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Introduction to ESS

INTRODUCTION TO ESS
|1 WhatiseSS?

ESS stands for Employee Self Service. It is a web-based application that conveniently allows
employees to access and update their personal details via an Internet browser at anytime and anywhere.

1. What is ESS?

ESS may be integrated into the HRMWin application, Orisoft's premier human resource management system.
In fact, many of the core functions of ESS are derived from HRMWin.

The following are the essential features of ESS:

1. ESS allows users to update their own relevant profile information online

This is subject to second-party (and perhaps including a third and fourth) approval
before it is posted online and confirmed in employee records.

Therefore, changes made in ESS will be pending until approved.

During the pending stage, an escalation process takes place within the
system to generate user requests and the subsequent approval from the
relevant parties. The configurations for this escalation procedure are set
under HRMWin.

2. ESS directly synchronizes with related Orisoft application tools, like
HRMWin and PAYWin

After the user's change requests are approved, employee records will be
synchronized accordingly to both the Orisoft PAYWin and HRMWin software.
Conversely, if changes are made on PAYWin or HRMWin, those changes will be
synchronized to ESS.

An advantage of having ESS synchronized to the payroll and HR systems is that it
allows easier monitoring of events and updates made for the superior or
reviewer. It is easier to track changes on a web-based interface.

3. ESS also allows user to view past history records

O

User Manual for ESS

This allows a repository of historical events and records involving the
employee to be conveniently viewed and displayed on a web browser. Examples
of what user can view are their employment history and details, completed training
courses, work attendance, and so on.
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Introduction to ESS

2. ESS Overview

The web pages in ESS are, at times, linked to each other in order to achieve a common function. Below is a
graphical overview of the ESS application.

What is ESS?

ESS stands for Employee
Self-Service. It is basically a
web-based application that

conveniently allows
employees to access and
update their personal details
via an Internet browser at
anytime and anywhere.

¢ Employee Self-Service (ESSMet)
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Manage your
personal details, such
as addresses,
telephone numbers.

View and approve
application made by
staff, such as leave
applications, claim

applications.

View staff profiles,
staff reports, and
change their details
on behalf of them.

Online Help and
Frequently Asked
Questions

User Manual for ESS

Page 5 of 68



Introduction to ESS

3. ESS Process Flow

The following is the standard ESS process flow. This will enable our overall understanding on how the ESS
system operates.

C START )
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ESS Requirements

ESS REQUIREMENTS

In order for you to gain access to ESS, please ensure that you have the following in place:

An Intranet connection

A valid User ID and Password

Web browser (Internet Explorer (IE 5.5 and above) is recommended.

Escalation procedures are in place (for the distribution of information and the generation of
request approvals by ESS user’s supervisor)

PP

2. The Advanced Requirements (for technical configurations)

These requirements are configurations done on the back-end side. Users may need to consult their technical
staff regarding this.

Jaguar component running on the EA server
2. Connectivity to the database server
3. SMTP Mail Client and Server (for e-mail notification purposes)

**Note that Jaguar uses default port 8080. When configuring the http server, disable www
publishing services (which has a Microsoft default of port 80) to avoid conflict with Jaguar. Otherwise,
the message that appears on your IE screen will be “This web page cannot be displayed”

http://ici20/ 8Q80/hrmsngt

Server narne
Port no.
The root. Set at the application level. Dynamic and
can be changed

3. Configurations at the HRMWin application level

The Orisoft HRMWin application must already be installed in your system. The following are the configuration
requirements that you must set up to enable ESS. Note that before attempting to configure, ensure you fully
understand your requirements instead of simply setting up without any idea or preconceptions.

Routing Map Setup configurations to set and define escalation levels and procedures

Periodic synchronization activity settings with HRMWin

Superior in Employee Profile must be set up

Organizational Setup must be fully set up

Application Configurations for mail setup purposes, datasource properties, run-time modes and
settings, messenger notifications, etc.

agrwhPE
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Using ESS

USING ESS

1. Getting Started

To start the application, follow the steps and procedures below:

1. Double click on the Internet Explorer (IE) icon to launch the web browser.
2. Type in the web address (URL) to access ESS.
3. The Welcome to HRMSNet screen will appear.

<R MNP Sorvices « Miorossét Infor et Lwglorar

Fa B Vew Frexbm Took Faip

Gt = = 2§ Seach 7 Pt gl bes

128 o

] g el U0 amN o ol bt >

Emplnyes Self-Serace (ESSHet]

wovkfiow Services (Flowhot)

&

6. Click onthe Employee Self-Service (ESSNet) to access ESS application.
7. The ESS application logon screen then will appear (refer to the following sample screenshot).

b | Emplayee Salf Sorvico [ESSHet] - Microssft Intormet Bxplomr
Ma Edt Vew Pavortss Took  Help

ETRRNE NF A= PR —— T i

4] hetp Ched=s1 St BB kot thogent vk, G et it z

=

e —r
MODULE : Employee Self-Service {ESSNet)

User I

Passemrd
Subreat | [Feset | [Home |

Flease click here if you
noed assistance,
Mota: Tpou B0 Aok baow or hak lost yoer
e Imame rd pas reard pleass Comlacd pour
HR Deparimes]

Type in your User ID and Password.

Click on the Submit button.

0. The ESS main screen will appear (refer to the following sample screenshot, which is highlighted with
indicators to describe the interface functions). It will display a welcome message and a menu list in
which you may select your designation.

B ©ow
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Using ESS
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Hain Profile | Applications | S1all | Ouganicatienal Info Hulp Loged

4 Praliln Manage=ant

Hmiiiital Welcome to ESS

The content S0 My Change Renuesl
displayed in

WE My Eamings Info
=8 Histarcal Inky
=& Admiristatizn

‘R comme YU JOHATHAN EMAIOD. Fou e curantly Bpgad o witk 1D 0002
this frame Fiofile Manegemord
will depend
on what
you select
under the
main menu
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Karage powr persanal deiafs, such s addresses, telophanos numbars, irdy infomaion, elo
Apglicesan Banagemtne
Wiow and appiee apploateons scbmiled by 512, such as afdracs chacga, perscnal ot famiy mkmation chafp
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QL ®
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ESS Main

Menu
Options

11. You may select from the ESS main menu options. As displayed, there is Profile Management,
Application Management, Staff Management, and Help Documents.

12. Note that the frame on the left will change accordingly to display the sub-links of any of the options you
select from the main menu.

13. For easy browsing of the application, you can select the links from the ESS Menu Bar on the top of the
screen without frequently reverting back to the main screen.
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Using ESS

2. Using ESS

2.1 The Main Screen
ESS generally follows the typical standard HTML interface and commands.

Let's start by observing the main screen, which is the first screen that will appear when you log in as a user.

Enplasyer Sl & - Plicrorolt Tebermet Enplaser o L] ]|
tadako= = - @) H) 4} Dhseach [eworkes Geern | Dy N - =] ol
......... = - - e =2 El ‘:‘m i

Ridciess LB b et oo i o chTmachdemess ey e

[l oiwny (R S
Men | Frofle

L e

Frgamizadional infa | Hela

Applcalizns | Saff

These toolbar links
will always appear,
even after you exited

'Lj Profile Moo goms st

36 My Pronis Welcome to ESS et
®(E3 My Changs Requasts
il ,:_I M: E.lrr::g:, l-;lu Polcome ?M.I,IH.H,I Y o ce cunanly keggad an walh 0 a2
F Mistonesd info
EH Adiminired kn J Mlarosy s yaur pet reanal deals, such o8 addmes s & nUfmbamE, i
- = = O a O a
DA B g p s i Page
= Mo = ——— T
Sva Mamagumuni
'\l'lli — on b 1haim
@ Haly Docmments
Br e T h-b-nd" "'_. b 7 i
The subfolder links will
appear as frames for
you to make selections
E
] ( Locd et
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Using ESS

2.2 Frame of Links

Click to get a drop-down list of available links.

B #55mer - Bnplayen Sell-Service - Ficrosolt TBteraet Enpleer
Fe Edt Y Foeoitss Took el

daback o= = e () H) ) fsearch [AiPmorkes (Bt | She OB - 5]
Rk LB b et oo i o chTmachdemess iy )

ol ew

al= =]

orisoft

Medn

Hela | Lego#

Siaff | Dirgamizadional Infn

Fin&le | Applcalisns

Ii;j Profile Masagomsost
wE My Profke

=3 My Changs Requeate
=58 My Eamings infn

Welcome to ESS

R L) 001 pre cunaily bdpgad an walh D oER

&

Hid Misloncal Inio : Fraflla Management
=l Adiminatred b iareg s yaur parsandl daals, much 38 sddmeees, {alephanss
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=¥ View and apprmee apglicatios submiited by staf, such e akd
Stafl Meaogument
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Ervwam oreling help and fraquaniby-ashosd quastions

=8 Profile Management
23 My Profile
EHZ Personal

=
[=

My Personal Details
Fy Addresses
by Cualifications
My Skills
by Experience
EHZA Family
[#] My Spouse/Children
~{@] My Children
[#] my Relatives(Other)
EHZ3 Employment
@ by Employment Details
@ My Compensations
=423 My Change Requests
18] My Applications
191 Completed Applications
=+ My Earnings Info
@ My Earnings List
B4R Historical Info

Leave List

Claim List
Training List
Disciplinary List
Performance List

FEPEEE

Attendance List

[ Locd nirarel

gl
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Using ESS

2.3 Submitting Change Request

1. Clicking on the Edit button allows the fields to become editable.

S Profile RER I w02 ]
B2 My Pt S e My Personal Details
E'ﬁ Persong CUPAEAT DRTE]: o How 10 |:w:4wrml
# My Peraoal Detade Panding Requests Tor Change: (1]

3 My Addiges

My Cuslifc e L

& My Skls

3 1 one | DL Curvont Data
YURIJONATHAN ENRICO

& Famity
HiZ Emplaymeni
BRI My Change Aejuists ::DT ;:"“'mmj:“m
HI@ My Exmings bk i i =
EE Heterical nfo [P &
B Adminmadion el 151
Dvbinglicenaa il 13H
i ALATEES

Click on the Edit

button

fobod B

Muta: Plaain cliek thin bution thal cemresponds o tha action yes want oo da.
Aequests ;: Shired (e pending equass ausmitled

Reload ; Releadaiefmshes tha cunenl page

Ed ; Al you o sdivt=adify 1he cumest mwrecond

2. Thereafter, make your changes and click on the Submit button to submit change requests, which will
be pending for approval.

& Proflle Managomomt
b by Prose CIEITER e My Personal Details
H-Q - DUMNEHT DATE|: Wan o 10 1284407 54T 300

[ My Persand Detais Pending Requests Tor Change: ]
(3] My Addrasees Tentative - Change Request
[ Wy Qusifesins  yyR) JOMATHAN ENRICO

3 My Shins
¥ My Evpanence
2 LR LdMees ARG
2 Famity P ]
= Emplayment Hihi Flace. 1
FHE My Changa Aequasts Height = Microsof Internel Bxplerer
& Wiy Eamings Info \wiheight i
k& Historical ko Diirglicwes® | [z \3) B R IR ) AL b SR WO SRLTRET
fr— Qi AT
B E Admirisiralio
i R |
Click on the

Submit button

wle e

A message will appear
requesting for your

confirmation for
submission

Rokad  |Car | Guseal |

2 Plnase click the bwton thad corespends io the ofon yoeu wanit o do.
Suhmit : Submits the enlries back 1o the serer far pracessing
Relowd ; Relopfaimfeshas the tureel page

Clear: Claars the entras for each fald
Cancel: Cancals the cumen action and goes back to the previous one
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Using ESS

2.4 Approving Change Requests

1. As the approver, you may view a listing of change request applications pending for your approval.
2. Click onthe Agent ID to select a particular staff request and view its details.

i e [ Application Approval

UEER WeasE | U JOMATHAN ERRICD
CUSRENT CATEL Mak Hiw 10 1320004 54T 2000

Emplepes Ha Hares rbsrealion Tppe . Fequed FAecisent | Ackion
I 141120031355 1000072 HARIKE ESME BN ZAKLETH Filsivn W TO Asie
VO 1413 /20003 D645 O 72 HARIKE ESME B ZAIKLDTIN Ardcbess Chage 10 Aot
el 121 V0 3 TSR (AR 0072 HARIKE ESME B ZAIHLIGDIK Perionsl Chergs  TO ke
£ 110003 TR 46 H 02 HARIKE ESME B ZAIHLIDDIH Relatrai Haw T Bitiem
Click on the
Agent ID
3. Determine the status whether to Approve, Reject, or keep it Pending.
E Application Managemend  fusc= o - 000z
Hﬂ w I'DJ'MHWI[FF#} USEE HAME S TURL JOHATHAN ERRICD Applicmian Apprﬂ\'al
CURRSENT DATE| Mon Hiw 10 12 2034 56T 30z
|8] Pending Requests
bgert Dstaile ]
Agerd D 1ma Riszireiad gn 14112003 13:55:10
Ho: 10072
iz MARINE ESHEE BIN ZAINLDDER
ajus: CApprove O Reject & Pendineg
wlabivr Detads
Determine the
status =
Ml Sm_gm m
Docugation |
Tauhin, | Imomefl mcpbcatkl [ .0
Pelieris [\ ey
[
Puast Code dusa | | S| =] Courtiy -
TelNa HPEL. |
e— m
T
bt | Reoad | | Thioad
|

4. If applicable, click on the Thread button so you could review the remarks and updates made by

approvers before you.
5. Click on the Submit button to confirm approval.
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Using ESS

OPTIONAL: Clicking on Thread will display all the remarks and status descriptions made by others in the

escalation process.

WTO By Rureing By

1] g

Heima..  Entilarnt

11} il

Moty Entenet

g

Hetaa, Eidibgannd

—_
Fiowdt Glais ke Fale  [Afa To Lewve Paiod Dsgis Lt Rl
SV Closed - Escalation Lavel 1/2
1 Sppmervad IPHARNE  ITHLRHDS  Fulldey 1. D0 AN ILRAL LESWE Hlday
Flarmaks:
SR Closed - Escalafion Lavel 23
ZFweched  1FAZZN0Z 1FN22003 Fulbde 1,00 8N SL LESVE Hicladay
Remaks  Sony
B CHl Chosed - Escalation Level 3/3
3 Asjactad ITHAR0E ITA22000 Fuldsy 1. 00AMNLL [EAVE Halay
Femaks  Somy

6. Note the escalation level status (see the following screenshot). This indicates how many more people
will have to approve the request submission before it is finally cleared for confirmation. For example,
escalation level 1/1 means that only one person is need to make the approval, and has already done so.

UsER & |: nooa

=HES Ranquasi for AppeoaiRFA)
B Pending Requests

Escalation level
status

Application Approval

USER HAME |- YRR JOHATHAN ENRICO
CURRENT SATE: MEn Hov 10 13-30 34 567 3003

|
b

Addaer Manila
Post Code foan Statn Conrin
TelMn. HPER
EMa

Poaapir |Pogotiot | Rkt oo |
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Using ESS

2.5 E-Mail Notification

As the employee who made the change request, you may receive an email message if your change request is
approved.

Note that this is entirely configurable on your email server, in terms of what message you want to appear, what
emalil title, etc.
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[ERe B tew Fomirtes Dok At beb !
| P+ T Oty O onkyco ) M Foonand | Y sendibaeceive | 35 Fnd S vawnas | E6) =
Rt L =l e [ Suiast [Facabad T s
{1512 Culeel: Tasyy - [Madbest - haue Lt L Shan] =TT i ot .24 2003 32000 B
?cﬂmu B dies Prmseahorfor mwseslation  Men 12/0/2009 2150
) Condacts 1] [e—e 245003 257 B
medjlenuﬁ:h H o APPRIYIDCLERYE AFFLICAT 10 Fer JSHALH AL 8 = _._ln!i! P ——
8l neats 1) £y [ B Ve o Pored Jok dtom B MR 2o FH
£ m"' B rmteren -0 -4 B D ([EEREE Clzewmnzneem
= LT [ e fafe0ne 2eaBEH
i ik &l J.ﬂh‘d ™ ] ‘i L e T | x: -a_i'ilﬂn-- E = 0302009 339 PH
g;":m = 2/0/2003 21272 PM
@ Tade =) L5 | rrre AT 20 M
i 5] Pl Foers ﬂ - | ir;mi’::: .
- - = b A
| I [FPPROVED PERSCHAL PROFLE CHANGE tor SHOLML AL =
-
' virw, chick hitpowww onsoie smservice. comsheumnl el ;I '
4
4|
Il weren A1 e
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Using ESS

2.6 Viewing employment history lists

Not all ESS pages are available for making request changes, for example, staff's employment history.

The following is an example of an employment history list pertaining to leave.

USER 1D |- 0002

USER MAME | YURIJOKATHAN ENRICO Leave LISt

CURREMT DATE): Maon Now 10 43:42:18 56T 2003

Rowsdt | Statuz  DateFrom  Date To Leave Duration ~ Fiedon  Reason
1 Agected 11/272003 11472008 Arnusl Lesve Ful-Day 101272003 PS
2Apphed  111/2003 11172008 Annusl Leave Ful-Dey  10/31/2003 MA
JAppied 1172003 1172002 Arnual Leave Ful-Day 1003172003 EMER
4 Approved 10/2072003 1073072003 Arnual Leave Ful-Day 1011272003 PS
5 Apphed  10/23/2003 10/29/2003 Abwenlesizm Ful-Day  10/28/2003 PS
EApphed 1002372003 10/23/2003 Arual Leava Ful-Day 10/28/2003 PS
Thpphed 1002372003 10/29/2000 Annusl Leave Ful-Dey  10/28/°2003 PS
BAppied  10/29/2003 10292000 Arnual Leave Ful-Doy 10/28/2003 FS
9Appied  10V2372003 10/29/2009 Arnual Leave Ful-Day  10/26°2003 PS
10 Appled  10V23/2003 10/29/2000 Arausl Laava Ful-Day 10/28°2003 PS
11 Appled 102372000 10/23/2000 Arnual Leava Ful-Day 10/20/2000 PS
12 Apphed  10/29/2003 10292000 Annusl Leave Ful-Dey 1002872003 P&
13 Appied 10292003 10/29/2003 Arnual Leave Ful-Doy 1072872003 HA
14 Appled  10V2272003 10/29/2000 Armusl Leave Ful-Day 10/20°2003 PS
15 Applied 102372003 102372000 Arnual Leava Ful-Dray 10/28/2003 PS5
16 Apphed 1002372003 10/29/2003 Arnual Leava Ful-Day 10/20/2003 PS
17 Appked 102972003 10/29/20003 Annusl L =ave Ful-Dey  10/20/2003 P&
18 Appied 102972003 10/29/2003 Arnual Leave Ful-Oay 1042872003 PS
13 Appied  10/2372003 1072972000 Arnual Leave Ful-Day  10/2872003 F5
20 Apphed 1002372003 1072872000 Arnual Leava Ful-Day 10/2872003 PS
21 Apphed  10V22/2003 10292000 Arnusl Laava Ful-Day  10/28/2003 PS
22 Apphed 1002372003 10/29/2003 Speciel Leave Ful-Day 1002872003 PS
23 Apphed  10/24/2003 102472000 Annual Leeve Ful-Day  10/2372003 NA
24 Approved 102472003 10/°27/2000 Arnual Leave Ful-Day 101272003 PS5
25 Reiecied 102272003 107222008 Arnual Leava Ful-Day 1011272003 PS
26 Approved 100202003 10222000 Arnust Laava Ful-Day 101272003 PS
27 Approved 1071872003 101872000 Arnusl Leavs 2ncdHal 101772003 PS
24 Approved 101772003 107/2000 Arnusl Leave TstHal 101652003 PS
29 Approved 1071 7/2003 T07/2000 Armual Leave Ful-Doy 1011672003 PS
20 Approved 107772002 1072072003 Annual Leave Ful-Day 1011272003 PS

Page Prior | Page Mext

Note: Please click the button that corresponds 1o the action you want 1o do.

Page Prior Loads the prewious page, o there is any

Page Next Loads the next page, if there iz any
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Using ESS

3. How to use this User Manual

This operating guide is divided into 2 sections.
Section A - Covers Profile Management, which is applicable to all employees.

Section B - Covers Application Management and Staff Management, both of which are applicable to
approvers and reviewers of staff information (e.g. senior management or HR manager).

Section C - cCovers those that are accessible to all. This would involve Organizational Info.
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Section A

SECTION A
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Profile Management

PROFILE MANAGEMENT

What is Profile Management?

Profile Management is a core module within the ESS system, in which staff may use to manage their

existing personal details. In addition, they could also use it to view a listing of their respective employment
histories.

As a user, you are able to perform the following:
1. View your personal details with the option to edit it and submit as a request

2. View alisting of all your existing requests that is pending for approval
3. View a listing of your employment history (categories ranging from leave history to disciplinary

history)
View your ersonal Information What is Profile
Prafile M t personal Management?
il e details Manage your personal
Pe Addresses details, such as addresses,

telephone numbers.

f;l\
4 ekt of st
1 P ke e bl

Spouse | ‘

# Children |

Relative(s)

Hosvis

dibapeiay diied Sl
[ S S———"T —

£

BN

View a listing

of your
employment et Employment
histories Nooupeion| | Compensation
Tea Ha r
Earnings

s T e

Leave Histary

O

Training History
Disciplinary History ‘ Edit your v
ersonal i
= Perfarmance Histary pdetails Edit
Attendance List
eer| Cvertime List
[T, - {
Submit as a HEqUEStS
request

Application Request(s)

You may view
your requests,
pending for
approval

h Topm Amcpsmst
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Profile Man agement is designed for the employee to view their own employee profile including employee
personal details, family details and employee details. The employee can request to make changes from the web
to provide updated details in their own profile. In addition, ESS also provides interfaces to display a listing of

Profile Management

employee’s earning, leave, claim, training, disciplinary, performance, attendance, and overtime.

1. When login to the ESS website for the first time, by default the project management sub folder links will

appear on the left side of the screen.

2. You may click Profile from the main menu on the upper left to enter into the Profile Management main

page, or click on a specific sub folder link to enter a particular page directly.
3. Else, you may select Profile Management from the main screen to open it on a new window.

[4 Feofle Hapagemsam
415 My Frofls

Hidanead e

Agminisraion 5

=

= 2 My Esminegs e
=l
sl

Main | Profila | Apglicalioes | Stall | Qigarirational Infe | Halp | Loge

winmpreee  PTOfile Management

Aliar
Wekceme 1o tha Pk Marsganens Sarica. Profke Flaregamen: asabdes pauic

» Viwss donads of youse
5 Haguast canges i posr pelis
o View rosmia0e spanding yoar sepeod] Cloen, e Sslony wic

S e |

4. Now, you may explore the contents available in Profile Management by breaking down the menu list
located on the frame (refer the following screenshot). You may have observed that folders may contain

additional sub-folders to store the web contents in an organized way.
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Noo

Profile Management

- Profile Management

3 My Profile

FE3 Personal

My Personal Details
My Addresses

My Cualifications
My Skills

My Experience
=2 Family

~{8] My Spouse/Children
~{@] My Children

(8] My Relatives(Other)
=3 Employment

~{@] My Employment Details
~{@] My Compensations
=43 My Change Requests
@ My Applications

@ Completed Applications
=3 My Earnings Info

@ My Earnings List

=+ Historical Info

Leave List

Claim List

ololcioIo)

Training List
Disciplinary List
Performance List
Attendance List

o E

Select a web link.

Select a link from any of the sub folders in Profile Management.

Due to sensitivity of data, the following link has been disabled for employee viewing.
i) My Employment Details

ii) My Compensations
iii) Performance List
iv) My Earnings List

When user tries to access into any of the above-mentioned link, an “Access Denied” screen will appear.

Main | Profile | Applications | Stall | Onganizational Infe | Help | Logofl

3 Puofile Management

#I3 My Profie = " =

* 3 My Change Requests CofRENTIATE

TS My Eamings Info Access Denied.
9] My Earnings List

* .0 Histanical nfa

#33 Administralion
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Profile Management

1. My Profile

1.1 Personal
111 My Personal Details |

1.1.1 My Personal Details

Objective: User wants to view or change Personal Information

1. Double click the Profile Management Folder to view the sub-folders, then select My Profile, follow by
Personal sub-folder. Select My Personal Details and the following screen may appear.

TREsEret - Bnploves Seil-Seswics - mEcrasoll batemel Enplorer al®] =
Rl Ede  Wew Favoiter  Took  Heo
derak v = - O (6] @ Dsemch (Gpremte (P | Py 0 & o] _

ccrmmn [i2F] i kel 81 61 B6) e i b ok dibmess Foofils, persmadin oot mtrss_gridbe Ebaodeel 2 B

orisoft

Maim | Prefile | Applicatiens | Stafi | Oegamizatianalindn | Help | Coslacl | Logod

= Frofile Managemant .. [T RATHAN T} Personal Information

388 Wy Profle RAENT DATE T°E
= Parsonal Pending Raquasts for Changa: )
@) tdy Pesonal Datsix
By Addiesses Prorgririts
Mty Qusalifications

@)ty skis BT Cusrent - Original

B My Espeience TURLJONATHAN ENRICO

B Famiy Foosnat Spaats
517 | Ellqiﬂguﬂ'ﬂ Lol Mare TURI KIMATHAK ERRCO
= Wy Crsrge Reguesis Eeith Dhate 21 M B Bge 48
G Wy Eamings o rﬂ‘:‘”
¥ __._.] Hestoncal nks ehaight
== Adminiarstian Diiting Lizsnas H
adic A T4SEE
HewlE PALe -06-1112
Pasapat
Fsipn Christi B
sty Halgmin
BloodGiew D
zF Charaits

|
gl Lo rirarmn

2. From this screen, you may view your personal details as entered in the Employee Profile by Human

Resource Department.
3. You are allowed to edit the fields by clicking on the Edit button and the following screen will appear.
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Profile Management

Main | Profile | Applications | St | Oy nal Infa | Help | Logofl

| Predile Management
=3 My Profile
=4 Persoaad

%] My Addresses
B My uamicatens
@ My sk
¥ My Exgedimc
=3 Fanily
30 Ermglayeesi
Al My Change Reguist
AED My Eamings lfe
03 Historical nfo

Add remarks
here

] My Pesonal Delals

My Personal Details

Panding Requasts for Changa: L1}
ST Tendalive - Change Reques!
TURIIONATHAN ENRICO

Local Nams [AURIIOMATHEN ENRICT
Bith D Biaenys . bee s
Bt Fuce T
Heigh 7]

Winight =]

Diwglieie®  [i79

o TRE]

Hia I [T

Pasipod ]

"Fialigon Chaiimn -
Haticaaity Hadarian -
Bled Giug u -
o -

Note: The
functions of

Feload | cenr Careel

each button is
clearly explained

Haoe: Please cick @ bufton thal corme:
Submit: Submits the anines back To B 5
Relaad = Relpadahedieata s e Cusan gags

Olean ! Clears the antries i each fed

Cancel ! Cancils i cumant action atd oes 2tk 10 the prsius me

nds v dhe aciion yew want io da,
vl for procassng

Place the mouse pointer into the text box column to start editing your personal information.
Select the date from a pop up calendar to edit Birth Date.

To add more information about yourself, you may add in remarks in Remarks Column.

Click on OK to confirm submission.

The changes that you have submitted will need approval from the HR Manager.

4
5

6.

7. After editing, click on Submit button and a confirmation message box will appear.

8

9

10. An email notification will be sent to you after the HR Manager has made a decision on your request,

whether it is approved or rejected.

11. You can also access to My Change Requests & My Applications to check on the list of changes that

you have been made.

12. To check the status of request, go to My Change Requests & Completed Applications.

al lndn | Halp L gt
(A Profile Managemend T "
e : My Persenal Details
=HI Pemonal - .
1% My Persons Detais Pending Requests for Change! o
¥ My Addresses Tentative - Change Hequast
i :ff i":“"*"—"* TURLIOMATHAN ENRICO
1 y Shills
i [@ My Evparisncs fﬂ:im—
Cie ] Finilrr ‘B Cisie
<& Emplaymest Bith Flacs
Q0 Mty Changa Raguests Haight
&1 Wy Eamings Info \wheght 15 :
45 Historical nio Devrglianea £ 1734 "-?rj T N e e L
B 5] Admiristralio el ol 5
Click on OK to =
proceed -

submission of
entries.

Submit | Halkd | Clesar | Cancal |

Rote: Please click the hetinn et corespenids o the 2oton you wast o do.
Suhmit : Submics the enines back 1a the serer far praceszing

Reload ; Relosdameheshes the curenl gage

Clear: Clears the entnes for ach tald

Cancel : Carcels the cument action and goes back to the pravicus one
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Profile Management

1.1.2 My Addresses
Objective: User wants to view or change Addresses

1. Select My Addresses from the Personal folder. The following screen will display your address details.

s Paafila Management
58 by Frofle My Addresses
B3 Parsanal
3 Wy Persenal Dutsits P\mclng Rarquests for I!:-hangn 0
ﬂ My Azdiesens
® My Qualfcations MI
o bty S m::urmm Data
9wy Espenence
B@ Famiy ek B ol 3Bk il L
HIE Empayment charged o EZ5
EE My Change Pequesls Fayl Coder 75100
IRl Wy Eaiings bvla Elmby Pahusrg Ay Fassla Liangas Courdy, Mt
HE Hstarica! I=fz s IT
P Adminstalisn drkberz 0 Bkt Cina
Izbeg ODHLY
Pail Code:
gk Bddsrmadh Ay Ao lbae Cowmiiy. SFEHAMETERN
Arkbarz
Pl Do
Sl Vot iy fisy Couriy ALEAHW,
[ieme Costact Bumalegis |
Talaphana # Hardphors Contact B
Evest scbriniinstoriBraobds-dabe comney
[Odce Comtict Basslest |

Tedt P dn.
Eveal subririn sonTrsobde lobe covirm

2. To edit, click Edit button to enabled the text boxes for modification.

Main | Paofds | Dpplicalions | Stall | Qrganizatenal Inda | Help | Lagoll
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3 Parzinal -
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3 Wy Qualfications —

3 My SHile Addrerz. (550 Lo 93, Bk Laya Konds Lurgas
B My Expanience gD
WS Fasity ] Post Lo o —
BE3 Emplaymant ez Paharg | e s Lunger el e P
=50 My Change Raquesis et
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frésmatand Adcesas |
Addese |
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I Pt Cose |
Steba b e | o | g | Courdy | ALBANA =
Tdploret [ Hervdghor Cotact It [

e T e p——
lifticn Conlact Humbltw |
et Foodl el
Tord [ ceErsatae-tata Core. g
pecigas, |
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Profile Management

Place the mouse pointer into the text box column to start editing your addresses information.

To add more information about yourself, you may add in remarks in Remarks Column.

After editing, click on Submit button and a confirmation message box will appear.

Click on OK to confirm submission.

The changes that you have submitted will need approval from the HR Manager.

An email notification will be sent to you after the HR Manager has made a decision on your request,

whether it is approved or rejected.

9. You can also access to My Change Requests & My Applications to check on the list of changes that
you have been made.

10. To check the status of request, go to My Change Requests & Completed Applications.

ONOoO O AW

Maln | Profile | Applicallos &1z Org al Infe | Help | Logol

Ed Peafle Markagasent
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3] My Persansl Detaile Pending Requests for Changs: ]
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Profile Management

1.1.3 My Qualifications

Objective: User wants to view qualifications

1. Click My Quialifications link from the Personal folder. The following screen may appear.
2. You are only allowed to view Qualifications details and cannot make any modification.
HMain | Paofile | Applications | Staff | COrganizational inds | Help | Logs#
(= Prafila Banagemest T I 1 ¥
=& My Prafe i | o IOATRA R | My Qualifications
3 Panasad L L e, |
8 iy Parneml Datuts (580 SR it M et oo i
& Wy Addesses 2 8 AdvDipkrs GO AN D
B My Cushieatians K
B Wy Skils Py Prior EPaz_pNn'.
B Wy Evpeniarce Mete: Plezsa cSek i bunan hal Conespoads 1o the 2Clion you waim 12 da.
= &) Famiy Page Prior Losds ihe proviavs page, £ 1hoa & ang
@ Employment Page Next  Loads the rexd page, if [here iz any
£ My Change Requesis
CE My Eamings nfo
3 Haoarical Info
Tl R nd sl radi oo
3.

Click Prior and Page Next to view the records if it is catered to other pages.

HINT: The Page Prior and Page Next buttons cater for listings that will appear per screen. For example, you
may have previously set a list of 2 rows to appear per screen (e.g. like the screenshot above). Clicking on Page

Next will display the next 2 rows while Page Prior will return to the last 2 rows. This enables a better display,
especially if the listing is long and extended.
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Profile Management

1.1.4 My Skills
Objective: User wants to view skills

1. Select My Skills from the Personal folder. The following screen may appear.
2. You may view your Skills details.

Blain | Praofile | Appl ans | Staff | Organizstional Iefo | Help | Logof

4 Prolile Banageiman

=3 My Profle i . M!,I" Skills
=23 Perzonal 2 M ELT: a
8] My Prrsonal Datails Flowit Skl Aam  Raqumd Vassnce Flamiemant
i 1 Gieneial Arcouning § 00 G00Advaniageour

3] My Addepcess
3] My Cualfications  Paga Prior | Pae Meat
9] bty Shlls

Hote: s ik | utton thal comesponds iun wrant 1o ¢
@] My Erpersnca obe; Please click the button thal comesponds 1o the action you wanl o do

. Page Prigi  Loads the previoess pege § Ikens @ sny
= Family Page Mext  Loads the nest page, il Tha e any

L Ermgloymeni
S50 My Change Requasts
S My Eamioes Il
=20 Hegtencal ko

=13 Adrrenistration

3. You are not allowed to make changes here, as it is read-only.
4. Click Page Prior or Page Next to view other record if it is catered for additional pages.

NOTE: You may have noticed that certain areas are off-limits for you to make changes and edit, because they
involve a more official verification by the administrator. For example, you cannot just simply add in whatever
under the My Qualifications screen without consulting the HR administrator first.
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Profile Management

1.1.5 My Experiences

Objective: User wants to view experience

1. Select My Experiences from the Personal folder. The following screen may appear.
2. You may view your Experience(s) details.

My Experience

Fiow From Ta Diaralion Lanpeny Lt Sday Fosiban

Pape Broe | Page Masd

3. Youmay click Page Prior and Page Next to view if the record catered in the different page.
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Profile Management

1.2 Family
1.2.1 My Spouse/Children

Objective: User wants to edit or view employee’s spouse/children details

1. Select My Spouse/Children from the Family folder. The following screen may appear.
2. You may view, edit and add new Spouse details here.

4 Profile Management [=Ehm o .
& vy Prote = ] My Spouse/Children
BEN Persons| |5~ : R IRT BET 2003
E44 Family Fiosit Mame Hewm|C Sex Bith[wle Ape Chidren of iz spouss
3 My S \ohide 1 HELENE 500418, TRTUMP GEE RaB Fenale Wiew
¥ SpousedChildren
#] My Chidren Page Prior ! Fage Naxt Mo

[# ™My Relativss(Oibe)
Il Employimers
#{E My Changs Requssts
#{E My Eamings Info
H{3 Hislerical nfo

10 Admirisbalion

To view the spouse details, click the Name displayed on the table.

The screen then will display the Spouse details.

From the spouse details screen, you are able to edit the information by clicking the Edit button at the
bottom of the screen.

arw

f,;"i::”yf;f’;”'“‘““‘ i EOCTERE - a— My SpouselChildren
i3 Peraeal ey S e
= Family Panding Requasts for Changa: Q
19 My SpocseThiden
@ My Chiden il il
B My Ralathas|Oiher) Eurrent - Original
I ket eloe Otz ~— |
Ay Cos g o el Piore, FELEME S0MJ% TRTUNE GEE Faf
G0 My Esmisgs iy e
[l Hstencal nf Fuh Dt
I Admeniiiation Tupa Wika
S Farasla
WardelShatut Haiod
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T Kt Incomed applosbis] m

Adaass Dotele |
Akt J), LALAN KEFAMAT, KDL DATOR RERAHAT, SHN00 KILALA LUNPUR

Pl Czce Aima Saatw Counday
Tl Hg HUPEe
E-Hed

emarks |

Rredosd Edt

6. The appearance of text boxes now will enable for you to make changes.

7. After completing the changes, click on Submit to forward the request changes to your superior for
approval.

8. Click Confirm on the next screen.

9. Note that now the pending request changes will become value 1.

10. The changes will only show in the site after the request for changes is approved.

11. You may click the Request button to view your pending changes.

12. Otherwise, you can add new spouse details by click on the New button from the My Spouse main
screen.
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Profile Management

13. Then, you may enter your spouse details. Note that the field names in red color are mandatory
fields to be filled.

14. You may click the Clear button to clear the information in the screen.

15. After you have completed entering the details, click Submit to forward request changes to superior.

16. Click the Confirm button when the confirmation screen appears.

17. Note that the pending value becomes 1 now.

HINT: The Page Prior and Page Next buttons cater for listings that will appear per screen. For example, you
may have previously set a list of 2 rows to appear per screen (e.g. like the screenshot above). Clicking on Page
Next will display the next 2 rows while Page Prior will return to the last 2 rows. This enables a better display,
especially if the listing is long and extended.
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123 My Change Requnsts Bt Cate: A 108 D000
=5y Eamings Info T Spoe -
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Profile Management

1.2.2 My Children
Objective: User wants to edit or view employee’s children details

1. Select My Children from the Family folder. The following screen may appear.
2. As My Spouse, you are allowed to view, edit and add new Children details.

Ed Profile Manayement
=2 My Profle
HiE Pergonal
=] Fariy Bl e MeawIC Sed  BithDale Age Hoaoped Education
- i % John Ervico DOOIT-IHID00. Male 12000 3 Ho ‘f'ms
.!'l My SpouseiChilden 2 HA Mals M0 3 Mo Vag
“# My Children

#] My Relatwasidther) PB?ElPI'i!.H IE‘W@ Nﬁ’ﬂ NEHI'
#(EZ Employenent
EE My Change Requests
fEE My Eamings Info
£ 22 Hislecical Info
10 Admirnsration

My Children

(= Profile Manageme
S Wy Profie
i Peesonal LA 507 2000
= Famity Pending Requasts for Change: [}
[# My SpussiCaiitean

& 1
3] My Chiblren il ol |
¥

; |#] Py Radativies (Cbeai] mf-ow
Y Eqnplaymmort [ReisivenDipbids |
3 My Change Hequosls

Mmra JohnEraca

My Children

3 00|

51 sy Eamings imo i Ko, 000101101000
FHE Hislgrcal infp B Dt 10145000
05 Adsminriion Tipa Son

Sen Mo

Wurtal S1san Srghe

FulTis B8 (Thrpe Weses? Ciyven
Ciba @
Dhonugaiion
TaHe Ircorel apphcabie] o0
Pacard KAFIH RUARLS, PO THUARI T it Coard Lo

Eaddzis MO GLG BLOCE T TEMEE LG RESDRT
LALAH FADSHE GOLF KILNTAN PASANG

Fet Gada 23030 L] Gl Cusarbep MY
Teh HPEK
EHal

Bemaba

Rolead  |Edt
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BASE ThoHAS

Eain

Prafile | Apglicatiane | S1af | Ovganicational lafo | Help | Legofl

(3 Frofile Managriment T o 1
o Mb.pmg o TR Children
&_J Parsanal LR DATE] WarnHuw 3 S0T 200k
=i Family Fanding Requests for Change:

] by Spouzaichidren [EEETTEE Tentative - Change Request

] iy Chidren Chid Dot ]

] My RelatwesiOther M
EE3 Erployment AL |
=38 Wy Change Reguesls “lith st 0D0/T000
i Wy Esings o A

48 3 “Sen | o
__l Hezhorical I st 315
= Adoenigboaton

€4

FubTaw Ede ey Hiesped? vge
EMo Mo

Aea e | Sloie ar Coundy -

Submit | Clew [oiose |

3. Click the children name displayed in the table (if applicable) to display the children’s details.
4. The children details will be displayed.

ain | Profile | A ] ganizational lfo | Help | Lagofl
| Profile Managriment nENID ooz 3
g My Profle TR T T Children
&_J Parsanal CUAREMT DATE] War How 10 €2 412548 806 T 5000
B3 Famiy Panding Requests for Change:

) ty Spouseichidren [EETETTER Tentative - Change Request
3] My Chidren Chid Detads |

] My RelstrwsiOther) e (Bt sonary Ervica
W23 Ermeloyrment ACHE Faammgary
=20 My Change Reqmsls “flih st §G0GAER
@3 My Earings o ";"*
- - S
B .__, l:hgmuca Ik T _::;;
ekt Microsaft Internet Explorer
Ful-Tare Edis ¢ hoyay
EHo .\_Tr) Ee il St i wank Lo Subiet wiar eneies?
Deoupation [ |
TaMe [ [ = [ e ] o
Paseri .m

F‘.‘ﬁ!l:ﬂhl
Ay e | GlnkE e Couiniy -
Teiln HPEe |
Ehal

Submit | Clew [oioee |

5. From here, you are allowed to edit the information by clicking on the Edit button to enable the text boxes

for user input.
6. You can make changes now. To clear the screen you may click the Clear button and click Reload to

reset the screen to its default (last saved) values.
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7. After completing the editing process, click Submit, followed by Confirm in the next screen to forward
the changes to superior for approval.

8. Besides editing the existing records available, you are able to add a new record for children.

9. Click the New button from the Children main page to enter new children record. (Note: Fields in red
name is compulsory for user to enter).

10. You may click Clear to clear the screen and click Close to cancel and return to the previous page.

11. Click Submit upon completion and click confirm in the next screen to confirm the submission of the
request changes.

12. The pending request changes value now will be 1 waiting for approval. This means you are not allowed
to make changes again until it is approved and the value becomes 0.

1.2.3 My Relatives (Other)
Objective: User wants to edit or view employee relative information

1. Select My Relatives (Others) from the Family folder. The following screen may appear.
2. You may view, edit and add new Relative(s) details here.

Click on the relative name in the table to display the Relative personal details.

From the Relative personal details screen, you may click the Edit button to make changes.

Remember to click Submit, followed by Confirm on the next screen to forward the request changes to
the superior for approval.

6. Else, you may add in new relative details. Click on the New button from the My Relatives main page to
insert an additional relative.

grw

Main | Profile | Applicatlons | Staff | Organizational Info | Help | Logoff
= Prodile Management [FErrm o] i
SS9 Wy Prafile [user [-runi JEeia My Relatives{Other)
=21 Personsl AUl i 2 e
= Family Florut Mare Mew 1T Sew BiinDate Sge

9] My SpovsesChidren Page Frinr
9] My Children
{@1 My Relalivas(Cthgsy Note: Please cick the button that correspands to the action you want to do.
Page Prinr  Loads tha previous page, if thare i any

Page Next Loads the next page, # there is any

FE My Changs Fequests Mew  Allows you 1o creste a new rosiecond

FE My E.aur-rqg Inifa

A Hestoncal ki

T2 AdminiElsalem

Page Maxt Maw

) Employmen

7. Note that the fields in red are compulsory to enter data.
8. Click Submit and Confirm to submit the changes made for approval from superior.
9. Changes will not show in the screen immediately until it is approved.
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| Prodile Managemeet

[y "

=4 My Prafile FoaE R O Relative(s)
B3 Pessonal CURRENT DATEL Mow Mie ¥ 1243 13 50T 2040
=EF Family Pgnding quussis far D:hanga;

(3] My SpoussiChivdren Tentative - Change Request
31wy Childen

18] sy Ralatives(Ohar) Hose |
A2 Esmplaymenl W HE |
FE0 My Change Requests B et (DAL
<123 Ity Eamings Info Tipt b
s A T Mg -
; ,_’ Higlorical Iu.rn Mo Sah e =
F Acdearistration
Occipalio |
Tae Ho | Inonie]i applicstis] | m

Fuldeess Delails

e |
[
I Pzt Code |
s | e | Courizg [ -
Tel Mo | HAF &L |
E-Hal |

Skt | Clear | Close |

|3 Profile Management I

| Relative(s)
k

14

=128 Wy Profie
FE Personal
2 Family Pending Requests for Change:
3 by speusethitdon JEETIEE Tentative - Changs Request
& My Childen

e ]

B My RelalvesiTthen) “Hiseie [
FE Emgioyment o fiEes
HHE My Change Requests B Dste gm0
2 My Eamings Info Toee | ey a.r

b Bt | Fels
=123 Hiztonical Info Wikl S15 | e

FE Adminigteation

?,l' AN o SUns you sant o bk wour entries?

Occupation | [ o J[ cowm |
Taa Mo | i)

Sddies [Z7RE
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2. My Change Requests

2.1 My Applications
Objective: User wants to view list of submitted requests

1.

Select My Applications from the My Change Request sub-folder. The following screen may appear.
2.

You may view your Application Request(s) details.

=4 Paadile Manayement
S0 Wy Profle

Application Request(s)

=2 Wiy Change Requesls

8] by Bpplications Aot hgentid Feceivad n Infmeation Typs - o—
Cariil 2ol 1 06 147122003 05 40 Ty Changs
1 Completad Applcalions . 5 B 112003 1858 FoPerscns g
HE2 My Earnings Inf 3 B3 SANAR0T 16 T Fndtive e
(0 Mistancal info

Fim] Admdnietrafinn

Page Pnor. | Page Mext |

2.2 Completed Applications

Objective: user wants to view request status

1.
appear.

Select Completed Applications from the My Change Request sub-folder. The following screen may
You may view your Completed Application Request(s) details.

2.

o Prafile Manegaimen
Wy Srofia

=i

2 My Chusga Requels

Completed Application Reguest(s)

W Wy Aaplcaiors Nl Crorgledas . Infparuation T Wegil | Suka
B Comphatid Applicatian 55 11 V0021 05 HEmphyrmart Chirge  Rejected
ZEN Wy Eammge ik Pags Friar | Pags Mest

U0 Histoead Inf
=2 Adminsraio
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3. My Historical Info

Objective: To view list of leave history

1. Select Leave List from the Historical Info sub-folder. The following screen may appear.
2. You may view your Leave(s) history.

| 0002

I YURI JORAT HAN ENRICD Leave List

E TE!: Man Nav 10 13:92-18 557 2003

Rowd  Statws DateFrom  Date To Leave Duration  Fledon  Reason
1 Reected 11/3/2003 11442003 Arnusd Leave Ful-Dey 10122003 PS
2appked 1101/2003 177072003 Annus Leave Ful-Dey 103052003 Ha
JApphed 11172003 11972003 Arnual Leave Ful-Day 100312003 EMERA
4 Approved 1073042003 1073042003 Arnual Leave FulDay 1001272003 PS
5Apphed 102972003 10429420003 Abpenleszm Ful-Day 10/207°2003 PS
B Appled  10/29/2003 10/29/2003 Arnud Laawa Ful-Day 10/28/2003 PS
T dpphed 1002972003 10/°29/2003 Annwsl Leave Ful-D ay 1072872003 PS
B Appled  10/F9/2003 10°23/2003 Armusl Leave Ful-Day 1002872003 FS
9Appked  10/292003 10/29/2000 Arnudl Leave FulDiap 10/28/°2003 PS
10 Apphed 1002942003 1042342003 Arnual Laava Ful-Day 1002072003 PS
11 Apphed 1042372003 1042372000 Arnwsl Leaws Ful-Dey 10/28/2003 PS
12 Agpked 1002972003 10/23/2003 Annusl Lesve Ful-Dey 102872003 PS
13 Apphed 1002972003 1072372000 Annusl Leave Ful-Day 102872003 HA
14 Appled  10V/Z972003 10/23/2003 Arnudl Leave FulDay 10/2872003 PS
15 Appled  10/2372003 1072372003 Annual Leava Ful-Day 10/287°2003 PS
16 Apphed 1002372003 10/29/2003 Arviud Laava Ful-Day 1002872003 PS
17 Apphed  10/29/2003 10/29/2009 Arnusl Leave Ful-Dey 10/28/2003 PS
18 Apphed 1002972003 102372000 Annusl Leave Ful-Day 1072872003 FS
19 Appled  10V/E372003 10/23/2003 Arnual Leave Ful-Day 10/2872003 PS
M Agpked  10FZAF2003 102342000 Arnal Leave Ful-Day 10/287°2003 PS
21 Appled 102972003 10/29/2003 Arnual Laava Ful-Day 10/28/2003 PS
22 pppked 1002942003 10/°29/2003 Special Leave Ful-Diay 10/33/2003 PS
24 Appked 102452003 1072402000 Annusl Leave Ful-Day 1052352003 HA
24 Approved 10V/24/°2003 1072772003 Arnwal Leave Ful-Day 101272003 PS
25 Rejected 102272003 1072272003 Arnual Leavae Ful-Day 101272003 PS
26 Approved 1042042003 102242003 Arnwa Laava Ful-Day 101272003 PS
27 Approved 10/18/2003 101872003 Arnud Leava 2ncHal 1041772003 PS
28 Approved 1007 772003 107 272003 Annusl Leave TsiHal  10/1E72003 FS
29 Approwed 10/ 772003 10A7/2000 Arnual Leave Ful-Dap 101652003 PS
30 Approved 101772003 1042042003 Arnual Leave FulDay 1001272003 PS

Page Prior | Paga Mexl |

Note: Please click the button that corresponds to the action you want to do.

Page Prior Loads the prewious page, f fhera is any

Page Hext Loads the next page, if there is any
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3.2 Claim List

Objective: To view claim history

1. Select Claim List from the Historical Info sub-folder. The following screen may appear.
2. You may view your Claim(s) history.

Claim List

Rowd  Status DaleFrom  DateTo Claim Arraunt Hness
1 Apobed 10222002 107292003 Dertal 40,00

Fage Prior .F‘age Mexd

Hote: Pleasea click the huttan that corresponds to the action you want 1o do.
Page Prinr  Loads tha presious page, #thera & any
Page Hext Loads the next page, Fihare & any

3.3 Training List

Objective: To view training history

1. Select Training List from the Historical Info sub-folder. The following screen may appear.
2. You may view your Training(s) history.

T T Training List
|ErRE |- W Haw 90132050 EOT Z003
Ficenll  Stahsm Coaurzn Releence Ceamsn Varin Cisi Dais Ered Dioim

Fage Praor | Page Maat

FMode: Please click ilve bufion thai cormespends in the acllan gow want 1o do,
Page Prior Loz the pravious page, £tham is any
Fage Nexi Loscs the naxl page, i tham is sy

3.4 Disciplinary List

Objective: To view disciplinary history

1. Select Disciplinary List from the Historical Info sub-folder. The following screen may appear.
2. You may view your Disciplinary(s) history.

ST | Disciplinary List
Fiowl Logged i S Bt Ao Socd  Oeran bt (%eren

1 IFERURINE  Pendy 1 EREDNE D0 Lo Laorgs rbiis s eopgeresd
2 IPTHEY Saworgin b oo
P11 Seaprgina s
TR Shermran e e
A0 P13 Saprgin e dics
000 1T P54 Daspang e ics
173589 Sl e iflein

REE TR E ST

00 ITIRAT Iealiciency

LR TR B O aa ITHRAT ey
(Weren Header 1 1R A TR Ve

LT
i : Hwrca e T 1 412000 Z2 5110 Dchoears. vacs and publcason o conhdekal s
i i T ARG A ety
(Weree e TR N ZRA5 5 Hokohd Lot coming o ek
s Hadr 3 1 4SO TISH Habibad Litw cowing & e
1 LT T30 Shaingan e oo
1730 e e s
ArME Sewprginte dics

Pandng
Puasding
Py
Panding
Puadig
Pesieny
Fowing
Pasdng
[
faning
Pandeng
Pt
Doisd
Pusding
i)
icisd
Clomd 1 41T/ T2 Seeping inihe oios

i L
13 31T GG

Pags Prior | Bags Haat
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3.5 Attendance List

Objective: To view attendance history

1. Select Attendance List from the Historical Info sub-folder. The following screen may appear.
2. You may view your Attendance(s) history.

| Attendance List

el Db Gchollpe Weillpe Dpdwe Teehl TewOul Tesin® Tees Du2 Teekd TewOu® Tessbd TeeOuwd Tawelesd TewOub Tosl T

Fage P | Pags bt

Hute: Plusse cl
Page Piiar Lo & i ary
Page Mewt  Leads the masd paga, ¥ e s any

xpanih 1o the actien yoa want 2 do.

3.6 Overtime List

Objective: To view overtime history

1. Select Overtime List from the Historical Info sub-folder. The following screen may appear.
2. You may view your Overtime(s) history.

| Overtime List

Pl Dods  Schollpe Woiljos Dplws Taekl TewOdl T2 Teelul Teelnd TeoDe® Tesld TaoeOud  TewinS Ties 0uS Told T

Page Prie | Page Bas)

Hute: Plreee click e button thet conesgands 1o the action you want 1o da.
[Page Prior Loads the padous pags,  there i any
[Fage Mowl Loazs the nest page, £1hens i any
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4. Administration

4.1 Change my Password

Objective: User wants to change user password

Select Change my Password from the Administration sub-folder. The following screen may appear.
You may change your password. Type in your Old Password, followed by your New Password.
Type in your new password again under Confirm Password.

Click on the Submit button.

i N

Main | Prodile | Appdis 113 aeal Info | Help | Logoff

3 Prefile Management PRE 1T
588 My Pratln = : — Change my Password
£20 My Change Requesis —— i
£ 20 My Esenings Info Empicese Mo G002
5 Historicsl Info Harse WUIRL JONATHAN ENRICT
= Adminiztestion * 0l Paassword |

'j| Change my Passwoed * Mimws Pazzvacd |

“ConlimPassed [

Subrmrat

Submit : Zusmils the ennes back to the serer for pracessing
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APPLICATION MANAGEMENT

Application Management

What is Application Management?

Application Management allows you, as the approver, to view and approve application made by staff

(such as leave applications, claim applications, etc.).

As an approver, you are able to perform the following:

1. View all applications made by staff that is pending your approval
2. View the details of the request(s)
3. Determine the request status as “approve”, “reject” or “pending”

Applization Managemant

What is Application
Management?
View and approve
application made by
staff, such as leave
applications, claim

Bprchl &
[T

prd Mo TN

Eiloar PTREEAT . Gem dl

Er# x5 ORTARATD
e

Hes TUM
51ah.3:S Approve © Reject @ Pending E

applications.
[T —
T S ——
T Wl s g " e e e View all
Fuict applications
made by staff
TEF T T
ﬂpp'mﬂﬂﬂﬂ Apprmral LESE = HeabiE v U1 JObATHAR SHRIDD
CLRTHT [TE : Wy Sep I 3 30 24 56T 2000
Sl -n-b P, Zn [ L oo IdmdnTam  Fossd Foased. sl
1 T LTTT0NS B3N YT [OaT LA DHATHEHEH DD Fatral Chexa TO Sciie
? DNV B 0T 2 VAL HATHEUEHA ] daeit Dwngs 10 tative
1 FILTIAT0RY ITINIY W MISHULS fmTHAH DM L Chexa TO Sciie
1 FELASHR 1T T2 T KEHULS {THAH . L Panarud Dhings  TO Ak Check to
q TR AR T T LS waTHAH., E=IME ] L ] r
i [resvamnrass prove v i T approve,
reject, or keep
it pending
. LEER D me
Click on the Application Approval| woy e wa e eeco
emp|oyee's COAI=R LAIE: Vies e T TS AT L AT
Agent ID [

=moarmed or WILCARES LR b

Submit your
approval

Submit
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1. Request for Approval (RFA)

1.1 Pending Requests

Objective: To Approved or Reject Employee’s Application

1. Select the Request for Approval (RFA) folder, and access the Pending Requests link. The following

screen may appear.

2. You may view your Application Approval listing.

Fow  AgeniD

e )

FA0 14402003 355 108 072 HARIKE ESME BN ZAINLIDDIK Flelatres Hem ™ Aglien
V8 T4 T Dea S 72 HARIKE E5E DR ZANUD K Addacs Charge  TO At
B4 TS TEE DA 0072 HARIKE EEME B ZAIHLIODIK Personal Change  TO Bcfiae
£3 12/10WC00 % PE 4B 290 D072 HARIKE ESME BF ZAINLIODIH Fielatres Hew ] Fitren

Fage Prior | Page Meat

Application Approval

Received On Emplipan Ha Flare: Indomalion Tree Recued. Amcgent  Action

3. Click on the employee’s Agent ID. The following sample screenshot may appear.

Click on the
Agent ID

3 Application Management
= Regquest for Approval(RFA]

Application Approval

Rieciretd on TAFTTA2003 15510

Harre: MARINE ESME BIN ZAINUDDIH
Slalus: CApprove O Rejact & Pending
Ficlativn Oetea |

le!tm'a Med

1T Mo, [3345578855
Birth [ate 3007111562
Tioe ke -
5en Fanse o]
Mewilad 51t Singla A
Determine the
status whether
to Approve
| Doougation| . !
Tanhn, | | — Rejec_t, or
Pending
[
e [[eda
|
Puost Coade Awa - Soahe . Courmy -
Ted Mo | HiPvEIL. |

Submit | Reborand Thrai Cloea |

4. Determine the status whether to Approve, Reject, or keep it Pending.
5. Click on the Submit button to confirm approval.
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[# Pending Pequests

Shows the
escalation level

|-3 Application Management
= Requast fr AppemeaiiRFa) [

1142003 135510

Pending - Escalation Level 101
E e Llalails
Mewre Hanng bad
IC Mo 33EETESSE
Esih Dade ZOC1T13EE
Tope Saaiie
G Fermals
Hartal Slatur Simgle

Ackbus Maria
Plost Codé fonn L Casiy
Talbn HFPYEic
Edud

Paga Price |Fsgshe:-t | Reboad Loz

Application Approval
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STAFF MANAGEMENT

Staff Management is where you can view and edit the records of staff profiles, if you have granted permission to
do so. In addition, you are also allowed to display various listing report pertaining to your staff. Please note that
you will not see the staff name being displayed in the Change Current Employee screen if you are not granted
permission to access that employee’s profile in addition to the approval from the administrator for the modification
on the staff records.

1. To access Staff Management, click on Staff from the main menu on the upper left.
2. Otherwise, you may click Staff Management located below on the main screen to open Staff
Management in a new window.

Staff Management

“iew staff profiles, staff reports, and change their
details on behalf of them.

3. The Staff Management main page will display information about the feature and provides you answers
to frequently asked questions

4. On the left column, there is a staff management folder that contains several sub folders. You may click
on each of them to view or edit the records if applicable.

e e
| P EM Wes Faees Jodk Moo N
%= Back = ™ | ik #fdcres [ 1o 7 /ce-2170 SO0 oo A 00 G Taobb e, 48T =] @i

orisoft

Main FProfile ) % Staft Uhiganizational Info

= Staff Managemen
=@ sureeie mingme StATF Management
0 Saff Chamge Regueests

#5 Earnangs Info Goto: | Sed Prolles »

= Histoncad Info

Staif Management
il Supesvesors Lisl

Whalcome to your STl ransgement senice Hend, you can
s View proiries of obfrer slalf et you've beon gwven perrmission o wew

® Eoteschangs meords of stefl profies.
w Vi group report s for e slaff

I ardwr far you 10 vdw vour staff records, you rmust firsd s@lect the cumend stalf profle o v n s
surmmary, hese's 3 few guedelines 1o help you

1. Always make sure that you salect & staff profile to vew: baforabiand
Chch hens to selec
2 M you donol see @ employes peofile that youw vwand to view, you kave mot been grantad pemission
Chack wih wr eciministraer I pou R OUY DIFTUSSAONS 800 Tl cOmEcllY i
3 Spdect the detodls of e empboyes profile you wieh 10 view lom the nangalion bar m e kL

Frequently Asked Owestions P8y~~~
1. What happens when | make a chamge b the staff profile? |s i sthl subjed o appreval?
A rew enitry will be Ireated as though 8 wes entesed by the slaff himsel, meanang, spporel wil be
roastied 1o viour adeministadors. Thie Jame condithons apply sor the stalf, wheraby the changes wil frel
be routed to the adminisiralons whech will appirove the reqees! for changes
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What is Staff Management?

Staff Man agement allows you, in the role as an overseer of the selected employee, to view staff profiles,
staff reports, and change their details on behalf of them. HR administrators and superiors usually handle this area
in ESS.

Staff Management allows you to perform the following:

1. View staff personal details with the option to edit it and submit as a request (as it may involve
escalation)

2. After that, view a listing of all existing staff requests that is pending for approval from others

3. View a listing of staff’'s employment history (categories ranging from leave history to disciplinary

history)
Staff Manag nt What is Staff
Management?
o View View staff profiles,
@ bty i employee's staff reports, and
- e personal change their details
details on behalf of them.
: Persenal Infermation
o ey b etk h Par—
Addresses
[
 Employse(s] I RENT DATE N . 52 54 30T gy  SPouse | |
:ﬁ Ix.::.lnl.a. R TV ¥ C h i Id ren |
Chie 18 18 Eirphoy i Fv b [ £8 m Yview e irmed 12 4% 360 5 5100 34 o 5 P
'|:I-I“ .IID'HM:I\IIIFHJIIIII- _— N =14 E REI atlve{s}
- --ulhm_ WUHERLE Lee: T
T »Bih e )
itk o Qualification(s) EEH.“
‘ = Maice Fuora
Click on the e 5 Skill Set(s)
employee's || e
Agent ID =L

Emplaoyment |

Decumstion ] Compensation
View a listing REHE
of employee's ¢ Earnings
employment —
histories i
e EO

Claim Histo

Edit employee's .
personal details Edit

Submit as a
R P Fequests
You may view l T
employee's Application Request(s) E
requests, q
pending for — R
approval 1 71 V00D 1045ET Faltive:
] SESITENN 122G O
3 CEEAEII BT Enplwsesit
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1. Staff Profile Management

1.1 Change current Employee

Objective: User wants to view selected employee’s data

1. Select the Staff Management folder, followed by the Staff Profile Management sub-folder, and access
the Change current Employee web link.

2. Only the staff name that you have granted permission to access their records will be displayed here.
Names that are not displayed here means you don't have to right to access their records.

| 5eaft Managemes: T Wi
09 St Pk Magemeny [k o LR JOHATI ENNCD Employee(s)
(8] Chasge carant Employes | — i
UL Porsana
Vg Famiy Chaces an Employas KumbantD befoe o wess b ickimaton el going in Staf ophereferctions. You s comaniy e
515 Erpingmert 171 - HG CHIM YER
= 51 Sl Change Requests Enclves Hiree
Bt AFTTAN DINTIAZAL
Emin o ARSI HD DO
[ Hutoied infs WARIME ESME BH ZNHLEOm
5 ] Sopandmds Lint £ TR HE CHITEN

Paga Frioe | Pags Hast

3. Select the employee’s employee no to access his/her staff profile.

[ Staff Management
F S Prafle Manzgamand
4] Change suest Empayes [
AE Parsana TAFF Hima [ o vz

[
| LR S0P THAM ENFICD

Employee(s)

FE Famly
FE] Employmant Chang& Emplmﬂ‘
[l Srad Changs Raquests
[F il Eamings nln Cument employee prafie has been changed bo 1007383 - NG CHIM YER

B &l Hstoncal Ink

[ 2] Sopanors Lisl

—

4. Now you can access the sub folder on the left to view the selected employee’s details.
5. After you have completed viewing or editing this current employee’s details, you may return to this
screen to change from one employee to another by clicking on the selected employee’s number.
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1.2 Personal

Staff Management

1.2.1 Personal Details

Objective: User wants to view or edit employee’s personal information

1. Ensure you have selected an employee for you to view their profile before entering to another screen to
view or edit details. Note that the selected employee’s name will appear under the User ID for your

information.

2. To view or edit the employee’s personal information. Select the Staff Management folder, followed by

the Personal sub-folder, and access the Personal Details link. The following screen may appear.

| Stafl Managemem
=M Staf Peodle Management

3 Persons
3] Peasona Detals
¥ Addesces
3 Gualficaliors
A Sulls
3] Experienca
=izl Famly
251 Emplagmsct
23 Staff Change Requasis
A3 Eamiregs Infn
TTE) Histoencsl ko
253 SBupenesars Lisl

B Changs cuemm Brgloyes |

e o
| : [ it donaa

THAN ERAICE

Pending Roquests for Change: (i
Requesls

SENTE Current - Original

NG CGHIM YEN

Local Have NI CHIYER

B Dt HUTBT AR W

B Prace GERMANT

Heighd

Whaght

Dyiwineg Lierss

K

M IE EETAATT

Fissinok ST

Fiekicn CHRISTIAN

Hationally GERMEMT FELERAL AEFLELI OF
Rlacd Greap =]

Race CEUCASEN

Ralnad Edit

Persaonal Infarmation

3. You may view the employee’s personal details. Click on the Edit button to change it.
4. For greater flexibility, you may add in Remarks to offer extra information.
5. Once you have done this, click on the Requests button.

NOTE: You may have noticed the header “Pending Requests for Change”. It is usually set as 1, and it indicates
how many applicants have to make the same request in order to change any details.

HINT: Clicking the “Reload” button will conveniently reset everything to its default (last saved) values.
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Staff Management

1.2.2 Addresses

Objective: User wants to view or edit employee’s addresses

1. Select Addresses from the Personal folder. The following screen may appear.

I3 S1aff Managrmen
=HE3 Siaff Profle Mlanagemart Addre SSeS
[8] Change cumen Employes e
F4 Persanal ETaFF hems [ i v
® Personal Detai
:ﬁ Pending Requests for Change: Y]
% Addesses
E Qualfcabions Reguests
& skills
¥ Expariance LIRS Current - Original
HE] Family ding & dulve:
B Empioymenl Adddhers: WD LR PELINOOKG 33 TAMAN SENTOSH
3120 Sl Chargs Pequests NG ELHPIN
= 2
_ﬂ_—_* R g Pt Code: 54000 St WEEL e Coutlyy MY
|__| Hizzoncsl Infn g cagnme
#{0 Supenisors List A
Ploat Coda: Shate: Arps Coairy:
Addies:
Pt Code: Shae: e Coushyc
Telephons 3 Huanadphens Contect H:
Ewnad
Utice Lontact Humbesas |
Telk: FaH i
E-mst anden@icti con
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= biatl Banaijeiment
=Z8 Staff Profile Managament

EE Parsorsl
# Perzonal Details
B Addresees
A Oualfications
skl
W Expenence
BT Farniiy
=3 Employmert
20 Stafl Change Requests
[# (& Eamings Inio
[£ 5 Histoical sy
0 Supamsors Lest

3] Change curenl Employee |

Addresses

ICzEEnT paTE

[E127F hans | W Comie TER

Pending Requests for Change: 0
EIRUTER Tentafive - Change Hequest

Addeazz [0 19 LORONG PELIMDORG 3 TAMAY SENTOSA

[B4000 FLALE LUHFUR
Pot Codks [G000° St wPRL w s - Toust | gy a
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Addase |
[
[
Pwl:ndtl_ Siater RV 1T Y - Counins w
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PostCode [ Slaw M Hex = Coundy. -

L da
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Bl [andenlictdcom

w‘*

Submi | Ristiyad | Clear I Cancel |

2. You may view the employee’s address details. Click on the Edit button to change it.
3. For greater flexibility, you may add in Remarks to add extra information.
4. Once you have done this, click on the Requests button.

1.2.3 Qualifications

Objective: User wants to view employee’s qualifications

1. Select Qualifications from the Personal folder. The following screen may appear.
2. You may view the employee’s Qualifications details.

Qualification{s)

Page Paor. | Page Meat

Ta Dieston Colge
OO0 LTI Fhita

HINT: The Page Prior and Page Next buttons cater for listings that will appear per screen. For example, you
may have previously set a list of 2 rows to appear per screen (e.g. like the screenshot above). Clicking on Page
Next will display the next 2 rows while Page Prior will return to the last 2 rows. This enables a better display,

especially if the listing is long and extended.
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Staff Management

1.2.4 Skills

Objective: User wants to view employee’s skills

1. Select Skills from the Personal folder. The following screen may appear.

2. You may view the employee’s Skills details.

o
LI JOMATHAN ERF0D

(4 Seafl Management
2l Sial Profe Maragemet

[® Change cumenl Erplosee Gy s
F Persana #TARE Hhnry
3] Parsonal Detals Aol Sk
3] sddieszas 1
3] Ouslficabions P_“ﬂlm’L
3] Skils

3] Experence

Fate  Aequed Vaisrcs

Skill Set(s)

NOTE: You may have noticed that certain areas are off-limits for you to make changes and edit, because they
involve a more official verification by the administrator. For example, you cannot just simply add in whatever
under the Qualifications screen without consulting the HR administrator first.

1.2.5 Experience

Objective: User wants to view employee's experience

1. Select Experience from the Personal folder. The following screen may appear.

2. You may view the employee’s Experience(s) details.

WL JORATHAN ENFRICD o
T 2% BT S308 Experience(s)
Few Frami Ta Dzation Cotngare
Page Prior | Page Met

Lad Salary
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1.3 Family

1.3.1 Spouse/Children

Objective: User wants to view employee’s spouse/children details

1. Select Spouse/Children from the Family folder. The following screen may appear.
2. You may view the employee’s Spouse details.
3. Click onthe New button to add a new spouse (if applicable).
|3 Srtaff Management =T
o ol el ey PR R B e Spouse(s)
% Charge cument Employee
#E Pergonl :
@ Family Fickst M Hess L Sox BehDare Age Crbdien of ik spouse
2" S Chikdran 1ESRM HeRS BOTTHAMK Farale 5AN55 28 Wi
¥ Crildren .
Fape Frior | Page Pest Iesy

(¥ RefatwasOiksr)
21 Employrnent
FE Staf Charge Requests
el
il |
=13

Earrings Info
Histancal Info

Superasars List

1.3.2 Children

Objective: User wants to view employee’s children details

1. Select Children from the Family folder. The following screen may appear.
2. You may view the employee’s Children details.
3. Click on the New button to add a new child (if applicable).
L3 Staff Management [T7a7)
=23 Staf Prefile Wanagemart | YLF‘l MI:I-;NEM_I: : .Ch | |d ren
#] Change cumert Ernployes ST SR
=E Pergonad
T Family HewlC  Sex  BithDals Age Hespoed Educalin
%] SpoussChildran 1 MG KAH HEHE Ferads  20NEE & Ho Ha
%] Childran ;
Page Prior | Pago Mexi My

¥ PRelalives(Cthen)
= 20 Employment

fr (il
+"_|
< 2
k5

Staf Change Heguests
Esrnings Info
Fistarical Infn

Supenizsors List

1.3.3 Relatives (Other)

Objective: User wants to view employee’s relative’s details

1. Select My Relatives (Other) from the Family folder. The following screen may appear.
2. You may view the employee’s Relative(s) details.
3. Click onthe New button to insert an additional relative.
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I Staff Management L2ER I oz
=2 Stall Profile Managernend  |VSER HAME VLR JOMATHAN ENRICCH
[# Change currant Employes ;:;::—;;4 L AL L)
I Parzonal 1T CHIM FEN
EI-:;-]'_Famll:,l Eowd Hatie et I
18] Spousa/Childran
@ Children Page Fror | Fage Mext Ilew

(9 Relatives(Dsher)
BE] Employmen
[F L3 Staf Charge Reguests
+0 Eamings Info
0 Histonsal Info
+ 3 Supervisors List

Relative(s)

Sew

Eath Dale Age
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2. Staff Change Requests

Objective: User wants to view employee’s change request

1. Select Staff Applications from the Staff Change Request sub-folder. The following screen may appear.

2. The employee’s application request pending for approval will be listed here. Click on the Agent ID to
view the employee’s Application Request(s) details.

3. Click Page Prior or Page Next to view more records (if records cater into additional pages).

Main Piodile | A Siall | Drgamizational nfe | Help | Logol

=i Siall Blanagamaen

w20 Staff Prafite Management

2 Siafl Change Reguesiz
3] Staff Applications

My Applications

3] Stafl Complated Apphcalions gy agerin Fiecerssd On Irforrasdion: Typs: Racuast
2] Eamings Infa {
2 Histoncal kg Page Frior | Page fast

=2 Superizor's List Hita: Pleass click fhe Busion ghat corresponds 1o e action you war oo do,

Patie Prior  Losds the previous page, dthem s any
Paje Negt Loads the nexl gags, il thes & any

2.2 Staff Completed Applications

ObjECtiVe: User wants to view employee’s change request that has been completed

1. Select Staff Completed Applications from the Staff Change Request sub-folder. The following screen
may appear.

2. The employee’s approved application request will be listed here. Click on the Agent ID to view the
employee’s Application Request(s) details.

3. Click Page Prior or Page Next to view more records (if records cater into additional pages).

Maim | Prefile | Applicagions | S4aff | Organizagionald Infe | Help | Logedf

TR
VLT SCHATHAN ENRICO
Fii Wi 1415 0055 20T 2008

S Stal MaEnageman
H 2 Staf Prafle Manapemant
23 S15F Chasge Reguedts

Completed Applications

B StafAsplc

9 Sl Lol EHEIEET fon | igenit wamaion TR T T
HE Eamnngs infs
FE Histanica lifa Pags Friot

= Supemazors List Hole: Please dick tee bistion that cosmesgonds 1o the acthen you wanl te do.

Panwe Prioe  Losds the previos page. ilhees is sy
Page Mext Lowds the nexl page, f there s an
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4. Historical Info

4.1 Leave List

Objective: User wants to view employee’s leave history

1. Select Leave List from the Historical Info sub-folder. The following screen may appear.
2. You may view the employee’s Leave(s) history.
3. Click Page Prior or Page Next to view more records (if records cater into additional pages).

2R i [ |
e t - | :
e { Leave History
|
|
Aeadl  Sabor DataFior  Dule Ts Lussm Corakion  Fledon  Assoon Farnmts
1 Appervnd TLANI0IT 19715000 Lowwn ndmadisd ondeavs FullDap 12M0200T AESE.  Pomned
2 Appeorasd 1IN0 17000 Sl Lagws Fullizs 137002003 REDS
Paga Priar | Pags Maiz |

4.2 Claim List

Objective: User wants to view employee’s claim history

1. Select Claim List from the Historical Info sub-folder. The following screen may appear.
2. You may view the employee’s Claim(s) history.
3. Click Page Prior or Page Next to view more records (if records cater into additional pages).

Clalm History

RAoedl  Bisles DoteFron D To Tl Loty (L8
agpked  WLENE SMLENE DentabSis) 1280

Page Brier | Page Nexl |

4.3 Training List

Objective: User wants to view employee’s training history

1. Select Training List from the Historical Info sub-folder. The following screen may appear.
2. You may view the employee’s Training(s) history.
3. Click Page Prior or Page Next to view more records (if records cater into additional pages).

[
VA CHATHEN EMRIT:

Training History

Rowl  Sadn  Courms Fabwerca Consrs Waras StatDute  ErdDaln
1 Hamnated  TAFROUAG Feiriadre Fin Logeies Depastmant. [ S0 1250508
2 Hawnaed  TAPRONEAK Feport Barnan: Witrg R T2 LG

Paga Priar | Pag Nood

4.4 Disciplinary List

Objective: User wants to view employee’s disciplinary details

1. Select Disciplinary List from the Historical Info sub-folder. The following screen may appear.
2. You may view the employee’s Disciplinary(s) history.
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3. Click Page Prior or Page Next to view more records (if records cater into additional pages).

I AL
e T Disciplinary History

el Logged e | Slsax Tirind harnas Seql  OferceCats Ossue

Page Par | Pags Kex

4.5 Attendance List

Objective: User wants to view employee’s attendance details

1. Select Attendance List from the Historical Info sub-folder. The following screen may appear.
2. You may view the employee’s Attendance(s) history.
3. Click Page Prior or Page Next to view more records (if records cater into additional pages).

E uae
o PR 2 Attendance List
~Pi g
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11 I D 43 1522 (5
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18250008 SH 1400 pEaT (L
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4.6 Overtime List

Objective: User wants to view employee’s overtime details

1. Select Overtime List from the Historical Info sub-folder. The following screen may appear.
2. You may view the employee’s Overtime(s) history.
3. Click Page Prior or Page Next to view more records (if records cater into additional pages).

23 Srall Hanegaines [z )

S Siof Profile Managemen [ERE AL :vm ACHATHAN EHFSCDH
20 Stafl Charnga Requenits I LS uli= 1) =
H{E Eamirgs infy [ETaiT Hiwn T o
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4.7 Leave Entitlement List

Objective: User wants to view employee’s leave entitlement details

1. Select Leave Entitlement List. The following screen may appear.
2. You may view the Supervisor Leave(s) history.
3. Click Page Prior or Page Next to view more records (if records cater into additional pages).

4 Profle Management
i Iy Prodite

£ My Changs Requesls
FHEl My Eaemings Irdo e e
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5. Supervisor’s List

5.1 Staff Attendance List

Objective: User (the supervisor) wants to view employee’s attendance list

1. Select Staff Attendance List from the Supervisor’s List sub-folder. The following screen may appear.
2. You may view the Supervisor Attendance(s) history.
3. Click Page Prior or Page Next to view more records (if records cater into additional pages).
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5.2 Staff Overtime List

ObjECtiVe: User (the supervisor) wants to view employee’s overtime list

1. Select Staff Overtime List from the Supervisor’s List sub-folder. The following screen may appear.
2. You may view the Supervisor Overtime(s) history.
3. Click Page Prior or Page Next to view more records (if records cater into additional pages).

23 Srall Hanegainis [T w
S Sto¥ Frofile Wianagemen) R IME LY AT O Overtime List
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55 Ewrrgs o [ETare s [ ot i :
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3 menancs bk Fiege Priar | Pagn et
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5.3 Leave List

Objective: User (the supervisor) wants to view employee’s leave history

4. Select Leave List from the Supervisor’s List sub-folder. The following screen may appear.
5. You may view the employee’s Leave(s) history.
6. Click Page Prior or Page Next to view more records (if records cater into additional pages).

|
I Leave History
|
|

Rendl  Stabir DanFiam  Dala Tz Lowa Dirsbr Filsdan Fimaon Farsarkz
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SECTION C
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Organizational Info

ORGANIZATIONAL INFO

Organizational Info provides interface that allows user to browse the organizational and corporate information
and events.

Organizational Info
Welcame to the organizational info service. Here, you can:

¢ Browse organizational and corporate information and events.

1. Select Organizational Info from the ESS menu toolbar.
2. The frame on the left side of the screen will display the following:

-4 Organizational Info
E“a Training

@ Training Programs
E“a Resourcing

@ Job “acancies
E“a Miscellaneous Info
{@] Birthday List

@ Contact List

@ Corporate Yveb-site
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What can be viewed under ESS’s Organizational In

Org anizational Info allows the user to browse organizational and corporate information and events.

ternet Explorer

J File Edit Wiew Fawvorites Tools Help

J GaBack -~ = - i} | Qi Search (G Favorites @ Histary | E- S & -

JAddress I@ http:ffickz0jorisoft/logintodule . do?module=ess . mainid=ess. main

Click on the
Organizational Info
link

| Profile Staff

Main | Applications |

¥ Organizational Info

~_/

! Help | Logoff

=3 Profile Management
Iy Profile welcome to Ess

Iy Ch R t
4 an.ge Bguests “WWelcorme SHAUHLAau § Y ou are currently logged on with D 982
Iy Earnings Info

Historical Info Profile Maffagement
Administration Manage yoly personal details, such as addresses, telep

i Application Management
“iew and agorove applications submitted by staff, such a

[oserm [ oo

] L .

[ser name | um omaTRaR ERED | Training Programs List

|CuRRENT DATE|: Mon How 10 123323 56T 2003

Rowt Course Reference No. Course Start Date  End Date Provider
MTA BSEA Program - Accounting 01/9/2003 29/9/2003 AboutSafety dotCom Sdn Bhd

Page Prior | Page Next TRAINING: View a

listing of training
Note: Please click the button that corresponds to the action you want to do.
Page Prior Loads the previous page, if there is any programs

Page Next Loads the next page, if there is any

T Job Vacancy List

CURRENT GATE|: hion Nov 10 12.26:34 56T 2003,

Rowi Posiion Job Reference: Frioity  Date Required Employment Type Oty
1 EXEC SECRETARY TO DIRECTORF crol03 Medium 21/1/2003  Contiactual 1 CORPORATE FUNCTIONS DIVISION [
2 SNR.EXEC[BUSS. ANALYST]F FFO403 Medium 01/8/2003 Permanent 1 FINAMCE DEPARTMENT [BASF FETR .
3 SNRLMGR.(T) - FI [02] FIO303 Medium 01/4/2003  Pemanent 1 IT DEPARTMENT [BASF PETRONAS RESOURCING:
4 SYSTEM ADMINISTRATORIWORKFLOW) -Fl FI0703 Medium 01/7/2003  Pemanent 1 IT DEPARTMENT [BASF PETRONAS i isti
5 EXEC.[PROCUREMENT) - FF [O7] FRO103 Medium 0144/2003 Permanent 1 PURCHASING DERARTMENT [BASF F VIeW a Ilstlng Of
5 SNRLEXEC.[SITE PR)-HD HDO203 Medium 01/4/2003  Pemanent 1 HAD &EMPLOYEE COMMUNICATION i i
7 HR ASSISTANT- HR HRI03 Medium 01/2/2003  Contiactual 1 SALARY & COMPENSATION BENEFIT JOb vacancies
B HR ASSISTANT-HR HR1102 Medium 01410/2003  Contractual 1 SALARY & COMPENSATION BEMEFIT!
9 HR ASSISTANT- HR HR1202 Medium 01/4/2003_ Contiactual 1 SALARY & COMPENSATION BENEFIT

3 Urganizaseaal ko Birthday List

B Triring ¥ IR THANE
R Feanuing srisl s
ST T — Nl | Crpkraalo igknes Hars Datelay
# Buishas Liul o T S e Dok, 51 Frd MISCELLANEOUS
- FEETIE Harwy Joa Junice Howmarsban, [ [T ba . ..
W oo Lit 1500841 Vi S b oo S, T INFO: View a |IStIng
e T of upcoming birthdays
Huoie L

Page Priss  Lasds 116 previas s poge, F1em is sy
Paigpe Mt Leada 1hi reast pagn, o e i ary

[oeer o Toooz

] .
USER NAME |, YURIJONATHAN ENRICD Contact List
CURRENT GATE]: Mon Hov 10 12:33:25 56T 2005)
Flow#  Employes Mo Emplayee Hame Telt Faut E-mei Addisss
1182830 Jenny Wang Siew Me
2 334455 Henry Jo unior
3803543 Keni Sauw Kim Joon MISCELLANEOUS

Page pror | Pageies INFO: View a listing

Note: Please click the button that corresponds to the action you want ta do.
Page Prior Loads the previous page, if there is any of contacts

Page Next Loads the next page, ifthere is any
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1.1 Training Programs

1. Select Training Program from the Training sub-folder.
2. Training details screen may appear for you to view.
3. Click Page Prior or Page Next to view more records (if records cater into additional pages).
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2.1 Job Vacancies

1. Select Job Vacancy from the Resourcing sub folder.
2. The details of job vacancy currently available in the company will be displayed.
3. Click Page Prior or Page Next to view more records (if records cater into additional pages).
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3. Miscellaneous Info

3.1 Birthday List

1. Select Birthday List from Miscellaneous Info sub folder.
2. The Birthday details of staff will be listed.
3. Click Page Prior or Page Next to view more records (if records cater into additional pages).
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3.2 Contact List

1. Select Contact List from Miscellaneous Info sub folder.
2. The contact details of staff will be listed.
3. Click Page Prior or Page Next to view more records (if records cater into additional pages).
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3.3 Corporate Web Site

1. Select Corporate Web Site from Miscellaneous Info sub folder.
2. Clicking the corporate web site will bring to your organization’s web site.
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HELP

Help is a good feature that included in the ESS. This where the website can provides information pertaining to the
usage of ESS and provides information to guide the user on how is the website work. Besides, It is included
answer frequently asked questions and answers on problems that are always happen to users.

Frequently Asked Questions

1. Explore Frequently Asked Questions sub folder under Help folder.
2. They are several topics link available in the frequently asked questions folder.
3. Click the topic link of the topic you want to view.
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1 General/Basic Questions

Click General/Basic link from Frequently Asked Questions, the below questions with answer will display in the
screen.

What is ESS?

ESS stands for Employee Self-Service; this service allows you to update your personal profile, view reports
related to your employment, access information on your claims, leave, training, allowances, among other items.
ESS is designed to help you maintain your profile more efficiently, by giving you access to information related to
your job right at your fingertips. As a managerial position, ESS extends its' functionality even further by allowing
you to view staff-related information easily, without the need to contact your HR department.

1.2 What can ESS do? How can it increase productivity for my company?

ESS allows for immediate access to personal information directly to the employee; this allows employees to
update and maintain personal profiles by themselves. In addition, the employee can view reports that shows
information such as claims made this month, allowances/deductions, payslips, and other such items. In a
traditional system, employees who require changes to the profile or reports may need to contact the HR/Payroll
department, and wait for their response. The HR/Payroll department in turn waste valuable time generating these
reports to the employee, by manual or system-automated tasks. Either way, time is wasted, which is probably
every company's most important resource. ESS shortens these processes by allowing the employee to
personally manage his own profile, thus reducing workload for the HR department, which in turn can then divert
their focus on more productive tasks, such as developing and monitoring key talent for the company.

What do | need to use ESS?

At the very most basic, you will need a web browser with JavaScript enabled. Although any browser with
JavaScript support is capable of running ESS, we recommend using Internet Explorer 5.5 and above to ensure
the highest compatibility with ESS.

2. Profile

Click Profile link from Frequently Asked Questions, the below questions with answer will display in the screen.

2.1 What is Profile Management?

Profile managements enable you to view personal information, related or not related to the job. This information
includes your personal particulars, addresses, qualifications, compensations, and so forth. Some of these
information come in the form of reports, whereas some are fully interactive, allowing you to change details as
needed.

2.2 How do | start viewing/changing my profile?

On the left of the page is a navigation page; this page helps you navigate through various sections of your profile.
The navigation bar consists of folders and documents; opening a folder (by clicking on the + icon next to it) will
reveal more folders and/or documents. Clicking on a document will then open a page on the right, showing the
detail body of the document. You can then view your profile, or change details by clicking on the edit button at the
bottom. Some sections consist of summary pages and detail pages; for example, the skill pages. For each
record, there is a link embedded into a column. Clicking on this link will open up a new window, showing the full
details for the record.

2.3 When | change something in my profile, why is it that it is still the same, even though | have
submitted the changes?

When you submit the changes, it is routed to your administrator for his approval before being updated in the
database. Keep in mind that your administrator may not necessarily be the system administrator for the ESS;
instead, it can be your superior, manager or even your secretary, depending on how the route map is set in the
system.

2.4 Why can't | change my details? It shows the columns, but | cannot edit it.
Be sure to click on the change button when you want to change details in a page. This is so that you do not
accidentally submit changes to your profile.

2.5 don't see an edit button at the bottom of the page. Is there something wrong?

No. Not all information that is displayed is editable. Some of the information, such as your personal addresses
can be changed; however, certain information cannot be modified in any manner, such as your salary or
allowances/deductions. More often than not, information that has been locked is usually determined by the
management in your company, and is not to be modified by the employee himself.
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2.6 Why can't we change our personal details in real-time (as in, make changes to the actual records)?
The restriction of not being able to make changes to the actual records are implemented for security purposes.
This allows managers/administrators to keep track of changes made to their profiles. This can prevent many
unpleasant situations for the employees and the management; for example, malicious attempts to fill a profile
with false information can be detected and stopped by the system.

3. Application

Click Applications link from Frequently Asked Questions, the below questions with answer will display in the
screen.

3.1 What is Application Management?

Application management allows you to keep track of applications, applied either by you or your sub-ordinates.
These applications consist of leave applications, overtime applications, training applications, and Request for
Change applications. Currently, ESS only supports RFC applications, but support for other applications will be
added in the future.

3.2 What is Request For Change (RFC) application?

Whenever a change is made in a staff's profile that is have been assigned to you, an application is forwarded to
you, awaiting approval/rejection. This allows those in managerial positions to closely monitor changes made to
employee profiles, and to verify the integrity of the requests.

3.3 How do | approvelreject an application?

At the bottom of each application, there are two buttons: '‘Approve’ and 'Reject’. Clicking on the button will carry
out their task respectively, which is to approve or reject the application. Upon clicking on the action, you will be
forwarded to a confirmation page, where you can review final changes before sending it out.

3.4 | want to leave a note for the next approver/employee. Where can | do this?
At each application, there is a 'remarks' column. Make use of this to pass information to the next recipient of the
application.

4 Staff

Click Staff link from Frequently Asked Questions, the below questions with answer will display in the screen.

4.1 What happens when | make a change in the staff profile? Is it still subject to approval?

A new entry will be treated as though the staff himself entered it; meaning, approval will be routed to your
administrators. The same conditions apply for the staff, whereby the changes will first be routed to the
administrators, which will approve the request for changes.

4.2 Why is the 'Change employee' page empty? | don't seem to see anything.
You have not been given permission to view any employee pages. If you believe you should be granted these
permissions, please contact your administrator.

4.3 How can | view 'XXX' employee?

On the navigation page (at the left), there is a ‘Change current employee' page. Upon opening this page, a list of
employees will be shown. Clicking on an employee name will change the current staff profile to the selected
employee. Now, when you select a detail from the 'Staff Profile Management' folder in the navigation page, the
detail will be that of the selected employee.

4.4 I'm getting an error message saying that | have not chosen a staff profile to view. What does this
mean?

In order to view a staff's profile, you must first pick the profile to view. If you're unsure of how to do this, refer to
the guide/FAQ 4.3 to learn how.

5 ESS ID & Password

Click ESS ID & Password link from Frequently Asked Questions, the below questions with answer will display in
the screen.
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5.1 1don't seem to be given a user login/password. Where can | apply for access?
Not everyone is given a login to ESS. If you require access to the user login, please contact your administrator or
management for further information.

5.2 My password isn't working. Why?
Here are a few tips to that can help you with login problems:

Make sure your CAPS LOCK key is not on. Passwords are case-sensitive, meaning that the password has to
be typed in exactly each time. For example, PaSSWOoRD is not the same as Password.

At times, especially during system updates, it's necessary to clear your browser cache. Your browser cache
stores contents of previously visited web sites, to allow you to access sites more quickly. However, this can result
in older versions of pages that may have been updated recently.

Wait for a few hours, and try again. It's also a good idea to check with your system administrator to find out if
a problem has occurred or not.

5.3 What if | lose my password? How can | recover it?
Unfortunately, ESS does not have users to retrieve their passwords yet. The best way to recover your password
quickly is to contact your administrator.

6. Privacy & Security

Click Privacy & Security link from Frequently Asked Questions, the below questions with answer will display in
the screen.

6.1 1 do not want anyone to view my payslips/financial reports. How secure is ESS?

ESS runs on Secure Socket Layer (SSL), allowing for a secure connection each time. SSL is an international
standard of web security/cryptography, and is widely used by a large number of sites to protect their transactions
in pages.

6.2 What are sessions? How do they contribute to security?

Each time you are logged on, ESS will create a session between you (the client) and the server. Sessions
contain information related to login, such as your employee no, user ID, and so forth. You do not need to concern
yourself with these sessions, as they are controlled by ESS, and do not require your attention.

6.3 ESS tells me that my session has expired. What does this mean?

Each session has an idle time-out period. Idle time-periods refer to the time of inactivity from your browser. Time-
out periods are implemented for security purposes, such as preventing unauthorized usage of your ESS account.
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