KEUPATAAN MENGAWAL EMOS] DI TEMPAT KERJATY !
LB Q06 Rate 1to 10 ] Edit |[Delete |
! PADA ANGGAPAR AMDA SEJALUH MARA AMDA PERCAYA YARG ANDA MEMPLINYAl MASA DEPAR YANG CERAH DI DALAM !
! SYARIKAT IMI? !
LToQoT Rate 1to10 T Edit|Delete |
! PADA AMGGAPAN AMDAADARAH ANDA MERASA BAMGGA SEBAGAI PERKERJA DI SYARIKAT IMI? !
'8 Qo8 Rate 1to 10 a Edit |[Delete |
! PADA ANGGAPAN AMDA, SANGGURKAH AMDA BERKOMNGS] SUKA DUKA BERSAMA DEMNGAN RAKAN SERKERJA? !
L9 Qo9 Rate 1to10 q Edit |Delete |
! BERAPA KERAP ANMDA MEMBERI RAMGSAMGAN KEPADA RAKAN SEKERJA APABILA MERERA MEMNGALAMI KESLISAHAR !
! SEMASA BEKERJAY !
L0 Q1o Rate 1to 10 10 Edit |[Delete |
| |
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1

The screen shows the list of Assessment Questionnaires for the selected Assessment Template.

Add Assessment Template Question

Code: Seguence:
Type: | Pleaze Chooze W Segment | Please Choose “
Training Area: | Please Chooze W
Question:

The screen show the add Assessment Questionnaire form. Enter the following information:
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Code — enter the KRA Component Code

Sequence — enter the sequence for which the question will appear
Type — select the question type

Segment — select the Assessment Segment

Training Area — select the training area

Question — enter the question

Click the Add button to add the Assessment Questionnaire and click the Cancel button to go back to
previous screen.

Edit Assessment Template Question

| Assessment Question

Code: Qo1 Sequence: 4
Type: |Rate 1to10 W Segment: | Ui w
Training Area: | Pleaze Choose W

Eestion: |Bas A AmL AR MENGUKUR KEPLIASAN DIRI BEKERJA O SIMIY

Refer to the Add Assessment Questionnaire function for reference of the field. Click the Update button to
update the Assessment Questionnaire information or Cancel button to go to previous screen.

Delete Assessment Template Question

e Are you sure you want to delete this record?

L OK ,] [ Cancel ]

Click on the Delete link from the Assessment Questionnaire Listing. Click OK button to continue to delete.
Click Cancel button to cancel the delete.
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ASSESSMENT SCHEDULE

Assessment Schedule Listing

Schedule Assessment

1 1
1 1
1 1
1 1
1 1
i Mo Code: Marne: Target: Aszsessor, Period; Action: i
: |
1 1
1 1
1 1

T ASMO20 kKRA Middle Mgt Assessment KFRA- MM PEER 07 Dec 2009 - 14 Dec 20049 Edit |Delete
2 ASMO20 KRAMiddle Mgt Assessment ALL - FEER 03 Mo 2009 - 10 Moy 2009 Edit |Delete

The screen shows the list of Assessment Schedule for the selected Assessment Template.

Add Assessment Schedule

Target Group: &) all Employess

) By Employes Selact Employee: |
O By Superior Choose Superiar;
O By Department Choose Departrnent;
O By Division Choose Division:
O By KRAGroup Choose KRA:
O By KPI Graup Choose KPI:
O By JD Group Choose JO:
Assessor | Pleaze Chooze v|
Start Date: | End Date:| |

Remark:

I 1
I 1
I 1
I 1
! |
1
1 1
I 1
I 1
I 1
I 1
I 1
! |
1
1 1
I 1
I 1
I 1
I 1
I 1
I 1
! |
1 P
: O By Training Choose Training: | |
1
1
I 1
I 1
! |
1
1 1
I 1
I 1
I 1
I 1
I 1
! |
1
1 1
I 1
I 1
I 1
I 1
I 1
! |
1
1 1

The screen show the add Assessment Schedule form. Enter the following information:
e Target Group — select the target employees
o All Employees

By Employee — select employee using the button
By Superior — subordinates of selected superior
By Department — member of selected Department
By Division — member of selected Division
By KRA Group — member of selected KRA
By KPI Group — member of selected KPI
By JD Group — member of selected Job Designation
o By Training — participant of selected training program
e Assessor — select
o Self assessment
o Peer assessment
o Superior assessment

O O O O O O O
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o All assessment (self, peer & superior)

¢ Start Date and End Date — select the period of the assessment using the button
e Remark — enter the remark or leave blank

Click the Add button to add the Assessment Schedule and click the Cancel button to go back to previous
screen.

Edit Assessment Schedule
Please refer to Assessment Menu > Schedule Details section below.

Delete Assessment Schedule

The page at

e Are you sure you want to delete this record?

| OK ,| [ Cancel ]

Click on the Delete link from the Assessment Schedule Listing. Click OK button to continue to delete. Click
Cancel button to cancel the delete.

ASSESSMENT

e TNA > Assessment Schedule

e TNA > Assessment Schedule > Assessment Template Code
e TNA > Assessment Schedule > Edit

e TNA > Assessment Schedule > Delete

e Assessment Template Menu > Schedule

e Assessment Template Menu > Schedule > Schedule Assessment
e Assessment Template Menu > Schedule > Schedule Code
e Assessment Template Menu > Schedule > Edit

e Assessment Template Menu > Schedule > Delete

e Assessment Menu > Schedule Details

e Assessment Menu > Assessment Details

e Assessment Menu > Segment

e Assessment Menu > Segment > Add Segment

e Assessment Menu > Segment > Edit

e Assessment Menu > Segment > Delete

e Assessment Menu > Questionnaire

e Assessment Menu > Questionnaire > Add Question

e Assessment Menu > Questionnaire > Edit
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e Assessment Menu > Questionnaire > Delete

e Assessment Menu > Participant & Target

e Assessment Menu > Participant & Target > Add Target
e Assessment Menu > Participant & Target > View Participant
e Assessment Menu > Participant & Target > Delete

e Assessment Menu > Notification

e Assessment Menu > Notification > Add Notification

e Assessment Menu > Notification > View Detail

e Assessment Menu > Result

e Assessment Menu > Result > View Result

e Assessment Menu > Result > Print

e Assessment Menu > Summary

ASSESSMENT MENU

ASSESSMENT Schedule Details | Assessment Details | Segment | Guestionnaire

MENLU Participant & Target | Notification | Results | Summary

Assessment Menu will be shown when the system displays information related to selected Assessment.
With this, user can then navigate to other information or function related to the selected Assessment.

ASSESSMENT INFORMATION

i Code : ASMOZ0 Type © KRA :
! Marne : KRA Middle Mgt Azsessment Pre & Post: Mo !
| Created : 09 Dec 2009 By . ADMIMN |
. Target . KRA - Wbl Aszsessor. PEER |
E Start Date : 07 Dec 2009 End Date : 14 DEC 2008 E

__________________________________________________________________________________________

The Assessment Information will be shown when the system displays information related to selected
Assessment. The information:

Code — Assessment Code

Name — Assessment Name

Type — Type of Assessment

Pre & Post

Created — the creation date

By — created by

Target — the base or reference for the questionnaire
Assessor — Type of assessor for the assessment

Start Date and End Date — the period the assessment is valid

To change the listed information, go to Assessment Menu > Assessment Detail and Assessment Menu >
Schedule Detail.

Assessment Listing
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{ - ]
® Assessment Schedule Listing

1 1
1 1
1 1
! |
1 1
I 1
1 1
1 1
1 1
\ Seatch resultlimitto 100 Page 1 af1 |
I 1
| Moo Code: Marme: Target: Assessar Period: '
| 2 ASMO20 KRAMiddle Mgt Assessment KRA - b FEER 07 Dec 2009- 14 Dec 2009 Edit |Delete i
| 3 ASMO52 Asseszmenton Kerani JOI JO - 40003 SELF 07 Dec 2009 - 21 Dec 2009 Edit |Delete !
| 4 SIFU Sifu Mirza - HM KRA - HM SELF 07 Dec 2009- 21 Dec 20058 Edit |Delete !
| 5 ASMOS2 Asszessmenton Kerani JDI EMFLOYEE - SCADT021 SELF 07 Dec 2009- 21 Dec 20058 Edit |Delete !
| 6 ASMLMA1 Low Mgt KRA Based Assessment EMPLOYEE - SELF 16 Moy 2009 - 30 Moy 2009 Edit |Delete !
| 7 ASMO20 KRAMiddle Mgt Assessment ALL- FEER 03 Moy 2009 - 10 Mov 2009 Edit |Delete !
| 8 ASMO52 Assessmenton KeraniJDI Or - CORP SUPERIOR 02 Moy 2008 - 30 Moy 2009 Edit |Delete !
1

1
| Trecords found M
| i
I 1

The screen show the list of Assessment schedules. Click the Search Bar to show the Search Form as show
below.

The listing shows:

e Schedule Code
Schedule name
Target Group
Assessor
Period

Assessment Search

Enter the search criteria below.
Code: Mame !

ASSESS0r | Please Choose v # of recards: [100 records v

The screen show the Search Form to search Assessment schedules. The search can be done by using
either one or combination of the following fields:

¢ Code — enter partial or full Schedule Code

¢ Name — enter partial or full Schedule Name

e Assessor — select assessor type or leave unselected

e # of records — change to desired number of records or leave as default value — 100 records

Click Search button to show the search result. Refer to Assessment schedules Listing section for search
result.

New Assessment
Please refer to Assessment Template > Schedule Assessment section.

Edit Schedule Details
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Target KRA Assessar. FEER

Start Date: (o7 pec 2009 | End Dalte: (14 pec 2009 |
Remark: |Please modify this section

[ Upclate ” Cancel ]

Refer to the Add Assessment Schedule function for reference of the field. Click the Update button to
update the Assessment Schedule information or Cancel button to go to previous screen.

Edit Assessment Details

Code: ASMO20 Fame: KRA Middle Mot Assessment
Bank: EMPLOYEE Fre & Post ko
Type: KRA Source: kb Middle Management

Azsessment Mote: | Please fill in the sssessment the best you can.

Assessmentvou keve to complete answering all questions for this assessment within the specified period.
Instruction:

Interpretation Mote: \Ma

[ Upclate “ Cancel ]

Refer to the Add Assessment Template function for reference of the field. Click the Update button to
update the Assessment information or Cancel button to go to previous screen.

Delete Assessment
Please refer to Assessment Template > Schedule Assessment > Delete Section.

ASESSMENT SEGMENT
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Asessment Segment Listing

Add Question Segment

Mo: Code: Description: Fre & Post Seq: Action:

1 General LIMLIR 1 Edit |Delete
2 Latihan BORARG KA SELIDIK LATIHAR 2 Edit |Delete
3 Tambahan SOALAN TAMBAHARN 3 Edit|Delete

__________________________________________________________________________________________

The screen shows the list of Assessment Segment for the selected Assessment Schedule.

Add Asessment Segment

Assessment Segment
Coda: Marmne:
Sequence: Fre & Post | Pre & Post Aszessment W

Assessment Mote:

Aszessment
Instruction:

Interpretation Mote:

The screen show the add Assessment Segment form. Enter the following information:
¢ Code — enter the Assessment Segment Code

Name — enter the Assessment Segment Name

Sequence — enter the order for which the Segment will be sorted

Pre & Post - select the Pre & Post type

Assessment Note — enter the Assessment Note

Assessment Instruction — enter the Assessment Note

Interpretation Note — enter the Assessment Note

Click the Add button to add the Assessment Segment and click the Cancel button to go back to previous
screen.
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Edit Asessment Segment

Assessment Segment
Code: | General
Seqguence: |4

Marme:
Pre & Post:

LibdLIba

Pre Azsessment

Assessment Bote:

Assessment Soalan ini adalah untuk mengetahul tahap kebolehan anda sebelum memulakan latihan. Bagi setiap soalan pemarkahan anda

Instruction:

Interpretation Mote: |Maklumst Penilsian: Pemarkahan adalah subjektif - sebabagian individy menilal sesusty perkars sama ada tino stau ~

pe noan amatlah digalakkan. Sebaogsi contoh

1: H
menuniukkan perubahan yang

rendah Maka, perbandingan vang dislankan Tidak semestinys Tepst dan ianya hanyalah sehagsi b f
pemarkaban B - A holeh disebabkan cleh pelbagai faktor dan jika perbandingan mengubsh persepsi individy,

Perl

aeningk pemarkaban pada bahagian B terhadan bahagian A
mereka mampy memperbaiki kelemahan di

pelstih. Tenaga Pengajar b

pemarkahan adalsh tidsk ketara pads bahagian A dan B, berkemunakinan ket

hian yand diglankan tidak menepati kehendal —
mendgaabungkan markah secara keseluruban dari pelatih w

mendhasikan penilaian w

[ Update “ Cancel ]

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
:
i markah yang paling sesusl denoan i snds.
:
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

Refer to the Add Assessment Segment function for reference of the field. Click the Update button to
update the Assessment Segment information or Cancel button to go to previous screen.

Delete Asessment Segment

e Are you sure you want to delete this record?

§ ok |} [ Canceﬂ

Click on the Delete link from the Assessment Segment Listing. Click OK button to continue to delete. Click

Cancel button to cancel the delete.
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ASSESSMENT QUESTION

Assessment Question Listing

Add Question

PADA ANGGAPAN ANDA, SEJALH MANA AMDA MERASA TERTEKAN APABILA TIMBUL [SU NEGATIF YANG BERLAKL SEFERTI
Dl MARAHI OLEH KETUA DAMN SEBAGAINYAT

BORANG KAJI SELIDIK LATIHAN

1 Q11 Rate 1to 6 11 Edit |Delete
Adakah objektif pembelajaran anda tercapai?

1
1 1
1 1
1 1
1 1
1 1
| Wao: Code: Type: Training Area: Seq: Action: |
1 1
1
i UMUM :
1
1 Qof Rate 11010 1 Edit|Delete !
! BAGAIMARA ANDA MENGUKLUR KEPUASAK DIRI BEKERJA DI SIMI? !
! 2 Qo2 Rate 1to 10 2 Edit|Delete !
! BAGAIMANA ANDA MENGUKUR KEGEMBIRAAR BEKERIA DI SIMIT !
! 3 Q03 Rate 1to10 3 Edit|Delete |
! BAGAIMANA AMDA MENGUKUR KEPUASAN DIRI BEKERJA DI SIMIY !
! 1 Q04 Rate 1to 10 4 Edit|Delete |
! BAGAIMANA ARDA MENGUKUR HUBLINGAN ANDA BERSAMA-SAMA DEMNGAN RAKAN SEKERJA 7 !
15 Qo5 Rate 1to10 A Edit|Delete |
! BAGAIMANA AMDA MEMNGUKUR TAHAP KEUPATAAN MENGAWAL EMOS] DI TEMPAT KERJATY !
LB Q06 Rate 1to 10 ] Edit |[Delete |
! PADA ANGGAPAR AMDA SEJALUH MARA AMDA PERCAYA YARG ANDA MEMPLINYAl MASA DEPAR YANG CERAH DI DALAM !
! SYARIKAT IMI? !
LToQoT Rate 1to10 T Edit|Delete |
! PADA AMGGAPAN AMDAADARAH ANDA MERASA BAMGGA SEBAGAI PERKERJA DI SYARIKAT IMI? !
'8 Qo8 Rate 1to 10 a Edit |[Delete |
! PADA ANGGAPAN AMDA, SANGGURKAH AMDA BERKOMNGS] SUKA DUKA BERSAMA DEMNGAN RAKAN SERKERJA? !
L9 Qo9 Rate 1to10 q Edit |Delete |
! BERAPA KERAP ANMDA MEMBERI RAMGSAMGAN KEPADA RAKAN SEKERJA APABILA MERERA MEMNGALAMI KESLISAHAR !
! SEMASA BEKERJAY !
L0 Q1o Rate 1to 10 10 Edit |[Delete |
| |
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1

The screen shows the list of Assessment Questionnaires for the selected Assessment Schedule.

Add Assessment Question

Code: Seguence:
Type: | Pleaze Chooze W Segment | Please Choose “
Training Area: | Please Chooze W
Question:

The screen show the add Assessment Questionnaire form. Enter the following information:
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Code — enter the KRA Component Code

Sequence — enter the sequence for which the question will appear
Type — select the question type

Segment — select the Assessment Segment

Training Area — select the training area

Question — enter the question

Click the Add button to add the Assessment Questionnaire and click the Cancel button to go back to
previous screen.

Edit Assessment Question

| Assessment Question

Code: Qo1 Sequence: 4
Type: |Rate 1to10 W Segment: | Ui w
Training Area: | Pleaze Choose W

Eestion: |Bas A AmL AR MENGUKUR KEPLIASAN DIRI BEKERJA O SIMIY

Refer to the Add Assessment Questionnaire function for reference of the field. Click the Update button to
update the Assessment Questionnaire information or Cancel button to go to previous screen.

Delete Assessment Question

e Are you sure you want to delete this record?

L OK ,] [ Cancel ]

Click on the Delete link from the Assessment Questionnaire Listing. Click OK button to continue to delete.
Click Cancel button to cancel the delete.
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PARTICIPANT & TARGET

Participant & Target Listing

__________________________________________________________________________________________

Mo: Assessor
1 K1847 - KAMAL BIN MOHAMAD - 100

K1847 - KAMAL EIN MOHAMAD - 100

Add Target Employee

Action:

__________________________________________________________________________________________

The screen shows the list of Participant & Target for the selected Assessment Schedule. Assessor is the
employee who is doing assessment and Target is the employee being assessed.

Add Target Employee

__________________________________________________________________________________________

Ernployes ID:|

Ermploves ID:|

Ermployes ID:|

Ermploves ID:|

Ermployes ID:|

Ermploves ID:|

Ernployes ID:|

Ernployes ID:|

Ermploves ID:|

Ermployes ID:|

i
i

i F'articipant1:| |
i F'articipantz:| |
i Padicipant3:| |
i Participant4:| |
: F'articipantﬁ:| |
i F'articipantﬁ:| |
i F'articipant?:| |
i F'articipantB:| |
i Panicipant9:| |
i Panicipant1n:| |
|

i

[ Update ][ Cancel ]

__________________________________________________________________________________________

The screen shows the form to add Target Employee for the selected Assessment Schedule. Up to 10

employees can be added per form. Click on the

to select target employee. The system will

automatically use the Assessor Type selected for the selected Assessment Schedule.

Edit Participant Detail

Please see the Profile > Employee > Basic Information section.

Edit Target Detail

Please see the Profile > Employee > Basic Information section.
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Print Assessment

EMPLOYEE ASSESSMENT
1647 - KAMAL BIN MOHAMAD

ent: Sample Post-training .
pe SELF

Feriod: 01 Dec 2008 - 04 Dec 2009

Status:

Instruction:

UuMum

Tujuan kaji selidik ini ialah untuk menilai tahap pengetahuan sebelum dan selepas latihan,
memberi pandangan dan bertukar-tukar maklumat.

Click on the Print link from the Assessment Schedule Listing to print the selected Assessment Schedule
for the selected employee. The screen shows a pop-up window containing the Assessment for printing.

Delete Participant & Target

The page at

e Are you sure you want ko delete this record?

[ ok | [ Cancel ]

Click on the Delete link from the Assessment Schedule Listing. Click OK button to continue to delete. Click
Cancel button to cancel the delete.
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NOTIFICATION

Notification is a feature where system will send email to the target employee to notify about the
assessment assigned to them.

Notification Listing

Add Notification

1 10 Dec 2009 06:12:45 AM  Automated Azsessment Reminder Azsessment on Kerani JOIin -38 days View
2 10 Dec 2009 06:12:23 AM Automated Assessment Reminder: Assessment on Kerani DI in -38 days View

1
1
1
|
1
Mo Send Date: Subject: Action: .
1
1
|
1

3 10 Dec 2009 06:12:12 AM  Automated Assessment Reminder Azsessment on Kerani JDI in -38 days View .

The screen shows the list of Notifications for the selected Assessment Schedule.

Add Notification

To: TEE Kl HOR:
MUMIAMAH AP MURLUSAMY (muniamah@nec.com.my
SARIMAH BT TOShAR
FAHMI ABDLIL
RIDZUAN AZLE (ridzuan@baitulummah.com)
HADY DZAHIR (kamalarifmazgumail.comy

Bote: Only padicipant with valid email will be notified through email.
Subject: | sutomated Assessment Reminder: =Assessment_hame= in =fAssessment_Day_Countdown= days

Message: Hello <Employee_Full_Mames,

You have been redgistered for the following assessment:

Azsessment Tile: =Assessment_Mame=
Dates: =Aszezsment_Dates

Thiz Assessmert will be held in =&zsezsment_Day_Courtdown= days.
Have & nice day.

This email iz automatically zent by the system.

Systern auto-replacement variable that can be used in Subject and Message:
=Employee_Full_Mame:=, =Assessment_Mame=, =Assessment_Date=, =Assessment_Day_Countdown=

[ Send Email ][ Cancel ]

The screen show the add Assessment Notification form. Enter the following information:

e To — check all the target notification recipients. By default, all assessment participant will be
listed where employee with valid email will be enabled and employees with invalid email will be
disabled.

e Subject — modify the subject or leave unchanged

¢ Message — modify the message or leave unchanged
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The Subject and Message may contain auto-replaceable items which are listed at the bottom. Click the
Send Email button to send the natification and click the Cancel button to go back to previous screen.

View Notification Detail

Sent Date 10 Dec 2009 06:12:45 Al

By admin
Suhject Altomated Aszsessment Reminder: Azsessment on Kerani JDIin-28 days
Message Hello =Emplayee_Full_Mames=,

You have heen registered for the fallowing assessment;

Assessment Title: Assessment on Kerani JDI
Dates: =Course_Date=

This Assessment will he held in-38 days.
Hawe a nice day.

This email is automatically sent by the system.

Mo Recipient: Status .
1 SCA5115 - Kamal@baitulummah.com Successiul

Click on the View link from the Notification Listing. The system shows the actual message sent as well as
the list of notification recipient. The list of recipient also indicate the status of the message sent.

RESULT

The Result is to show the response to the assessment already done.

Result Listing
Mo ltern: By Status: Date Taken:  Action:
1 SUPERIOR Assessment for TEE KIM HOR - MURNIAMAH AP MUNLUSAMY - OPER Print
0811343 naoz40a

2 SUPERIOR Assessment for MUNIAMAH AP RIDZIUAN AZIZ - SCADTDZ1T  COMPLETED 10 Dec 2009 Print
MUNUSAMY - 0802405

. TOSMAN - 0801649 na01021

3 SUPERIOR Assessment for SARIMAH BT  GOH KWARNG WHURNG - CPEM Print

4 SUPERIOR Assessment for FAHMI ABDUL - KAMAL ARIF WMAZ BIN COMPLETED 09 Dec 2008 Print
SCATe8 MASMAMN - SCADT ST

5 SUPERIOR Assessment for RIDZUAN AZIZ - KAMAL ARIF MAZ BIMN COMPLETED 09 Dec 2009 Print
SCAD1021 MASMAN - SCADTE1

i SUPERIOR Assessment for HADY DZAHIR - KAMAL ARIF MAZ BIR COMPLETED 08 Dec 2009 Print
SCA5115 MASMAN - SCADT ST

The screen shows the list of Assessment Result for the selected Assessment Schedule.
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Result Detail

ASSESSMENT RESULT
AMAH AR MUNUSAMY

fthe
nat know

1 Bankreconciliations
Rate 1 to 6: Answered =, Gap =, Weight =
Training Area: Basic Accounting

2 Clock-in dan clock-out
Rate 1 t0 6: Answered =, Gap =, Weight =

Training Area: Basic Accounting

3 Cashbook updating
Rate 1to & Answered =, Gap =, Weight =

Training Area: Basic Accounting

4 ERP Updating
Rate 1 to 6: Answered =, Gap =, Weight =
Training Area: Basic Accounting

The screen shows the details of the assessment taken for the select Assessment Schedule and selected
employee. The result show:

e Assessor —the employee doing the assessment

e Subject —the employee being assessed

e Assessment — Assessment Title

e Type — Assessor Type

e Period — Period taking the assessment

e Status — OPEN is to indicate the assessment is not yet completed and COMPLETE is to indicate

that the assessment is completed

e Note —assessment note

e Instruction —assessment instruction

e Question

o Rating Type

Training Area
Response
Gap

o]
o]
o]
o Weight
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Print Result

ASSESSMENT RESULT
AH AP WLMUSARY

S - 30 Moy 2009
Mote: This

o made the

Instruction:

Mo Subject:

1 Bankreconciliations
Rate 110 6: Answered =, Gap = . Weight =

ment is Private and i

The screen shows the Assessment Result in a pop-up window for printing purpose. Refer to Assessment
Menu > Result > Print for the details of the content.
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14.

TRAINING PROGRAM

Training program is the actual training to be implemented.

TRAINING PROGRAM

TNA > Master Training

TNA > Master Training > Add Training Schedule

TNA > Master Training > Training Code

TNA > Master Training > Edit

TNA > Master Training > Delete

TNA > Master Training Calendar

TNA > Master Training Calendar > Add Training Schedule
TNA > Master Training Calendar > Training Code

Training Menu > Training Details

Training Menu > Participants

Training Menu > Participants > Add Suggested Participant
Training Menu > Participants > Add Participant

Training Menu > Participants > Edit Participant

Training Menu > Participants > Delete

Training Menu > Course Materials

Training Menu > Course Materials > Add Training Material
Training Menu > Course Materials > View Training Material
Training Menu > Course Materials > Delete

Training Menu > Notification

Training Menu > Notification > Add Notification

Training Menu > Notification > View Notification Detail
Training Menu > Assessment

TRAINING MENU

TRAINING

Training Menu will be shown when the system displays information related to selected Training. With this,
user can then navigate to other information or function related to the selected Training.
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TRAINING INFORMATION

Code: PECO01

Course . Pengurusan Cemerlang
Daates 25 May 2009 - 28 May 2009
Hours 12

Training Type : Classroam Training

Frovider : Strategic Caorporate Alliance Sdn Bhd
Location © Selesa Hill Resorts

The Training Information will be shown when the system displays information related to selected Training
Program. The information:

Code — Training Code

Course — Title of the training
Training Type

Provider — Training Provider name
Dates — the dates for the training
Location — the location of the training

Hours — the number of hours for the training

Fee — the fee per participant

To change the listed information, go to Training Menu > Training Detail.

Training Listing

__________________________________________________________________________________________

1

v F i =
® Master Ti aining Listing

Search result limit to 100
Mo

Code; Course:

PSCOO01 Pengurusan Cemerlang
Description:Fengurusan Cemerlang

Selesa Hill Resoart

2205-2615120049

Casual attire

PSCO002 Tearn Building - Tagether We Stand
Description:Team Building - Together YWe Stand
Selesa Hill Resort

2205-2615/20049

CLs001 Reiki LYT

Description:Reiki LT

PSC0034 Penourusan Kewangan Level 2
Description:Trainer; SCA

Tempat: Port Dicksona

CLsS002 Kepimpinan Cemerlang
Description:Trainer; SCA

Tempat: Selesa Hill Resor, Melaka

Add Training Schedule

Fage 1 of1
Dates
25 May 2009 - 28 May 2009 Edit |Delete

220Ul 2009 - 25 Jul 2009 Edit Delete

06 Jul 2009 - 10 Jul 2009 Edit Delete

13 Oct 2009 - 16 Oct 2009 Edit Delete

27 Oct 2009 - 30 Oct 2009 Edit |Delete

The screen show the list of Master Training already registered in the system. Click the Search Bar to
show the Search Form as show below.

The listing shows:

Training Code
Course Name
Dates
Description
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Click here hide search

Enter the search criteria below.
Code: Course :| |

Diescription # of records: {100 records v|[ Search ]

The screen show the Search Form to search Master Training. The search can be done by using either one
or combination of the following fields:

e Code — enter partial or full Course Code

e Course — enter partial or full Course Name

e Description — enter partial or full Course Description

e # of records — change to desired humber of records or leave as default value — 100 records

Click Search button to show the search result. Refer to Master Training Listing section for search result.

Training Calendar

® master Training Calendar

L
e e e

Sunday Monday Tuesday
29 30
PSC3233
6 T 8 10 11 12
13 14 15 16 17 18 19

Lagend:

e B e b L el e Th A Trm fam i B

The above screen shows the Master Training Calendar for a specific year. The top portion shows the
number of Master Training programs for each month in the specified year. Selecting the month name in
this section will cause the calendar to display the daily training program for the selected month at the

bottom part.
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This training program displayed in the calendar is in the form of training code. Mouse-over the training
code will cause the system to show more information about the training beside the mouse. Click the
training code will show the training detail (see Training Menu > Training Detail).

Add Training

® New Training Schedule

Course Code: Description:
Course Title:

Training Type: | Please Choose v
Categary: | Please Choose hd
Start Date:
End Diate:
Start Tirme: | 05:00 v
End Tirme: | 17:00 “

Certification:
Laocation:
Training Provider: | Please Choose hd

Training Provider:
Farticipant Fee:
Total Fee:
Training Hours:
Claimable: []

__________________________________________________________________________________________

The screen shows the add Training Schedule form. Enter the following information:
e Course Code — enter the Course Code provided by the Training Provider

e Course Title — enter the Course Title

e Training Type — select the Training Type

e Category — select the Trainig Category

¢ Start Date and End Date - select the period of the training using the button

e Start Time and End Time — select the time from the drop-down selection

¢ Certification — enter the certification name is any or leave blank

e Location — enter the location of the training

¢ Training Provider — enter the Training Provider name if not yet registered or select from existing
Training Provider from the drop-down selection

e Participant Fee — enter the fee per participant

e Total Fee — enter the total amount the organization spent for the training program

¢ Training Hours — enter the number of hours for the training — 1 day equal 8 hours

e Claimable — check if this training is claimable

¢ Description — enter any additional information for the training

Click the Add button to add the Training Schedule and click the Cancel button to go back to previous
screen.
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Edit Training

Course Code: |PSCDD1 | Description:

Courge Title: |F‘enguruaan Cemerlang |

Training Type: | Classroom Training vl
Categony: | Soft Skil v|
Start Date: 55 vy 2008 |
End DAt |58 way 2009 |&!
Start Tirme: | 11:00 v|
End Tirne: | 16:00 v |

Cetification: |cert |

Location: | Selesa Hil Resarts

Training Provider: | Stratedic Corporate Aliance SdnBhd %
Training Frowider: |Slrategic Corporate Aliance Sdn Bhd

Total Fee: |55|:|c|

|
|
|
F'articipantFee:|g |
|
|

Training churs:|12
Claimable:

Pendurysan Cemerland

Selesq Hill Resort
2205-25/552003
Caszual attire

Refer to the Add Training Schedule function for reference of the field. Click the Update button to update
the Training Schedule information or Cancel button to go to previous screen.

Delete Training

e Are you sure you want to delete this record?

[ ok | [ Cancel ]

Click on the Delete link from the Training Schedule Listing. Click OK button to continue to delete. Click

Cancel button to cancel the delete.
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TRAINING PARTICIPANT
This is a feature where the management of training participant can be performed.

Participant Listing

__________________________________________________________________________________________

Add Suggested Participant | Add Participant

! |
i |
| Mo Marne: Dept: Email: hakile; Action: i
| 1 KAMAL ARIF MAZ BIN MASNAN HR kamal@haitulummah.com 0182242626  Delete |
i 2 MARIAM BT KAMAD W32 Delate |
' 3 FAREZ MOHAMAD AT Delate |
4 MUNIAMAH AP MUNUSAMY HF muniamah @nec. corm. my 01901901490 Delate |
15 FAQZIAH BT SHAHID SE13 Delate |
| i SARIMAH BT TOSMAN AL Delate i

The screen shows the list of Participant for the selected Training Schedule.

Add Participant

__________________________________________________________________________________________

1 1
1 1
i Participant1:| | Ernplovee ID:| | i
| FParticipant 2. E Employes ID: |
. | E | |
i Participan131| | Ernplovee ID:| | i
1
i Panicipan14:| | EmplweeID:| | !
i Participan151| | Ernplovee ID:| | i
! Partiu:ipamﬁ:| | EmplweeID:| | !
i Participant?:| | Ernplovee ID:| | i
: Panicipan18:| | EmplweeID:| | !
i Participantg:| | Ernplovee ID:| | i
i F'artiu:ipan11lj:| | EmplweeID:| | i
e e
1 1

[ Upilate ” Cancel ]

The screen shows the form to add Participant for the selected Training Schedule. Up to 10 employees can

be added per form. Click on the to select target employee. Click Update button to add and Cancel
button to go to previous screen.
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Add Suggested Participant

Select Suggested Participant

SCA3232 - SHAMSUL KAMAL, W=7 ,TI=4 , TA=4  API="175 APA=T
SCA01021 - RIDZUAN AZIZ wW=12 TI=7 TA=T  AFI= 17143 APA=G
SCA5115 - HADY DZAHIR,'"W=6 Ti=4 TA=4 AFI=15 APA=G
SCATEB - FAHMI ABDUL W=6 TI=4 TA=4 API="15, 6 APA=6

ooOod

Legend:

W =Wieightage

Tl = Total lterm

TA = Total Assessment

API = Average Weightaoe Per Item

APA = Average Weightage Per Assessment

[ &ud selected || Cancel |

The screen shows the form to add Suggested Participant for the selected Training Schedule. The system
will list out up to 50 employees in the listing. The list contain highest priority employee at the top
followed by the least priority. The priority is calculated based on the Weightage and the Training Area for
with the selected Training Schedule is associated with.

Click Update button to add and Cancel button to go to previous screen.

Edit Participant Detail

Please see Profile > Employee > Basic Information section.

Delete Participant

The page at

e Are you sure you want to delete this record?

[ ok | [ Cancel ]

Click on the Delete link from the Training Participant Listing. Click OK button to continue to delete. Click
Cancel button to cancel the delete.
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COURSE MATERIAL
This is the feature where management of course material can be performed.

Course Material Listing

Add Training Material

1 1
1 1
I 1
1 1
! |
| Mo; Mame:; Category: Create Date Remark: Action: !
1

1 instruction.txt training 13 Oct 2009 02:10:00 Please read this for the fraining instruction Delete |
! Ph |
1

I 2 Instruction2.txt training 13 Cct 2009 02:10:00 This is the second document to he read by all training Delate |
! P hif paticipant. |
I 3 button_change.gif map 14 Cct 2009 03:10:47 test Delate |
! F ful |
1

The screen shows the list of Course Material for the selected Training Schedule.

Add Training Material

[ Update “ Cancel ]

1
1 1
1 1
1
'\ Document [ Browse.. | :
1 Location: !
| Category: | Please Choose | Remark: :
1
1 1
! Marne: | | |
: |
1 1
1 1
1 1
1 1

The screen show the add Training Material form. Enter the following information:
¢ Document Location — Click on the Browse button and a pop-up window will be shown to browse
and select a file to upload
e Category — select the document category
¢ Name — enter the document name as reference
e Remark — enter remark or leave blank

Click Upload button to upload the document or Cancel button to go back to previous screen.
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File Upload @
Look in: l@ Desktop V} O & ° -

Y ID My Documents

{ 2} 'j My Computer
My Recent ‘:}Mv Metwork Places
Documents () desktop

G
F

Desktop

My Documents

w9

My Computer
q File name: Ireference.txt v
=
My Network  Files of type: [.&Ii Files & ] ‘

The screen shows the Browse function to browse for a file to upload. Once the file is found, click on the
file name and click Open button to select and close the window.

View Training Material

Click on the document name from the Document Listing and the system will prompt to save or view the
document. For some clients, the system will not ask for confirmation and the document will be opened
automatically.

Delete Training Material

The page at

0 Are you sure you want to delete this record?

[ ok | [ Cancel ]

Click on the delete link in the file listing to delete the file. A pop-up window will be shown as above to
confirm the delete process. Click OK button to confirm the delete and Cancel button to cancel the delete.
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NOTIFICATION

Notification is a feature where system will send email to the target employee to notify about the

training assigned to them.

Notification Listing

1 08 Dec 2009 01:12:08 FM Automated Training Reminder: Fengurusan Cemetlang in-197 days

1

1

i

| Mo: Send Date; Subject:

1

1

| 2 08 Dec 2009 01:12:16 PM Autornated Training Reminder: Pengurusan Cemerlang in-197 days
1

The screen shows the list of Notifications for the selected Training Schedule.

Add Notification

To: kamAL ARIF MAZ BIN MASNAN (kamal@haitulummah.com)
MARIAR BT KAMAD
FAREZ MOHAMAD
MLIMIAMAH AP RILIMUSARMY (muniamah@nec.com.my)
FACQZIAH BT SHAHID
SARIMAH BT TOShiAR

Bote: Qnly paricipant with walid email will be notified through email.

Add Notification

View

1
1
1
1
i
Action: |
|
1
View !

Subject: | stomated Training Reminder: =Course_Mames= in =Course_Day_Courtdown= days

Messade: | Hello =Employee_Full_Mames=,

%ou have heen registered for the following course:

Course Title: =Course_Mames=

Courze Provider, <Courze_Providers=

Dates: =Courze_Date=

Location; =Course_Locstion=

Thiz course will be held in =Course_Day_Courtdown= days.

Have a nice day.

Thiz email is automatically sent by the system.

Systern auto-replacement wariable that can be used in Subject and Meszage:

=Course_Day Countdown=

[ Send Email ][ Cancel ]

The screen show the add Training Notification form. Enter the following information:

=Employee_Full_Mame=, =Course_Rame=, =Course_Providers, =Course_Date=, =Course_Location=,

¢ To — check all the target notification recipients. By default, all training participant will be listed
where employee with valid email will be enabled and employees with invalid email will be

disabled.
¢ Subject — modify the subject or leave unchanged
e Message — modify the message or leave unchanged
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The Subject and Message may contain auto-replaceable items which are listed at the bottom. Click the
Send Email button to send the notification and click the Cancel button to go back to previous screen.

View Notification Detail

Sent Date 08 Dec 2009011216 P

By

Suhject Autormated Training Reminder: Pengurusan Cemerlang in-197 days
Message Hello =Employee_Full_Mame=,

You have been registered far the following course:

Course Title: Pengurusan Cemerlang

Course Provider: Stratedic Carporate Alliance Sdn Bhd
Dates: 25 wMay 2009 - 28 May 2009

Location: Selesa Hill Resarts

This course will be held in-197 days.
Have a nice day.

This email is automatically sent by the system.

Mo Recipient: Status .
1 SCAD151 - Kamal@baitulummah.com Successful

Click on the View link from the Notification Listing. The system shows the actual message sent as well as
the list of notification recipient. The list of recipient also indicate the status of the message sent.




User Manual EEGI: 0]

15. TRAINING REQUEST

Training Request is the training program requested by employees.

TRAINING REQUEST

e TNA >Training Request
e TNA >Training Request
e TNA >Training Request

> Employee ID
> Course Name

e Employee Menu > Training Request

Training Request Listing

__________________________________________________________________________________________

® Employee Training Request

Search result limit to 100
Mo; Regquestor:
1 KAMAL ARIF MAZ BIN

Courze:
Pencegahan Kebakaran

Fane 1 aof1
Type Status Dates
EWY ATTEMNDED 15 Qct 2008 - 16 Oct

! MASNAN 2009
I KAMAL ARIF MAZ BIN Customer Service Orientation  EXISTING ATTENDED 01 Jan 2010 - 04 Jan :
. MASNAN 2010 !
I KAMAL ARIF MAZ BIN Reiki LVT EXISTIMNG ATTERDED 22 Jul 2004 - 25 Jul !
| MASNAN 20049 !
HE KAMAL ARIF MAZ BIN Peningkatan Produktiviti EXISTING ATTEMDED 06 Oct 2008 - 10 Oct !
. MASNAN 2008 ]
1A KAMAL ARIF MAZ BIN Pengurusan Mesin Pengisar MEYY TOATTEMD 13 Qct 2009 - 16 Cet !
| MASNAN 2009 !
HE KAMAL ARIF MAZ BIN Pengurusan Kewangan Level 2 EXISTING TOATTEMND 13 Oct 2009 - 16 Oct !
| MASNAN 2009 !
T KAMAL ARIF MAZ BIN Team Building - Together We MEWY TOATTEMD 04 Dec 2009- 05 Dec !
| MASNAN Stand 2009 |
| 8 KAMAL ARIF MAZ BIN Kepimpinan Cemerlang EXISTING TOATTEMD 27 Oct 2009 - 30 Oct :
| MASNAN 20049 !
| 9  KAMAL ARIF MAZ BIN Team Building - Together We EXISTING ATTEMDED 22 Jul 2009 - 25 Jul !
' MASHNAN Stand 20049 !
i 9 records found 1] i
e e e e I

The screen show the list of Training Request. Click the Search Bar to show the Search Form as show

below.

The listing shows:

¢ Requestor Name
Course
Training Program Type
Training Status
Dates
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Edit Employee Information
Please see the Profile > Employee > Basic Information section.
Edit Training Request

Refer to Employee Menu > Training Request > Edit Training section.
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16. TRAINING AREA MAP

Training Area Map is a feature to link between performance problem and the training program.
Performance problem is identified through assessment. Therefore, each assessment questionnaire should
be tagged with existing Training Area Map.

TRAINING AREA MAP

e TNA >Training Area Map

e TNA > Training Area Map > Add Training Area Map

e TNA > Training Area Map > Training Area Map Code

e TNA > Training Area Map > Edit

e TNA > Training Area Map > Delete

Training Area Menu > Training Area Details

Training Area Menu > Training Program Association

Training Area Menu > Training Program Association > Training Details
Training Area Menu > Training Program Association > Delete
Training Area Menu > JD Association

Training Area Menu > JD Association > Add JD Association
Training Area Menu > JD Association > Delete

Training Area Menu > KRA Association

Training Area Menu > KRA Association > Delete

Training Area Menu > KPI Association

Training Area Menu > KPI Association > Delete

e Training Area Menu > Assessment Association

e Training Area Menu > Assessment Association > Delete

TRAINING AREA MAP MENU

TRAINING
AREA
MENU

Training Area Details | Training Program Association

JD Association | KRA Association | KPI Association | Assessment Association

Training Area Menu will be shown when the system displays information related to selected Training
Area. With this, user can then navigate to other information or function related to the selected Training
Area.

TRAINING AREA MAP INFORMATION

Code : LEADLYLA Mame : Self Leadership
Description : Self Leadership Suggestion : Self Leadership

__________________________________________________________________________________________

The Training Area Map Information will be shown when the system displays information related to

selected Training Area Map. The information:
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Code - Training Area Code

Name — Training Area Name

Description — further information about the training area
Suggestion — suggestion for the training area

To change the listed information, go to Training Area Menu > Training Area Detail.

Training Area Map Listing

-
® Training Area Map

Add Training Area

1

1

1

1

1

1

1

1

1

1

|

Search resalt limitto 100 Page 1 of1 i
Moo Code: Marme: Description: Action: E
2 LEADLVL1 Self Leadership Self Leadership Edit|Delete |
3 LEADLVLZ2 Tearn Leadership Tearn Leadership Edit|Delete |
4 LEADLVL3 Oroanization Leadership Oraanization Leadership Edit |Deletea |
5 ACCTLVL1 Basic Accounting Basic Accounting Edit|Delete |
f ACCTLVLZ Intermediate Accounting Intermediate Accounting Edit|Delete |
7 ACCTLVL3 Advanced Accounting Advanced Accounting Edit|Delete |
8 SALLVL1 Basic Sales Methodalooy Basic Sales Methodaolooy Edit |Delete |
9 SALLVLZ2 Intermediate Sales Methodology Intermediate Sales Methodology Edit|Delete |
10 SALLVL3 Advanced Sales Methodolooy Advanced Sales Methodology Edit|Delete |
9 recards found i
i

1

The screen show the list of Training Area Map already registered in the system. Click the Search Bar to
show the Search Form as show below.

The listing shows:
e Training Area Map Code
e Training Area Map Name
¢ Training Area Map Description

Enter the search criteria below.
Code: MHame :

Diescription #ofrecords: | 100 records w

The screen show the Search Form to search Training Area Map. The search can be done by using either
one or combination of the following fields:
¢ Code — enter partial or full Training Area Map Code
Name — enter partial or full Training Area Map Name
Description — enter partial or full Training Area Map description
# of records — change to desired number of records or leave as default value — 100 records

Click Search button to show the search result. Refer to Training Area Map Listing section for search

result.
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Add Training Area Map

® AddTr aining Area

Training Area

1
1
1
1
1
|
1
| Code: Mame:
| Competency Area; | Please Choose A4
1
1 Description: Suggestion:
1
1
1
1
1
1
1
1
1
|
1
1
Cregt C |
!
1
1

__________________________________________________________________________________________

The screen shows the add Training Area Map form. Enter the following information:

¢ Code — enter the Training Area Map Code
¢ Name — enter the Training Area Map Name

e Competency Area — select from Training Area Map Competency Area — Attitude, Skill or

Knowledge

o Description — enter any information about the Training Area Map or leave blank
e Suggestion — enter any information about the Training Area Map or leave blank

Click the Add button to add the Training Area Map and click the Cancel button to go back to previous

screen.

Edit Training Area Map

Training Area
Code: |LEADLYL1
Description: | Self Leadership

Marme:
Suggestion:

[ Update ][ Cancel ]

Zelf Leadership

Self Leaderzhip

Refer to the Add Training Area Map function for reference of the field. Click the Update button to update
the Training Area Map information or Cancel button to go to previous screen.
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Delete Training Area Map

e Are you sure you want to delete this record?

l OK J [ Cancel ]

Click on the Delete link from the Training Area Map Listing. Click OK button to continue to delete. Click
Cancel button to cancel the delete.

Training Program Association

__________________________________________________________________________________________

Add Training Association

1 1
1 1
1 1
1 1
' !
1
! Mo Training Program: Action: !
1
| |
1 1
1 1
1 1

1 PSC101 - Sample Positive Work Culture Delete
2 CLS001 - Sample Reiki LVT Delete

__________________________________________________________________________________________

The screen shows the list of Training Program associated with the selected Training Area Map.

Add Training Association

=
=
B,
=
=
Lo
)
I
(=]
(L]
=
il
!
o
a
w
[11]
[
=
[=]
(=]
o
[11]

The screen shows the Add Training Association form. Enter the following information:
e Training Program — select from existing training program

Click the Update button to add the Training Program Association and click the Cancel button to go back
to previous screen.

Delete Training Program Association
Please refer to Training Provider > Course Offering > Training Area > Delete section.

JD Association
Add JD Association

Mo: Job Description: Action:
1 JOMO0G - Close Office Delete

__________________________________________________________________________________________

The screen show the list of Job Description that is associated to the selected Training Area Map.
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Add JD Association

Click on the Add JD Association link from the JD Association Listing. To add JD Association, select the
appropriate JD Master and set the Training Area for the selected JD Master.

Delete JD Association

To remove the JD Association, remove the selected Training Area in the Job Description Menu > Master
Job Description section.

KRA Association

Add KRA Association |
| Ma: Key Result Area: Action: i
11 High Management - Leadership {Integrity) - On High Ethic Delete i
. 2 High Management - Leadership {Integrity} - On High Ethic Delete !
. 3 High Management - Leadership (Integrity) - On Responsibility Delete !
. 4 High Management - Creativity (Problem Solving} - On Analytical Decision Making Delete !

The screen show the list of KRA that is associated to the selected Training Area Map.

Add KRA Association

Click on the Add KRA Association link from the KRA Association Listing.To add KRA Association, select the
appropriate KRA and set the Training Area for the selected KRA.

Delete KRA Association

To remove the KRA Association, remove the selected Training Area in the KRA Menu > KRA Details
section.

KPI Association

Add KPI Association

Mo key Performance Indicator: Action:
1 IT Technical Support = Quantitative indicators - IT Support Executives Delete

The screen show the list of KPI that is associated to the selected Training Area Map.

Add KPI Association

Click on the Add KPI Association link from the KPI Association Listing.To add KPI Association, select the
appropriate KPI and set the Training Area for the selected KPI.

Delete KPI Association

To remove the KPI Association, remove the selected Training Area in the KPI Menu > KPI Details section.
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Assessment Association

__________________________________________________________________________________________

Add Assessment Association

Moo Assessment: Action:
1 Technical Assessment - Engineer - People Skill Requirement - Decision Making Delete
2 Technical Assessment - Engineer - People Skill Requirement - Delegating Delete

. 3 KRA High Mgt Assessment - KRA - Leadership {Integrity} - On Responsibility - Take pride Delete i
| and value in the quality of work !
E 4 KRA High Mgt Assessment - KRA - Leadership {Integrity} - On High Ethic - Punctual and Delete !
' reliable !
i 5 KRA High Mgt Assessment - KRA - Leadership {Integrity) - On High Ethic - Take Delate |
! responsibility for own mistakes; does not blame others !
' B KRA High Mgt Assessment - KRA - Creativity (Problem Solving) - On Analytical Decision Delete |
! Making - Notice discrepancies & inconsistencies in available information |
' 7 Low Mgt KRA Based Assessment - KRA - Leadership{integrity) - On Respect - Show Delata i
' positive attitude and behaviour to all levels of people and background |
. 8 Low Mgt KRA Based Assessment - KRA - Leadership(Integrity} - On Respect - Listento Delete |
| others |
. 9 Low Mgt KRA Based Assessment - KRA - Leadership{Integrity) - On Respect - Delete |
| Demaostrate concern for treating people fairl and equitably i
i 10 Sifu Mirza - HM - KRA - Leadership (Integrity) - On Responsibility - Take pride and value Delete !
i inthe quality of work !
111 Sifu Mirza - HM - KRA - Leadership (Integrity) - On High Ethic - Punctual and reliable Delete !
i 12 Sifu Mirza - HM - KRA - Creativity (Problem Selving) - On Analytical Decision Making - Delete |
! Motice discrepancies & inconsistencies in available information |

__________________________________________________________________________________________

The screen show the list of Assessment Questions that is associated to the selected Training Area Map.

Add Assessment Association

Click on the Add Assessment Association link from the Assessment Association Listing.To add Assessment
Association, select the appropriate Assessment Question and set the Training Area for the selected
Assessment.

Delete Assessment Association

To remove the Assessment Association, remove the selected Training Area in the Assessment Menu >
Questionnaire section.




User Manual EEGI: 0]

17. TRAINING PROVIDER

This feature allows the management of Training Providers for the organization.

TRAINING PROVIDER

e TNA > Training Provider

e TNA > Training Provider > Add Training Provider

e TNA > Training Provider > Training Provider Code

TNA > Training Provider > Edit

TNA > Training Provider > Delete

Training Provider Menu > Company Detail

Training Provider Menu > Trainer

Training Provider Menu > Trainer > Add Trainer
Training Provider Menu > Trainer > Edit Trainer
Training Provider Menu > Trainer > Delete Trainer
Training Provider Menu > Course Offering

Training Provider Menu > Course Offering > Add Course
Training Provider Menu > Course Offering > Edit Course
Training Provider Menu > Course Offering > Delete

e Training Provider Menu > Suspend/Terminate

e Training Provider Menu > Reset Password

e Training Provider Menu > Login History

e Training Provider Menu > Transaction History

TRAINING PROVIDER MENU

TRAINING
PROVIDER
MENU

Company Detail | Trainer | Course Offering

SuspendTerminate | Reset Password | Login History | Transaction History

Training Provider Menu will be shown when the system displays information related to selected Training
Provider. With this, user can then navigate to other information or function related to the selected
Training Provider.

TRAINING PROVIDER INFORMATION

| Comparny Marne ; Strategic Corporate Alliance Sdn Bhd Comparny Mo B53233-x |
i Clagsification : Clags A- Own Class and Lab Office Phone ; 0358824407 i
i Website | wia. Sca-ingan.com Email : corpaffairs@sca-insan.com E

__________________________________________________________________________________________

The Training Provider Information will be shown when the system displays information related to selected

Training Provider. The information:

e Company Name — Full name of the company
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¢ Company No — Company registration number
¢ C(Classification — The Training Provider Class

o Office Phone

o Website

e Email

To change the listed information, go to Training Provider Menu > Company Detail.

Training Provider Listing

® Training Provider

Add Training provider

Search result limit to 100 Fage1o0f1
Mo Campany Marme: Compary Mo: Class

1 Baitulummah Heldings Sdn Ehd 352822-D C

2 Strategic Corporate Alliance Sdn Bhd BA3233-K A

3 Human Capital Development Sdn Bhd 3242237 A

3 records found Kl

The screen show the list of Training Provider already registered in the system. Click the Search Bar to
show the Search Form as show below.

The listing shows:
e Company Name
¢ Company Number
o C(lass

Enter the search criteria below.
Compary Mame: Campany Mumber:

Classification | | Pleaze Chooze . #Fofrecords: | 100 recards w

The screen show the Search Form to search Training Provider. The search can be done by using either
one or combination of the following fields:

¢ Company Number — enter partial or full Company Number

e Company Name — enter partial or full Company Name

o Classification — select one of classification or leave unselected

e # of records — change to desired number of records or leave as default value — 100 records

Click Search button to show the search result. Refer to Training Provider Listing section for search result.
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Add Training Provider

® Add Training Provider

Training Provider

1

1

1

1

1

|

i Campany Mame:
| Classification:
i Registration Date:
| Wehsite:
i Office Phone:
| Address:
1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

State:
Country;

Please Choosze

Please Choose

Malayzia

Company MNo:

w Lsernarme:
| Email:
Mohile Phone:

Fax

Billing Address:

v State:
A Country

Please Choose

Malayzia

__________________________________________________________________________________________

The screen show the add Training Provider form. Enter the following information:
e Company Name — enter the Company Name of the Training Provider
¢ Company No — enter the Company Number of the Training Provider
o Classification — select existing Classification or leave unselected
¢ Username — enter unique username to be used as credential for login purpose

selection

Registration Date — click on the

Email — enter primary email address for the company
Website — enter website of the company
Mobile Phone — enter primary contact point for the company
Office Phone — enter main office phone number for the company
Fax — enter main fax number for the company

Address and Billing Address — enter Address and Billing Address or leave blank. Use the same
address button to make the Billing Address same as Address.

¢ State and Country — select the State and Country or leave unselected

button to show the Calendar Pop-up and to make date

Click the Add button to add the Training Provider and click the Cancel button to go back to previous

screen.
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Edit Training Provider

__________________________________________________________________________________________

Company Mame: |Strategic Corporate Aliance Sdn Bhd Company Moo | g53233-¥
Classification: | Class A - Own Class and Lab b sername: sca
Registration Date: 4z 200 | Email: |corpatiairs@sca-insan.com
Wehsite: [www sca-insan.com Mohile Phone: (01922422626
Office Phone: (0355524407 Fax (0358524405
Address: Mo 5-1, Jalan Enam Belas, Pusat Bandar Billing Address: |No 5-1, Jalan Enam Belas, Pusat Bandar

Puchong, 47100 Puchong Puchong, 47100 Puchong

State: | Selangor w State: | Selangor w
Cauntry: | Malaysia W Country: | Malaysia W

[ Update ” Cancel ]

Refer to the Add Training Provider function for reference of the field. Click the Update button to update
the Training Provider information or Cancel button to go to previous screen.

Delete Training Provider

The system does not allow the Training Provider to be deleted. As an alternative, Training Provider can
be suspended or terminated instead. Please see the Suspend/Terminate section.

TRAINER
This feature is to manage the trainer for the Training Provider.

Trainer Listing

__________________________________________________________________________________________

Add Trainer
Mo: Mame: IC Action:
1 Kamal Arif Maz bin Mashan 7303061058193 Deleta

Cedification: Microsoft Cerdified Solution Developer
Experience: System Engineer, Solution Architect, Project Manager
Specialty: IT, Software Development, Project Managerment
Eermark: Available
2 Sifu Mirza bin Mohd BOY9322323443 Delate
Cedification: Grand Master Reiki, Grand Master Reiki-LvT
Experience: Training Consultant, Training Meed Analysis, Competence Management, Positive Work Culture
Specialty: Training Consultant, Training Meed Analysis, Competence Management, Positive Wark Culture
Eemark: Availahles

The screen shows the list of trainer for the selected Training Provider.
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Add Trainer

1 1
1 1
1 1
| Marme: [l e 12 |
1 . . . 1
eification: Hperience: i
1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 i 3 3 1
| Specialty: Remark: |
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1

The screen show the add Trainer form. Enter the following information:

Name — enter Full Name of the trainer

New IC — enter Identification Number for the trainer

Certification — enter certification held by the trainer or leave blank
Experience — enter experience of the trainer or leave blank

Specialty — enter specialty of the trainer or leave blank

Remark — enter additional information about the trainer or leave blank

Click the Add button to add the Trainer and click the Cancel button to go back to previous screen.

Edit Trainer

1
: |
1
! Marme: [Kamal Arif Maz bin Masnan M [T | 730306105193 |

1
. Cedification: Microzaft Certified Solution Developer Experience: [System Engineer, Solution Architect, Project |
| Manager I
| 1
' i
! 1
! 1
! 1
! |
! 1
] )
! Specialty. |IT, Software Development, Project Remark: | Available |
| Management |
: :
! |
! 1
! 1
! 1
! 1
! 1
! 1
: 1
| 1

Company Trainer

[ Upcdate “ Cancel ]

Refer to the Add Trainer function for reference of the field. Click the Update button to update the Trainer
information or Cancel button to go to previous screen.
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Delete Trainer

e Are you sure you want to delete this record?

l OK j [ Cancel ]

Click on the Delete link from the Trainer Listing. Click OK button to continue to delete. Click Cancel button

to cancel the delete.
COURSE OFFERING
This feature is to manage the course offering for the Training Provider.

Course Offering Listing

Mo: Code: Course . Type:  Cerdification :

1 Positive Work Culture FSC101  CLASS MA

Scheduled Training:
1. 22 Dec 2009 - 25 Dec 2009 -

2. 05 Jan 2010 - 08 Jan 2010 - TBD

2 Reiki LVT CLS00M  CLASS Reiki-LWT Practitioner

Scheduled Training:
1. 06 Jul 2009 - 10 Jul 2009 - Baitulummah Office, Puchong

3 Team Building -Together We Stand PSCO02 CLASS MA
Scheduled Training:

The screen shows the list of courses offered by the selected Training Provider.

Add Course

Action:
Schedule | Delete

Schedule |Delete

Schedule |Delete

___________________
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Add Course Offering

Company Course Cffering
Course Cnde:|

Description:

|

Course Title:| |
Ceniﬂcatinn:| |
Course Fee:| |
|

|

|

|

F'artic:ipantFee:|

Training Type: | Pleass Choose

Training Category: | Plesse Choose
Hours: |

The screen show the add Course Offering form. Enter the following information:
e Course Code — enter Course Code
Course Title — enter Course Title
Certification — enter Certification name if any or leave blank
Course Fee — enter total Course Fee if any
Participant Fee — enter total Participant Fee if any or leave blank
Training Type — select training type or leave unselected
Training Category — select training category or leave unselected
Hours — enter number of training hours, 1 day equals 8 hours
Description — enter additional information about the trainer or leave blank

Click the Add button to add the Course Offering and click the Cancel button to go back to previous
screen.

Edit Course Offering

Company Course Offering
Course Code: [psc101

Description: | Penourusan Cemetlang
Selesa Hil Resort
22/5-25/5i2009

Cazual attire

Course Title: |F'ClSi‘ti\.-'E.' Winrk Culture

Cettification: |NA

Course Fee; |8EIEID

Training Type: | Clagsroom Training w
Training Categony: | Soft Skil W

|
|
|
|
Partiu:ipantFee:|1ggn |
|
|
|

Hnurs:|15

__________________________________________________________________________________________

Refer to the Add Course Offering function for reference of the field. Click the Update button to update the
Course Offering information or Cancel button to go to previous screen.

Schedule Course Offering

Please see the TNA > Master Training > Add Training section. The form will be pre-populated with the

selected Course Offering.
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Delete Course Offering

The page at

e Are you sure you want to delete this record?

l OK ,] [ Cancel ]

Click on the Delete link from the Course Offering Listing. Click OK button to continue to delete. Click
Cancel button to cancel the delete.

SUSPEND/TERMINATE

This feature is used to control the ability of the employee to access the system.

__________________________________________________________________________________________

Status: | Active v| Remark:

o | |

Previous Entries

Mo: Status: By : Date: Remark:
1 suspend admin 21 Dec 2009 04:12:36 AM

__________________________________________________________________________________________

E [ Updste ][ Cancel ]

The screen shows the Suspend/Terminate form. Enter the following information:
e Status — select current status of the Training Provider. Only Active status will allow Training
Provider to login to the system. Other status will not allow Training Provider login to the system.
e Remark —use Remark to enter the reason for the operation
Click Update button to proceed with the process or Cancel button to return to the previous screen.
The screen also shows the list of previous operations for reference.

RESET PASSWORD

This feature is used to reset Training Provider password without knowing existing password.

Enter New Password

e Passwnrd:| | Reenter Passwurd:|

The screen shows the reset password form. Enter the new password twice to the form. Click Reset

button to reset the password or Cancel button to return to the previous screen.
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LOGIN HISTORY

This feature is to provide a detail login history for the selected Training Provider.

1

2

([

Lzer
853233-X

853233-X

853233-X

853233-X

853233-X

853233-X

853233-X

Drate:
17 Dec 2009 12:12:33 A

16 Dec 2009 06:12:54 P

14 Dec 2009 07:12:49 Ak

17 Mow 2009 12:11:27 FM

12 Mow 2009 05:11:46 P

06 Mow 2009 11:11:91 Al

06 Moy 2009 10:11:55 A

Status:
Success

Success

Success

SuUccess

Success

SuUccess

Success

IF:
127.0.01

127.0.0.1

127.0.01

127.0.0.1

127.0.01

127.0.0.1

127.0.0.1

The screen shows the list of logins sorted by login date.

TRANSACTION HISTORY

Agent:

mozillars.0 ddfindowes; L Windows BT 5.1; en-L5;

rl 91,8 Geckar20091102 Firefoxi3 5.5

mozillars. 0 Avindows; L Windows NT 5.1; en-LIS;
ri1.9.1.8) Geckar20091102 Firefox'd. 0.5

mozillars.0 ddfindowes; L Windows BT 5.1; en-L5;

rl 91,8 Geckar20091102 Firefoxi3 5.5

mozillare. 0 Avindows; L Windows NT 9.1; en-UIS;
r:1.9.1.8) Gecko/20081102 Firefox3 0.5

mozillars.0 ddfindowes; L Windows BT 5.1; en-L5;

rl 91,8 Geckar20091102 Firefoxi3 5.5

mozillafd. 0 (compatible; MSIE 8.0; Windows MNT 9.1,
Trident'd 0; KET CLR 1.1.4322; KMET CLR 2.0.50727;
InfaPath 2}

mozillard 0 (compatible; MSIE 8.0; Windows MNT 5.1,
Tridentd.0; MET CLRE 1.1.4322; MET CLR 2.0.50727;

This feature provides the detailed transaction history for the selected Training Provider throughout the
lifespan in the system.

12 HG

Status: By

admin (L)

Reset Password:]

10 H@

SCAD151 (L

Change Password:[853233-x]

10 HQ

SCAD1S1 L

Change Password:[853233-X]

10 H&

SCAD151 L)

Change Password:[853233-H]

21 Dec 2009 04:12:57 Al

05 Moy 2008 05:11:458 FM

05 Mow 2009 05:11:25 P

0f Moy 2009 05:11:13 P

The screen shows the list of detailed transaction sorted by transaction date.
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18. REPORT LISTING

REPORT

e Report > Report Listing

e Report > Report Listing > Report Name

e Report > Report Listing > Report Name > Save Report

e Report > Report Listing > Report Name > Output To Excel
e Report > Report Listing > Report Name > Print

REPORT LISTING

p
® search Report

Search result limitto 100 Fage 1 of1
Mo; Repart Mame: Group: Created By Created Date
1 List of Employees EMPLOYEE admin 11 Moy 2009
2  Number of Trainings By Employee TRAIMIMNG admin 11 Moy 2009
3 List of Employee KRA by Department/Division KRA adrmin 11 Mov 2009
4 List of Employee KPl by Department/Division kP admin 11 Mov 20049
4 records found i

The screen show the list of Reports already installed in the system. Click the Search Bar to show the
Search Form as show below.

The listing shows:
Report name

e Group
e Created By
e Created Date
Enter the search criteria below.
Report 1D Report Mame :| |
Subject | Please Choose v #nfrecnrds:hgg records vl[ Zearch ]

The screen show the Search Form to search Reports. The search can be done by using either one or
combination of the following fields:

Report ID — enter partial or full Report ID

¢ Report Name — enter partial or full Report Name

e Subject — select one of the subject or leave unselected

o # of records — change to desired number of records or leave as default value — 100 records
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Click Search button to show the search result. Refer to Reports Listing section for search result.

Report Setting

® Report Setting

Report Title : List of Employvees

Parameter:  Department:  |= | @& | Account & Admin vl O s
Division : |Iike v| ) |C0rp0rate vl O] c
KRA |Seleu:t Operstion v| O] |High Management vl ) as

[ Sawve Report ] [ Cutput to Excel ] [ Pririt ]

Flease save all changes hefore printing ar exporting.

__________________________________________________________________________________________

The screen show the Report Setting. The setting can be set on the following item:
¢ Report Title — enter the report title or leave unchanged
e Parameter for filter — the parameter will depend on the report selected. The number of filter will
vary depending on the report selected. For each filter, set the filter or leave unchanged as follow:
o Operation — select from the available operation such as:
= =-equalto
= <> -notequal to
= Like — enter the free-text input to filter based on the result containing the input
= In - enter the free-text input separated with comma (,) to filter based on the
result that matches any one of the input
o Selection — if the filter is based on pre-defined codes such as division or department,
select from the drop-down list or leave unselected OR
o Free-text — use this option to enter free-text filter

Refer to the section below for further operation.

Save Report

The page at hitp://localhost: 8080 says: rz|

' Report updated successFully.

Click on the Save Report button from the Report Setting section to save the setting to the database. To
produce report based on new setting, please ensure that the setting is saved first, or else the report
produced will be based on the last saved setting. Click OK button to continue.

Output To Excel
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X]

Opening cvcreport.xls

You have chosen ko open

|:¥_|’| cvcreport.xls

which is a: Microsoft Office Excel 97-2003 Warksheet
From: http:flocalhost: 5050

What should Firefox do with this file?

i) Save File

[ ] Do this aukomatically Far Files like this From now on,

K, l [ Cancel

Click on the Output To Excel button from the Report Setting section to export the result of the report to
excel format. The screen shows a dialog box asking what to do with the file. Select Open With option to
open the report immediately or select the Save File option to save the file without opening it. Click on the
OK button to continue or Cancel button to close with dialog box.

Generated by gaTHA repart

Print
l_____—_______—_______________—_______________—_______________—_______—_______________—___I
: List of Employees !
! i
I 1
1 Mo  Employee ID Full Name Mew IC Division Drepartment KRA :
1
: 1 SCA5115 HADY DZAHIR 883555555 CORP ADM LkA :
: 2 0801649 SARIMAH BT TOSKMAN G10706105380 CORP ADM Hi :
1
: 3 tester TEST test CORP ADM cT :
1
: |
1 1
I 1
I 1
! |
1

Click on the Print link from the Report Setting section to display the report in a pop-up window. The
window will contain the report which is ready to be printed immediately. Close the windows once done.
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19. CHANGE PASSWORD

Password is the main security feature that control who is the authorized access for a specific account.
Every employee should have their own Password. The Password should be changed regularly to prevent
unauthorized access.

PASSWORD

e Admin > Change Password

__________________________________________________________________________________________

® Change Password

I 1
I 1
I 1
I |
I I
I 1
| Please enter current password: !
1

i Please enter new passward: |
I 1
I |
I I
I 1
I 1
I 1
I 1
I 1
I 1

Flease canfirm new password:

To change the Password, enter the Current Password and then the New Password twice and click
Continue button to change the Password.




User Manual EEGI: 0]

20. SYSTEM CONFIGURATION

This feature is to enable system administrator to control the behaviour of the system in general.

ADMINISTRATION

e Admin > System Configuration

e Admin > System Configuration > Configuration Listing

e Admin > System Configuration > Configuration Listing > Code

Admin > System Configuration > Configuration Listing > Code > Sort
Admin > System Configuration > Configuration Listing > Code > Add New
Admin > System Configuration > Configuration Listing > Code > Edit
Admin > System Configuration > Configuration Listing > Code > Delete

[ J

[ J

[ J

[ ]

e Admin > User Group Access

e Admin > System Setting
SYSTEM CONFIGURATION

Configuration Listing

® Configuration Listing

no.codes:
Access Level

User

Sub-menu Access
Menu Acceass
Sub-menu

Menu

User Group Member
User Group

b = I B O TR R S R

General

1 Country

2 State

3 Other Codes

4 Training Type

5 Training Category

12recards found.

# of iterms:

196
10
192

240

action:

Configure
Configure
Configure
Configure
Configure
Configure
Configure

Configure
Configure
Configure
Configure
Configure

__________________________________________________________________________________________

The screen shows the list of configuration that can be performed.
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Code Listing

® code listing for trainingtype

1 1
1 1
1 1
1 1
1 1
| Sort Column V| [ Sort ] [ Add Mewy ftem |
1 1
| noicode; descr: action: |
1 1
Po1ooml 0n The Jok Training Edit| Dalete !
| 2 CLASS Classroom Training Edit| Dalete !
'3 EEM Public Seminar Edit|Dalete !
!4 PRAC Practical Training Edit | Delete !
! 5 TEAM Tearm Building Edit| Delete !
1 1
! & records found !
1 1
1 1

__________________________________________________________________________________________

Click the Code or Configure link in the Configuration Listing to list all the code. The screen shows the
code listing for the selected configuration.

Select from the available option and click Sort Column to sort the list accordingly.

Add Item

® add new item in trainingtype

id :| |

code : | |

descr : | |

__________________________________________________________________________________________

The screen shows the Add Item form. The fields for each item will differ from one item to another. Enter
all the necessary information required to add the item.

Click the Add button to add the code for the item.
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Edit Item

__________________________________________________________________________________________

® adit item for trainingtype

i :| |

code Com |

descr : |On The Jaob Training |

Last Update
pdated By
Created Date
Created By

The screen shows the Edit Item form for the selected item. The fields for each item will differ from one
item to another. Enter all the necessary changes for the update.

Click the Edit button to update the code for the item or Reset to return the values for each field to its
original value.

Delete Item

The page at

0 Are you sure you want to delete this record?

[ ok | [ Cancel ]

Click on the Delete link from the Code Listing to delete the selected code. Click OK button to continue to
delete. Click Cancel button to cancel the delete.




User Manual EEGI: 0]

USER GROUP ACCESS

® yser Group Access

1

1

1

|

! Please choose usear group: | admin w
1

1

1

1 Admin

1

! 1 ADMOO0 Admin Home

| 2 ADMOOD1 Change Password
| 3 ADMO0Z Systerm Configuration
| 4 ADMODZ Code

1

! 5 ADMOO4 Add ltem

| g ADMOOS Edit [tern

| 7 ADMONDE Delete Hem

i B ADMO1D System Setting

1

! 9 ADMO11 ser Group ALcess
|

1

\ Home

1

! 1 HOWOOO Harme

|

I Profile

1

| 1 IDEOOT Ernployes

1

! 2 IDE00OZ2 Add Employes

| 3 IDEODOZ Edit Employes

' 4 IDEOMA Divigion

| 5 IDED1Z Add Department
1

! g IDEOTZ Edit Department
! T IDEO14 Delete Department
| g IDED1A Department - Employee Association
| 8 IDE0Z1 Department

1

! 10 IDEDZZ Add Divigion

! 11 IDEDZ3

The screen shows the list of pages that the selected User Group can have access to.

Select the appropriate User Group from the User Group listing to display the pages the User Group can

have access to.

Make appropriate changes by check or un-check the pages listed.

Click on the Submit button to save the changes or Reset button to return to original setting.
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SYSTEM SETTING

® System Setting

Site Title Employee © |goTha Empioyes Portsl |
Site Title HR © |goTNA HR Portal |
Site Title Trainer © |goTha Trsiner Portal |
Web Address HR . |Www.gutna.commr |
Web Address Emploves : |www.gcrtna.u:omress |
Weh Address Training Provider : |Www_gutna_u:cum.ftrainer |
Extarnal Link 1 : |Gmai| | |www.gmail.c0m |
External Link 2 : |gnTNA | |Www,gn‘tna,cnm |
Extarnal Link 3 : |f0rum | |WWW.gutna.com.l'forum |
Extarnal Link 4 : |Webmai| | |WWW.gutna.comMebmaiI |

Employee HTTP_REFERRER Verification (0=hla, o |

1=es)

Employee Site Access (0=Down, 1=Arcessible) : |1 |

Motice for Employee during downtime . |SORRYIWE are having scheduled dovertime daily to do system maintenance A
a5 follow: = |
=BR==hr=

= from 03:00 P until 03:10 P
=hr==hr= v|

The screen shows the list of System Setting that can be changed which will affect the whole system
operation.

Click on Edit button to save and activate the change or Reset button to return to original setting.
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21. CHANGE THEME

Theme is how the system control the viewing format. The available choices of theme are to serve various
user preferences.

CHANGE THEME

e Home > Change Theme

e Profile > Change Theme
e TNA > Change Theme

e Report > Change Theme
e Admin > Change Theme

() CHANGE THEME

Gold b

Upon login, the default theme is Gold.
Click on the available choice in the Theme dropdown to change from on Theme to another.

Gold Theme

__________________________________________________________________________________________

1

1

! Weic

! System Administrator (admin)
i - Role: admin. HR Data Entry
[ DEVELOPING RESOURCES e

| y Email ie@sca-insan com
1
1
1
1
1
1

PROFILE REPORT ADMIN LOGouT

System Administrator |

admin, HR L

Emalls nrescs-

PROFILE —_—
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Black & White Theme

-~
OLVELOPING RESOURCES

System Administrator

e admen HR {

ADUN LOGOUT




