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1.0 General Information

1 GENERAL INFORMATION

1.1 System Overview

This User’s Manual provides the information necessary for the user to effectively use the
system. SBA is a client server application. The purpose of this application is to support and
automate organization's business activities. The major functions perform by the system are
cross departmental activities in the organization. This application is design to perform processes
which are required for decision or actions in the organization. The User access mode is GUI i.e.
graphical user interface that is why it is very easy to use; each process is just a click away. An
employee can perform activities/actions using SBA. In SBA workflow, each personal can mark
his/her notes and the notes history will be available at every point. Each document that is
required to be attached will be scanned from physical file and the scanned image will be

attached with electronic file.

1.1.1 System Name
SUPPORT BUSINESS APPLICATION

1.1.2 System Category

Major application:

SBA is based on one of the leading world class Open Source ERP solution, ADempiere.
ADempiere is a robust and stable solution as it is proven by the hundreds of its
implementations around the world. However there are a set of differences with proprietary

world class ERP's that make ADempiere unique. ADempiere provides:

¢ Role Based Security: Each interacting User of ADempiere must have a Role. His/her allowed
activities are determined through the Roles the user has assigned.

e Secure Administration: ADempiere provides multi level administration, specified by to
roles; each user would only be allowed to administer the resources s/he has the rights for.

e Audit trails and Logging: ADempiere provides advance logging and audit trail

e Advance Customization Interface: ADempiere goes beyond basic customization, and

provides advance out of the box WSYSIG customization of the application.

Page | 1-1



\TCome\JUT

1.0 General Information

SBA is divided into different modules; it also manages the workflow between each module and

different users. SBA has following Modules:

¢ Leave Management

¢ General Administration
e Payroll Management

¢ Human Resource Management
e Finance Department

e Loan Management

e Medical Management

e Law Department

¢ GPF Management

e CPF Management

e Income Tax Management

Board Secretariat

Each main module is further divided into sub modules and setup tables. User has to complete
all the setup tables before performing any action in the application. The main modules are
Setup [HRM] & EM modules which are sub modules of HRM. All other modules are connected

with Employee Management because Employee is the basic entity.

Common Depiction:

SBA provides a complete application-level security infrastructure, supporting role, data
security, data encryption and auditing. These comprehensive security features enables the
application architect to implement security policies that protect your valuable corporate data
from inappropriate or unlawful access while enabling your trusted employees to effectively do
their jobs. Security policies are extremely flexible and are defined without programming by
system administrator. SBA also manages automated workflows. ADempiere has Workflow

Management Coalition and Object Management Group (OMG) standards based Workflow
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engine which is utilized to provide Business Process Management. The workflows are made

according to the prevailing processes in the organization.

1.1.3 Operational status

Operational

Under development -

Undergoing a major modification -

1.1.4 General description

SBA system is cross-functional and enterprise-wide. All functional departments that are
involved in operations or production are integrated in one system. In addition to areas such as
manufacturing, warehousing, logistics, and information technology, it also includes accounting,

human resources, marketing and strategic management.

SBA delivers a single database that contains all data for the various software modules that
typically address areas such as Manufacturing (Engineering, bills of material, scheduling,
capacity, workflow management, quality control, cost management, manufacturing process,
manufacturing projects, manufacturing flow), Supply chain management (Order to cash,
inventory, order entry, purchasing, product configuration, supply chain planning, supplier
scheduling, inspection of goods, claim processing, commission calculation), Financials (General
ledger, cash management, accounts payable, accounts receivable, fixed assets), Project
management (Costing, billing, time and expense, performance units, activity management),
Human resources (Human resources, payroll, training, time and attendance, roistering,
benefits), Customer relationship management (Sales and marketing, commissions, service,
customer contact and call center support), Data services (various "self-service" interfaces for
customers, suppliers, and/or employees) and Access control (management of user privileges for

various processes).

1.1.5 System environment or special conditions

SBA is design in ADempiere which is developed 100% in Java and currently supports Oracle
10g2 Enterprise and XE as well as PostgreSQL 8. Database independency is one of the highest

priorities of the project. Adempiere server application is based in J2ee under Jboss. Adempiere
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current client is a java application as well. The server side components as well as client access
UI can be deployed on Linux as well as Windows Platform. The main client Ul is AJAX enabled

web based and is supported for all major web browsers.

ADempiere Active Data Dictionary (AD) and extensive online configuration capabilities make
possible to deploy a "liquid software" paradigm where enterprises no longer have to adapt their
business process to inflexible functionality of an ERP proprietary solution. To adapt the solution

to required business processes is now possible for the first time in the history of ERP systems.

SBA require minimal additional hardware requirement, only as per the required usage patterns.
Single Server is required for the deployment of ADempiere. User should learn simple
ADempiere management concepts. The following list represents the Prerequisites for a

successful installation:

¢ Sun Java JDK 6 Update 5 or later (SDK) — also known as Sun Java JDK (not just JRE)

e Database Oracle XE, Oracle 10gR2, Oracle 11g or EnterpriseDB Postgres Plus Advanced
Server 8.3.

e Important: It is mandatory to use a Unicode character set.

¢ Database approved Linux Operating System, Windows 2003 or Windows XP

e Disk Space: >5 GB (includes database)

e Swap Space: >1GB

¢ Memory: > 512 MB - Recommended: > 1 GB

e TCP/IP connection

¢ Network setup with DNS server and a domain. Do not use IP addresses.

e Internet access with Firefox Browser 3.0 or IE 6 or above.
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1.2 Project References

Following are the references that were used in preparation of this document:

e ITC-SMFA-EOBI-0002-20090222 Technical Proposal.doc
e Initial study - ITC EOBI SBA System Study Report v1.0.doc

e CompiereUserDoc32.pdf
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1.3 Authorized Use Permission

SBA 1.0 by ItCompletes
Copyright © 2009 ItCompletes (Private) Limited
All Rights Reserved.

All contents of this document are subject to change without notice and do not represent
a commitment on the part of ItCompletes. Every effort is made to ensure the accuracy of
this information. However, due to ongoing product improvements and revisions,
[tCompletes cannot guarantee the accuracy of this material, nor can it accept
responsibility for errors or omissions. No warranties of any nature are extended by the
information contained in these copyrighted materials. Use or implementation of any
one of the concepts, applications, or ideas described in this document or on Web pages
maintained by [tCompletes — may infringe one or more patents or other intellectual
property rights owned by third parties. ItCompletes does not condone or encourage
such infringement. I[tCompletes makes no warranty with respect to such infringement,
nor does ItCompletes waive any of its own intellectual property rights that may cover
systems and licenses sold separately. This document is copyrighted and all rights are
reserved by I[tCompletes. This document may not, in whole or in part, be reduced,
reproduced, stored in a retrieval system, translated, or transmitted in any form or by
any means, electronic or mechanical, without the express written consent of ItCompletes.
The contents of this document are subject to change without notice. Every effort has
been made to ensure the accuracy of this document. However, due to ongoing Product
improvements and revisions, ItCompletes cannot guarantee the accuracy of printed
material after the date of publication nor can it accept responsibility for errors and
omissions. [tCompletes will publish updates and revisions to this document as needed.
All names, products, and services mentioned herein may be the trademarks or registered
trademarks of their respective owners.

Trademarks: Microsoft and Windows are registered trademarks of Microsoft ® Corporation.

Publication Date: January, 2010
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1.4 About this User Manual

1.4.1 Intended Audience

This document is written for system administrators, configuration managers and all end

users, who are responsible for setting up and maintaining SBA.

1.4.2 Organization of the Manual

This manual is divided into the following sections:

Table of Contents — List of all the contents in this user manual.

General Information — Brief description of system in non technical terms.

Authorized Use Permission — A copyright © notice.

About [tCompletes — A brief history of ItCompletes, with a Tell Us What You Think
section.

Point Of Contact — Our help desk and contact information.

System Summary — Provide system synopsis.

Getting Started — Brief description for user to setup server/client setup.

Using the System~— Step by step description of how to use the application

Work Flow— WF depiction with screen shorts

Reports— How to create and use Reports
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1.5 About ItCompletes

[tCompletes has been in business of software development for the last nine years. Its clientele
comprises of essentially international customers from the United States, United Kingdom, UAE,
and Egypt.

The mantra of the company is "Building quality into solutions". This, we believe, is highly
dependent on people and processes. We try to employ the very selective set of people and have
prepared processes that target quality from the start till the end. In the compromise between

quality, time and price for every project, our natural tilt is towards quality.

1.5.1 Tell Us What You Think

As the users of our products, you are the most important critic and commentator on our
product line and its documentation. You can help us provide comprehensive and efficient
products and documentation. We value your opinion and satisfaction with the software. We
want to know what we’re doing right, what we could do better, and any comments on how we
can provide better service to you.

You can reach us via our website. If you have a technical question about this manual or our
products you can email us. Your comments will help us understand our users” perspectives

better.

1.5.2 Points of Contact

Information

For informational and troubleshooting purposes please contact [tCompletes (Private) Limited.
ItCompletes (Private) Limited

@ +92(21) 468 0787

(= C-44, Block B, P.R.E.C.H.S,
Karachi, Pakistan.

Help Desk

Itcompletes provides many levels and types of help and support functionality. Some is intended
to help the user and other parts are intended to help the support person attempting to assist the
user. For online help, user can visit our website

(1 http://www.itcompletes.com
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For further support user can also email us

D4 info@itcompletes.com

Create an email to the support person. The email should contain the full information about the
user's application/system environment and information about the task being performed when
the query was created. This information provides the support person with the context of the

user's action, which has caused the support request.
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1.6 Acronyms and Abbreviations
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AD

Active Data Dictionary

AJAX Asynchronous JavaScript And XML

BPM Business Process Management

BPV Bank Payment Voucher

DB Data Base

EE Employee Employment

EI Employee Information

EM Employee Management

ER Employee Relation

ERP Enterprise Resource Planning

F&A Finance & Accounts

GAD General Administration Department

HOD Head Of Department

HRM Human Resource Management

IE Internet Explorer

IT Information Technology

JDK6 Java Development Kit 6

JRE Java Runtime Environment

OMG Object Management Group

PRT Policy, Recruitment & Training

RDBMS Relational Database Management System

SBA Support Business Application

SDK Software Development Kit

TCP/IP Transmission Control Protocol/Internet
Protocol

Ul User Interface

WF Work Flow/ Workflow
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2 SYSTEM SUMMARY

SBA is intended to manage all the information and functions of business or company from
shared data stores. Our system typically has modular hardware and software units and
"services" that communicate on a local area network. The modular design allows a business to
add or reconfigure modules while preserving data integrity in one shared database that may be

centralized or distributed.

It is a client server based application. For secure connection, every user login to the system with
a unique user name and password. After logging in the Main Menu will appear which will
show all the Modules and Sub Modules in a “tree like” structure. Main Menu is the actual
navigation form, from where user can open any desired screen. User can also search any menu
item using the Lookup at the boot on this Main Menu. The Header in Main Menu lists the

current window, the current user, the Client, the Organization and the database.

Every Module is further categorized in Sub Modules and/or Setup Modules. Setup Modules
contain Setup Forms which are mandatory as all other forms require information from these

Setup Forms.

Sub Modules contain different forms. Every Form is design in a “tab like” structure; it is use for
data entry purpose. In most of the cases first or main tab contain mandatory data and user
cannot enter data in other tabs until or unless compulsory information in first tab is saved. Tab
names in italic font define that this tab only displays data in read only mode. Fields are the most
essential part of every form, which are use to enter data in database. Each field is color coded
Grey mean read only fields, White mean normal fields, Light blue mean mandatory fields (with
some data) and Pink/Red mean mandatory fields. Users have the option to add a new record,
edit previous record, delete an existing record, delete multiple records, navigate from one
record to another, navigate from one tab to other, save current action and undo current action.
User can also attach required documents, forward workflow to desire location and writer

his/her notes (the notes history will be available at every point).
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2.1 System Configuration

In addition to SBA software, you will need three additional (and easy to acquire) software

components:

e Operating System software that supports Java such as Microsoft Windows

e Java Development Kit 6 (JDK6) http://java.com/en/download/index.jsp

e Database software from either Oracle or EnterpriseDB.

The Oracle Database (commonly referred to as Oracle RDBMS or simply Oracle) is a relational
database management system (RDBMS) produced and marketed by Oracle Corporation. As of

2009, Oracle remains a major presence in database computing.

Oracle Database

ORACLE

Developer(s) Oracle Corporation

Stable release 11g R2 /2009-09-01; 3
months ago

Written in C En terprlseDB"

Operating system Cross-platform

i nterprisedb.
Available in Multiple Mehsite ik erpr?se SR
Category Enterprise
Type RDBMS Phone (732) 331-1300
Liteies Proprietary Email info@enterprlsedb .com
Description Relational Database
Website hitp: ifwesewy oracle .com/ Managrnent System

EnterpriseDB develops and supports EnterpriseDB Advanced Server, an Oracle-compatible
relational database management system (RDBMS). EnterpriseDB Advanced Server runs most
applications written for Oracle - unchanged and at a small fraction of Oracle’s cost. It is built on

PostgreSQL and designed for high-volume, mission-critical enterprise use.

Download and install Sun Java JDK 6 (SDK) - also known as Sun Java JDK, Update 5, or a later

version of Javal.6.Server requires the SDK (not just JRE.)
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Java 6..

@Sun

The computer hardware requirements for SBA installation are modest. For evaluating SBA, a
modern desktop or laptop computer will likely have the needed processing power, memory,
and storage and network resources. For demanding production SBA deployments, user will

want one or more server-class computers and potentially a storage array.

SBA includes (almost) all segments of business using ordinary Internet browsers as thin clients.
It has minimal additional hardware requirement: Single Server is required for the deployment,
System must also have Disk Space: > 5 GB (includes database), Swap Space: > 1GB, Memory: >
512 MB (Recommended: > 1 GB).

Q, Specifications = Processor

Hewlett-Packard Intel(R) Pentium(R) 4 CPU 2.40GHz

System Model: | DSDT Version: x86 Family 15 Model 3
Stepping 3

BIOS Version: | Hewlett-Packard 786B2 v1.11

Speed: 2394 MHz

=~ Local Disk
Operating System
Total Capacity: 74.52 GB

Microsoft Windows XP Professional
Sum of Hard Disks: (C: D: E: F: )
Version: 5.1.2600 -
Used: 23.63 GB

Service Pack: | 3.0 @

[Free: 50.89 GB
Location: CAWINDOWS
PID: 76487-640-5536995-23765 «* Memory (RAM)
Hot Fix: ApsEPSC Capacity: 1GB
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2.2 Data Flow

* Z
= =

Server
Client
e Bootup Server
e Boot Client e Goto the drive where
e Goto URL: ADempiere is install let it be C
http://ADServer/admin drive so goto
e Click on “ Web Start” C:\ ADempiere \utils
e Install Application e RUN Server.bat

e Login with User ID,
Password and Role

e Main Menu Appear

Follow the steps define in DFD
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Main Menu

Users can
acess WF,
Reports & all
forms/tables.

Goto HRM -
Setup [HRM]

Complete all

forms/tables

Goto HRM >
EM

Complete all

forms/tables

Enter
New
Record?

Edit
Exisiting
Record?

Search
Forms/
Tables?

Delete
Exisiting
Record?

No

Yes

Yes

Yes

Yes

\TCome‘JUf

Work
on
Report?

Work
on
WE?

Log
Off?

Exit?

No

Yes

Yes

Yes

Yes
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Goto Required

Module->Form/
Table

Form/Table
ie.
“WINDOW”
Will appear

Click on New
button. All fields

will be cleared

Enter Data &
Press Save
button to save
it.

Press Next Tab If

you want to add
additional info

Make sure to
save data in
first tab before
Proceeding

END

Goto Required

Module>Form/
Table

Form/Table
ie.
“WINDOW”
Will appear

Navigate untill
required record is
found

Change Data &
Press Save
button to save
it.

Press Next Tab If

you want to add
additional info

Make sure to
save data in
first tab before
Proceeding

END

\TCome‘JUf

Main Menu
Click on
LookUp
textbox

Write the word

nearest to your
requirement

Press Enter

Table/Form
matching your
requirement
will be hilighted

Is it the No

desire
table/form?

Yes

END
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D

Goto Required

Module->Form/
Table

Form/Table
ie.
“WINDOW”
Will appear

Navigate untill
required record is
found

You want
to delete
entire
record?

Yes

Press Delete
button to delete
the record.

Delete window
will appear
select the
required record
and press OK

END

Goto Report
~anyReport

Click on the
required
Report

Press Start
button to create
the revort

Adempiere will
process and

Goto the display the
required Tab report. User has
the option to
print it.
END

\TCome‘JUf
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F

Goto WF

Module>
Reauired WF

WEF
WINDOW
Will appear

Click on New
button. All fields
will be cleared

Enter Data,
Click on
Procede

Application &

Press Save

Press Next Tab If
you want to add
additional info

Make sure to
save data in
first tab before
Proceeding

END

Main Menu

Users can
acess WF,
Reports & all
forms/tables.

On the file Menu
Click on Log Off

System Log Off
and Log in
Window appear

END

\TCome‘JUf

H

Main Menu
Users can
acess WF,

Reports & all
forms/tables.

On the file Menu
Click on Exit

Exit the
System

END
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SBA provide secure connection, every user must be authorize to login to the system with a

unique user name and password. Different users and/or user groups login to the system as per

their requirement. There are certain restrictions placed on system accessibility or use for each

user for example F&A HOD will have more privileges then F&A Payroll employee to access the

system. For reference we provide user name and password of different users and/or groups

Users and Groups

User Name And Password

Competent Authority ID:CompetentAuthority Pass : CompetentAuthority
F&A HOD ID: FinanceHOD Pass : FinanceHOD

F&A ABR ID: Finance ABR Pass : FinanceABR

F&A Loan & PF ID: FinanceLPF Pass : FinanceLPF

F&A Payroll ID: FinancePayroll Pass : FinancePayroll

F&A Banking ID: FinanceBanking Pass : FinanceBanking

F&A Pension ID: FinancePension Pass : FinancePension

F&A Imprest ID: FinanceImprest Pass : FinanceImprest

F&A Disbursement ID: FinanceDisbursement Pass : FinanceDisbursement
GAD Loan ID: GADLoan Pass : GADLoan

GAD General Services ID: GADGeneralServices Pass : GADGeneralServices
GAD Medical ID: GADMedical Pass : GADMedical

HR ER ID: HRER Pass : HRER

HR PRT ID: HRPRT Pass : HRPRT

Audit ID: Audit Pass : Audit

IT ID: IT Pass : IT

Law ID: LAW Pass : LAW

Board Secretariat ID: BoardSecretariat Pass : BoardSecretariat
Regional Office ID: ReginalOffice Pass : ReginalOffice

Employee ID: EOBIEmployee ID: EmployeeSupervisor

Pass : EOBIEmployee | Pass : EmployeeSupervisor
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3 GETTING STARTED

This section provides a general walkthrough of the system from initiation through exit. The
logical arrangement of the information shall enable the functional personnel to understand the
sequence and flow of the system. Screen prints have been used to depict examples of text under

each heading. The figure shows the basic working of the system:

o Firewall SBA Server
Web Server (Existing)

(Proppsed)
Oracle Database|Server (Existing)

G EQBI Hesad OMice LAN }

g
D

Hesd Office Workeiations (Existing)

Laptaps (Existing)

o\

;6

Ragion and Fisld Offica Workstations (Existing)
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3.1 Logging On
For secure connection, every user login to the system with a unique user name and password.

Open the browser and type in the URL: http://ADServer/admin change ADServer with server

name or server IP address now click on “Web Start’. Follow the instructions on screen.

First application will download and then it will be verified by the server.

Java Web Start

Downloading application. é;
Java
Name: Adempiere Client 3.5.4a hitp://AD Server/admin
Publisher: ADempiere, Inc.
From: hitp:/fAD Server/fadmin
(NNNNNRAANN | [ Cancel ]
Java Web Start
Verifying application. «:-(__‘f)
Java

Name: Adempiere Client 3.5.4a  hitp://AD Server/admin
Publisher: ADempiere, Inc.
From: hitp://AD Serverfadmin

Estimated time reraining: 18 seconds

(ANNRRARRNNRRRRRN | [cancel ]

After downloading and verification the following splash screen will appear

ADempiere
~ " Swapt Sute ZRF, CRM and SCM
el

Loading...
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User ID: SuperUser; Password: System

3 q . -
. Adempiere Login
Connection | Defaults
HDE‘I’T‘IP]EI’E‘ Release 3.5.3a
. 2008-12-21
St Suite FRP RS cond S0
Senar Bitc-imran{itc-imran-xe-adempiere} il
User Il |Superlser
Fasanord | @SS
Language Englizh -

@ 1999-2007 Adempiere &

@ X |2

Mot Connected

v
As shown in figure the server name will be selected by default. When user will click on
button “Defaults screen” will appear and user can select the required values. Select role as
“System Administrator” in “Default screen” as depicted in the image. Or user can use his/her

actual Role, if any.

[ ]

" - " " " ~F
s itc-imran{itc-imran-xe-adempiere}

Connection  [efaults

Bole  System Administratar -

Client Swstem -
QOrganization |~ -
Warehouse -
Date 1121752008 &

Frinter |WWhawking'HF Laserdet 1220 Series PCL -

@ I

Authaorized
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3.2 Main Window - The Application Window
This section describes the system menu first encountered by the user, as well as the navigation
paths to functions noted on the screen. After login a main menu will appear as shown in image.

Main Menu is the actual navigation from where we can open any desired Screen.

Header { @ SuperUser@EOBI. EOBI [itc-farrukh{itc-farrukh-xe... [= |[B][X]

File View Tools Window Help } Main Menu bar
. M = s o Y
Main Tabs 2 Menu | [ wiorkflow Activities: 25 | % Workflow
. & aMenu \
[ ADempiere R) #-C3 ADempiere

CI Leave Management

™= Product CI General Administration

- Menu CI Payroll Management

= CI Human Resource Management

| Business Partner #-C3 Finance Department

= Sales Order CI Loan Management
#-C0 Medical Management
: Modules,
#-C3 Law Depatment

Shortcuts 503

Workflow Forms Assets Workflow &
#-C3 GPF Management

7= WF 1 Loan Applica... D CPF Management Reports
CI Income Tax Management
CI Board Secretariate
-3 EOBI Reports
CI File Management System
B-Ca y,
#-3 Reports

\ | | Expand Tree Lookup ‘ } Lookup &
Notice & F =
3 Notice: 0 ‘ @ Request: 0 47 MB - 57% Expand Tree
RequeSt WI': 1 Loan Application

The main application window is divided into:
e Header

e Main Menu bar

e Main Tabs

¢ Modules & Sub Modules

e Shortcuts

e Lookup & Expand Tree

e Notice & Request
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3.0 Getting Started

3.2.1 Header

3 SuperUser@System. ™ [itc-imran{itc-imran-xe-adempiere}]

The Header lists the current window, the current user, the Client, the Organization and the

database.

3.2.2 Main Menu bar

Igile View Tools Window  Help

The Main Menu bar contains simple access to different options. It is categorize in File, View,
Tools, Window and Help options. Through File option user can logoff, exit and take screen
shorts of current window. The Tools option provide different cogs like calculator, editor (it is a
simple note pad), calender etc. User can also view WF activities using Tools option. If there are
many tables/forms open then with the help of Window option user can see or close all windows
using Show all windows & Close all windows. User can get online help and support directly
using “Help” option. A quick overview of the system can also be seen using “About” option in

the help menu.

3.2.3 Main Tabs

fio) Menu | ] Warkflow Activities: 0

These “Main Tabs” are use to switch users’ view. If user wants to see the WF activities s/he
clicks on Workflow Activities Tab. Through Menu Tab user can access all Modules, Sub

Modules, WF and Reports.

3.2.4 Modules

Following are modules the Main Modules:
e Leave Management

¢ General Administration

e Payroll Management

e Human Resource Management
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In addition the application also has following divisions:

Finance Department
Loan Management
Medical Management
Law Department

GPF Management

CPF Management
Income Tax Management
Board Secretariat

File Management System

Work Flow

Reports

3.2.5 Shortcuts

ADempiera

-; Product
= Menu

|- .
= Business Partner

—- Sales Order

‘Workflow Forms

= WF 1 Loan Applica...

\TCame\JUT

Shortcuts provide a quick access to any module, sub modules, workflow, reports and

forms/tables. To add a shortcut just right click on the particular entity and click “Add to bar” a

shortcut of that particular unit will be created.
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3.0 Getting Started

3.2.6 Lookup & Expand Tree

Expand Tree Lookup

User can search records, data, and required module/sub module in any menu item using the
Lookup at the boot on this main screen. Lookup option is also present in the WINDOW toolbar.
When User click on “Expand Tree” option all the Main Menu expands and all the Sub Menus

can be seen.

3.2.7 The WINDOW View Options

Every table/form a.k.a WINDOW has two view options grid view and form view. These views

can be toggle using a button on WINDOW toolbar which is shown in the figure below:

HE] @ e Q0 o=@ B

Grid View:
=] Employee Information SuperUser@System.™ [itc-farrukh{itc-farrukh-xe-adempiere}] _||'E|E|
File  Edit Miew %o Tools  Wiindow  Help
$ el FxE Qo] 0tte» F2+9 2 FEAS A" A O
Employee Employes Salutation Employes Hame Father Name Husband Name Present Address | Domicile District | Frovinee City FalF
03355 KARAM ALl SHAH SIHDH  SIHNDH -
Personal 903515 MOHD RASHID AHMED SINDH  SINDH |:
010270 NASIMA HASSAN ALL ZINDH  SINDH
Qualification 912442 SHAKIL AHMED SINDH  SINDH
912423 ZAMREEN KHOKHAR SINDH SINDH
Jo.b 919733 MUHAMMAD NAEEM KHAN SINDH SINDH
I az1211 ASHFALD ALAM SINDH SINDH
g:::;aclt 923438 MUHAMMAD AMIR JAWED SINDH SINDH
[ p— 023429 bR SIDDID AHWMED SIHDH  SINDH
023502 IMRAMH WOHSIN SIHDH  SIHNDH
Q00107 5 AKHLAD AHMAD SINDH  SINDH
00754 F K CUTLERYWALA ZINDH  SINDH
o0107S NASREEN SULTANA SINDH  SINDH
Q01621 MASOOD IQBAL FAROCOQI SINDH SINDH
910350 ALAN PATRICK DIAS SINDH SINDH
913188 SIRAJ AHMED SIDDIQUI SINDH SINDH
917248 SHER ALl JATOI SINDH SINDH
Q22714 SHAHID Kahdal SIHDH  SINDH
022725 SHEHZAD KAMRAH SIHDH  SIHNDH
022747 EMAIT UR REHMAN SINDH  SINDH =
,-.‘,-.l suminaAuana ;
Mavigate or Update record 1192
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3.0 Getting Started

Form View:

=] Employee Information SuperUser@System.™* [itc-fanrukh{itc-farrukh-xe-adempiere}] |_- ||I:|||
File  Edit Miew %o Tools  Window  Help
: 2a0o= 0dew ¥ o " o
Y elExB fQ o= «> T2 9 BEss AN
Employes
Employes gn3ass
Pesonal ESalutation -
Employee Name |oapapd ALI SHAH
Qualification
Father Hame
Job Husband Name
Histany
Fresent Address
General
Conduct
Employment Demicile =
District | 51MDH -
Frovince s\wpH -
City
Permanent Address
Date of Birth =
v Active
Mavigate or Update record 114992

3.2.8 Buttons on the WINDOW toolbar

A ‘window’ is a screen for data entry. When you open a window, by clicking on any item on
main menu, you will get a screen having following buttons at the top. Below image is a

simplified version of full toolbar.

¢ 0CE<E 2

Try to press the NEW record (3rd from left). You will notice that the toolbar will toggle few

button and convert to following image.

9 OEE<xEH ©

The first button on the above toolbar is CANCEL button that will appear and the 6th button is
for SAVE the record. Last button is to refresh the data, 3rd is to delete a single record and 4th is

to delete multiple records in one go

Page | 3-8



3.0 Getting Started

3.2.9 The Tab(s) on the WINDOW

\TCome\JU?

Tabs display data which contain dependencies. For example, you must define Employee before

you can define his Persona or Qualification information. By clicking on the desired tab, you

change to the targeted information. Tab names in italic font define that this tab only displays

data in read only mode.

Loan Main Tab- All other Tabs are dependent on this Tab

Application

Documents

Sub Tab- These Tabs are dependent on Main Tab

Guarantor

Employee
Previous Loan

Document Read Only Tab
Reguimned

Lloans
Eligibility

3.2.10 Fields Color Schema
Fields are color coded as follows:
e Grey —read only
e White — normal fields
e Light blue — mandatory fields (with some data)
e Pink/Red — mandatory fields

Personal Humber | gq5530

Salutation

Employee Name | n) ) a4 BUX BALOCH
Eather f Huzband Name

Husband Name
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3.0 Getting Started

3.3 Changing User ID, Password & Role

Changing User ID, Password and Role is a security matter therefore this option is not available
to all users of the application. This option is only accessible by IT head or administrator. Any
user with administrative role/privillages can change and/or set user id, password and/or role of
any/new user/s.

Follow this path to open user window:
“Adempiere module—> Security (Sub Module)=> User (form/table) WINDOW”

Make desire changes and press ok.

i User superusr SuperUser SuperUser@System.* [itc-farrukh{itc-farrukh-xe-adempiere}]

File  Edit Miew %o Tools  Window  Help
B = O @ @ ﬁ ?‘ E l:] | 2 o Hy o
b @ E<xEH Q0= o« L 3 4 &8 A ien
I
Csoiltact Client Systemn Organization =
\sar HRM_EMFLOVEEMASTER_ID E
Roles
Hame | syparlizer Basavord | g@@ee®
User
Substitute EMail Address Search Key superuss
Org Deseription | gyper Usermith Access to all levals
Acoess
LComments
Lizer
Aail
Queries
W Active
LOAR Extra Informations
Agoess Business Fartner Fy Fartnar Location -
Title
UzerPIN Birthday =
Fhone znd Phone
Fax Hotification Type |Epgaj) -
0” - ¥| Full BP Access
[=l Internal
EMail Uzer 1D EMail User P azaword
Supernisor Y LDAF User Mame
Trg Organization - Connection Profile -
[=] Extermnal
Grasting - Ehd ail Werify
Last Contact = Werification Info
Last Result
Iz In Payrall
Record zaved 142
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3.0 Getting Started

3.4 Exit Application & Log Out
Exit and Log Out options are present in the File Menu of Main Menu Bar. To Log Off just click

on File 2 Log Out as shown below

Hiew Taols  Window  Help

Frint Screen Pririt Seraen

E Screen Shot Shilh- Print Screan

: Lag Out

0 Exit Application An&iRx

Current user will be log out and the Log In window will appear. To Exit the system click on just

File - Exit Application as shown below

Eieu‘u Tools  Window  Help

Frint Screen Pt Scresen
E Screen Shot Siru. Prin Screean
: Log COut A S L
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4.0 Using the System

4 USING THE SYSTEM

This section provides a detailed description of the system from initiation through exit,
explaining in detail the characteristics of the required input and system-produced output.

Each module and sub module is under a separate section header.

After user login to the system s/he can access all the modules, sub modules, workflows and
reports using the “Main Screen”. When user first accesses the system s/he should complete
“Setup (HRM)” and “Employee Management” modules which are actually sub modules of
“Human Recource Managemnet”. These modules are the basic tables/forms all other

tables/forms, WF & Reports are directly or indirectly dependend on them.

' S SuperUser@EOBI. EOBI [itc-farrukh{itc-farrukh-xe... @

File  View Tools ‘Window Help

2 Menu | [ wiorkflow Activities: 25 | ™%, Workflow |

- = aMenu
ADempiere C] ADempiere
C] Leave Management
™= Product C] General Administration
= Menu C] Payroll Management
= C] Human Resource Management
/= Business Partner D Finance Department
™= Sales Order C] Loan Management
C] Medical Management
C] Law Department
‘Workflow Forms D Assets
C] GPF Management
7= WF 1 Loan Applica... D CPF Management
C] Income Tax Management
D Board Secretariate
#-(J EOBI Reports
C] File Management System
=
&-C3 Reports

| Expand Tree Lookup

[ Notice: 0 a Request: 0 47 MB - 57%

J" WF 1 Loan Application
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4.0 Using the System

The main operation of the system is to add, delete, search, edit and navigate records in the

table/form. WF and Reports are discussed in section 5 and section 6.

We will discuss an example that how a user can add, delete, search, navigate and edit records

from Employee Information form/table. All other forms/tables work in the same patteren.

4.1 Working On Forms/Tables

We'll take HRM as an example because it is the main module this module contains six sub
modules. When user clicks on HRM tree it expnad and all sub modules in HRM appears. To

access sub modules user have to click on the required module.

& EOBIEmployee@EOBI. EOBI [itc-farrukh{itc-farrukh-x... [= |[B][X]

Eile  Wiew Tools ‘Window Help

2 Menu | [ workflow Activities: 0 | ™% Workflow |

B &Menu

- 2 ADempiere

-3 Leave Management
@ General Administration
-] Payroll Management

E} % Human Resource Management
: l 3 Appraisal Management
-3 Employee Training

i-C3 Setup (HRM)

Employee Management
Retirement Management

ndndn,

Recruitment Management |

Finance Depatment

-

oan Management
Medical Management
Law Department

Assets

GPF Management

CPF Management
Income Tax Management
Board Secretariate

EOBI Reports

File Management System
-3 Woddlow Forms

PRRDDRRRDDHeeE® l

| | Expand Tree Lookup g
[ Notice: 0 l @ Request: 0 l 54 MB - 74%
’ Employee Type [Setup] I
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HRM have following Sub Modules:

e Appraisal Management

¢ Employee Training

e Setup [HRM]

e Employee Management

e Retirement Management

e Recruitmenet Management.
The basic sub module is “Setup [HRM]”. User must first complete all the tables/forms in this
module because it contail all mandatory fields and data for other tables/forms. The second step
is to complete tables/forms in “Employee Management” sub modules as all other modules are

dependent on its data.

4.1.1 HRM-=2>Employee Management = Employee Information
After completing all the tables in “Setup [HRM]” user can start working in EM. As an example

we’ll work on Employee Information form/table all other tables/forms work in the same

patteren.In Employee Management Click on Employee Information.

E}E’ Employes Management
I |Empll:n,ree Infl:-rmati-:-nl

“/7= Emploves Employment

A Lookup Record screen will be loaded. It gives user the option to search for a particular record
or load the main form to view, add, delete and edit etc records. Using the Lookup Record screen

user can either enter employee’s id or name to search for a particular record and if user don’t

want to search s/he can just click on button to goto the Employee Information

X

form/table. If user clicks on button then Employee Information form/table will not be

loaded.
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4.0 Using the System

=] Lookup Record: Employee

Lookup Record | Advanced

Employes

Employes Mame

L X

¥ 4

1442 12

¥

\TCome\JU?

Ok Button: If user has entered Employee ID and/or Employee Name load Employee

Information table/form and display resultant record. If both fields are blank then load Employee

Information table/form and display all records.

X

Cancel Button: End process goto Main Screen

D New Button: Load Employee Information table/form with all blank fields to enter new

record.

Add New Records:

There are two methods to add a new record. Either click on the new button on the Lookup

Record window or if you've click on Ok Button then click on New Button in the Employee

Information form/table.

9 @'Dﬁ -""-'

In either case the following window will appear
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(=] Employee Information EmployeeSupervisor@EOBI. EOBI [itc-farrukh{itc-farrukh-xe-adempiere}]

File Edit  Wiew Go Tools  Window  Help

9 B xE @07 0fte» F29 3 FREE A" 1A O
Employes Employes
Personal Salutation -
Employes Hame

Qualification
Father Hame

Job Husband Name
Histony
Fresent Address
General
Conduct
Employient Dogizile b
Dristrict -
Provinece -
Eity

Permanent Address

Crate of Birth =

v Active

Inserted [+7141 ]

Enter all the required information. Remember that Pink Fields are mandatory fields and record

will not be saved untill or unless these fields are filled.

9 @Dﬁxg =

Press save button when you are done. If you want to enter additional information use the sub

tabs, remember to press save button befor going to the sub tabs because these tabs are
dependent on Main tab.

Employes

Ferzonal

Qo alification

Jab
Histony

General
Caonduct

Emaloyient
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When user enter information into fields mandatory fields color changes to blue

=] Employee Information, EmployeeSupervisor @ EOBI. EOBI [itc-farrukh{itc-farrukh-xe-adempiere ] E”Elgl

File  Edit Wiew Go  Tools  Window  Help

$ eElow= @e S 22 &
s elExEH ec@iro @oes Foo3 GHEE ANEA O
Employes Emploves 125
Perzanal Salutation |, =
Employee Mame | g yjzar

Qualification
Father Hame | apmed

Job Husband Hame
Histany
Bresent Address |y yce Mumber 128 Street 123 Karachi
General
Conduct
Emplayment Lomicile | 5ind b
District -
Province -
City
Permanent Address | 2o Number 123 Street 123 Karachi
Crate of Birth Jan 15, 1973 4:07:00 A UZT &
v Active
Inserted [+7141]

After pressing save button Employee ID field will be disabled it means that this field cannot be
edited

Employee |25
Salutation |pq,. -
Employee Hame | ¢ 1za;
EatherMame  apmed

Husband Name

Bresent Address |yo) ce Number 123 Street 123 Karachi

Domicile | gjng -

Cristrict -

Province -
City

Permanent Address | go oo Number 123 Street 123 Karachi

Date of Birth Jan 15, 1973 40700 An UZT =

User can make changes and save again if s/he wants.
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View All Records:

To view all records do not enter any data in the Lookup Records window and press Ok Button.

Employee Managament form/table will be loaded with all records.

i@ Em ployee Information EmployeeSupervisor@EOBI. EOBI [itc-farrukh{itc-farrukh-xe-adempiere }]

File  Edit Wiewm Go Tools  Window  Help
s eflExEB Qi @ftes FT2432 FREE A" 1A O
Employes Employee | Salutation | Employee Name FatherMame | Husband Mame | FresentAddress |Domicile | Distict | Frovince |City |Pe@
O02355 FARAM ALl SHAH SIMDH SIMDH -~
Perzonal o03515 MOHD RASHID AHMED SIMDH SIMDH |:
Q10270 NASIMA HASSAM AL SIMDH SIMDH
Qualification g1za1z SHAKIL AHMED SINDH  SINDH
Q184232 ZAREEN KHOKHAR SIMDH SIMDH
Jo.b 019733 MUHAMBAD HAEEM KHAN SIMDH SIMDH
SIEy 021211 ASHFAD ALAM SIMDH SIMDH
g:::;aclt 923458 MUHAMBAD AMIR JAVED SIMDH SINDH
T — 9234909 MR.SIDDIQ AHMED SIMDH SINDH
923502 IMEAN MOHSIN SIMDH SINDH
00107 S AKHLAG AHMAD SINDH  SINDH
00754 F K CUTLERWMALA SINDH  SINDH
901075 HASREEH SULTANA SINDH  SINDH
301531 MASOOD IQBAL FARDOQI SINDH  SINDH
210350 ALAN PATRICK DIAS SINDH  SINDH
213138 SIRAJ AHWMED SIDDIQUI SINDH  SINDH
217248 SHER ALI JATOI SINDH  SINDH
922714 SHAHID KAMAL SINDH  SINDH
Q22725 SHEHZAD KAMRAN SINDH  SINDH
922747 ENAIT UR REHMAN SINDH  SINDH =
,-.‘,-.l T TEPT .
Crata requearied 181492

Navigate through Records:

To navigate from one record to other use the UP/DOWN arrow keys.

2293

These keys are vey useful when user is viewing the record in form view.

g Move to the Last Record.

4 Move one step Down.
& Move one step Up.

? Move to the First Record.
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4.0 Using the System
Search Records:

There are two methods to search the records both are through Lookup Records window. User
can search records when first time Lookup Record window is loaded and s/he can search record

when s/he is on the Employee Management form/table. Click on the Lookup Record button

9 @@L ExE &&

Lookup Record window will be loaded. Enter desire ID and/or Name

=) Lookup Record: Employee [zl

Lookup Record | Advanced

Employes 423

Employes Hame GulzarI

] X«

1442 1 1442

Press Ok button to start processing

ADempiere
Processing ... Please walt ...

The required result will be loaded in the Employee Management form/table

Employes Gender M aritial Status Blood Group Cell Humber Telephone HMumber Email Address MHew HIC
123 hlale harried 123123121 122312312321321
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Navigate through Tabs:
To navigate from one Tab to other use the RIGHT/LEFT arrow keys.
B>

When user is on the first Tab, the left arrow is disabled. It is enabled as soon as user goes to the

next tab.
€«
The process is from left to right.Left means on first tab right me Next tab and so on.

Edit Records:

To edit the record first search for the required record and then make the necessary changes.

Employes |25
Salutation |y, -
Employee Name | &,jz3;

FatherMame | apmad

Notice that employee ID field is disable it means that user can not make any changes in ID once

it is assigned. Make required changes and press Save

Employee |12

Salutation | g -

Employee Name | gyjzar Ahmed

EatherName | apmed

Changes are saved in the DB

Employes Salutation Employes Hame Father Hame Husband Name
123 Mlr. Gulzar Ahmed “hmed

Delete Records:

To delete first search for the desire record using Lookup Records or navigate through records.

Then select the required record and delete it.
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There are two methods to delete a record

B8 %

\TCame\JUT

< Delete Selected Item: Select the required record and then press this button. The selected

record will be deleted. Make sure all the child information (i.e. dependent tab information) is

deleted before deleting the Parent tab (i.e Main tab) record.

204109 DILAWAR SHAH SINDH ~ SINDH
Q10225 SYvED IQBAL RAZA JAFRI SIMNDH SINDH
FARIDA
TR . abe oz karachi Sind AZAD K. SINDH  ara... b
ooz Tt a a a aa Sind SINDH SINDH k h
123 hlr. Fulzar Ahmed Ahmed 123123123 Sind
The following dialouge box will appear select the required record and press OK.
Fesanal - loyog1g NASIE MEHMOOD SINDH  SINDH
918620 TAHIR MAHMOOD SINDH  SINDH
Qualification 3
918837 CEEANAl [alete Selected ltems [‘5_<| SINDH  SINDH
o onsz04 MOHAMMAD Sa) — SINDH  SINDH
History ~ D20707 ALLAH DITTA a001302] - SINDH  SINDH
General 918821 SYED ABBAS All 1001293 SINDH  SINDH
Conduct @210 MUHAMMAD 25 1001384 SINDH  SINDH
Employment Q22236 HAFIZ MAZHAR 1001385 SINDH  SINDH
917120 MOHAMMAD A 1001431 SINDH  SINDH
Q05670 MOHAMMAL SH SINDH  SINDH
1001453
018638 KHALID MEHMO| SINDH  SINDH
1001455 *
020796 MUHAMMAD 0| SINDH  SINDH
921540 ABDUL RAZZAD SINDH  SINDH
Ok Cancel
20403 DILAUAR SHAH SINDH  SINDH
910225 SYED |QBAL RASETATTT SINDH  SINDH
FARIDA
ooq tlr. abe Y karachi Sind AEAD KL SINDH kara... kar:
ooz hr. a a aa Sind SINDH  SINDH k I
123 B, Gulzar Ahmed Ahmed 123123123 Sind 125w
] »
Mavigate or Update recard 14 1492
Record is deleted
a04109 OILsuAR SHAH SIMDH SIMDH
010225 SYED IQBAL RAZA JAFRI SINDH  SINDH
FARIDA
ooz hdr. a El El aa Sind SIMDH SIMDH
123 hdr. Gulzar Ahmed Ahmed 123123123 Sind
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ﬁ Delete Record: Search and select the required record and press Delete Record button

| =] Employee Information, EmployeeSupervisor @ EOBI. EQBI [itc-farrukh{itc-farrukh-xe-adempiere}]

File  Edit Miew Go  Tools  Window  Help
b fF<xE Qi @te» Foo¢2 FEESE A" A ©
Emplayes _E!'ljel_on _Emplo_ye_e N_ame_ FatherMame |Husband Name Present Address  Domicile E)ISt[IGt f'.r.c!\_ri.ljce City | FPell®
918321 ASIF SHABBIR SINDH SINDH -
Pemanal o jan6s FAYYAZ ALI FARDOQ SINDH  SINDH
iAo 019619 HASIR WMEHWMOOD SIHDH  SINDH
018620 TAHIR bAHMOOD SIHDH  SINDH
Jab 019937 HNASIR MEHMOOD SINDH  SINDH
History 002304 MOHAMMAD SABIR SINDH  SINDH
Genaral Q20707 ALLAH DITTA SINDH  SINDH
Conduct 918821 SYED ABBAS ALl SHAH SINDH  SINDH
Emploviert 921220 MUHAMMAD ASHRAF SINDH SINDH
Q22236 HAFIZ MAZHAR HUSAIN SINDH SINDH
Q17120 MOHAMMAD AKHTAR SINDH SINDH
Q05679 MOHAMMAD SHAFI SINDH SINDH
918638 KHALID MEHMOOD SINDH SINDH
Q20795 MUHAMMAD OUSUF SINDH SINDH
921540 ABDUL RAZZAD SIHDH  SINDH
Q04109 DILAMAR SHAH SIHDH  SINDH
010225 SYED IQBAL RAZA JAFRI SIHDH  SINDH
FARIDA
o0z M. a a a aa Sind SINCH SINDGH < k [
122 M. Gulzar Ahmed 1231221232 Sind 12&;
¢ »
Deleted 194114492

A dialouge box will appear to verify either you want to delete or not.

=] Employee Information EmployeeSupervisor@EOBI. EOBI [itc-farrukh{itc-far... f5__<|

File

i Do you want to delete the record?

When user press OK button the selected record is deleted

910225 SYED QBAL RAZA JAFRI
FARICA
123 flr. Gulzar Ahmed Ahmed 123123123 Sind
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5.0 Work Flow

5 WORK FLOW

This section describes the Workflow functionality in SBA. A Workflow is used to automate
business procedures or "workflows." Items such as documents, information, or tasks are passed
from one participant to another in a way that is controlled by certain rules or procedures.
Workflow is usually defined as "steps involving people", whereas Business Process
Management is defined as "workflow and system activities".

SBA ADempiere fully supports Business Process Management (BPM) and is based on the
Workflow Management Coalition and OMG standards. In the following, we use the term
Workflow to include BPM capabilities. In contrast to other ERP applications, Workflow is not
"on top" of the application; SBA ADempiere is based on Workflow. The SBA ADempiere
Workflow Engine is ADempiere's core transaction management. That means that all processes
in SBA are automatically workflow enabled and easy to extend and modify. As workflow is
completely integrated, SBA workflows are easier to maintain and can provide much more
functionality then the external or add-on workflow offerings of some other ERP solutions.

Simple WF system is shown in the following structure:

Add
additional
Info
(If any)

On WF Form fill
Open Press Save
WF all the required button to SAVE
Form .
Information
Cycle Continues
On other user application, WF is Click On Proceed Attach
received s/he make changed Applicaion ttac
approve or disapprove thff (When application is Do;uments
application and forwarded it to proceede it cannot be (If any)
other user
changed)
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5.1 Work Flow Cycle

As describe earlier Workflow is usually defined as "steps involving people". For clearification

purpose we are describing a workflow as an example all other workflow are generated and

process in the way.

In the “Main Menu” click on the “Workflow Form” Module. The tree will be expanded.

fhm Menu | £ wirkflow Activities: 1 ™% Workflow

EHE'M

o T WGF 4 Loan Application

; = WF 2 Employee Expense Claim
Fe = WMF 3 Payment to PRIMACO
= WiF 4 Fayment for Imperest
27— WF 5 Panel Medical Claim

Click on the required WEF. In our case it is “WF 2 Employee Expense Claim”.

ﬁj Wiorkflowy Sotivities: 1 .1 ork flosey

E} E" Wt defl o Farms

i L-{T=|WiF 1 Loan Applicatian

----- F 2 Employee Expense Claiml I
el = MF 3 Payment to PRIMACO

----- = WF 4 Payment for Imperest

7= WF & Panel Medical Claim

Ref# WEF 2

Initiator: Employee

Work Flow:

Employee fills the expense reimbursement form provided in SBA.

Employee will attach the required documents with the form and send to HOD.

HOD mark noting and send to F&A HOD.

F&A HOD check the budget, verify and approve the case. HOD get the case approved by
competent authority if require, otherwise send the case to Disbursement 1.

Disbursement prepares the BPV and prints cheque. Send the case to Audit for verification.
Audit verifies the case and payment and send back to Disbursement 1.

Disbursement will post the BPV and issue the cheque.
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5.0 Work Flow

Outcome
e Posted BPV

¢ Employee expense ledger updated

Employee Starts Workflow:

On the WF Form window press “New” button.

9 @LIE*xE QA

All fields will be clear and user can enter data.

\TCame\JUT

i Wr 2 Employee Expense Claim EOBIEmployee@EOBI EOBI [itc-farrukhf{itc-farrukh-xe-adempiere }]

File  Edit Miew %o Toals  Window  Help

Employee

Expenze Claim Eile Number
Claim Claim Number
petail Claim [ate

Employee | 5 GUL NAZIR SHAH

Employee Expance Type
Total Quantity
Unit
Total Amount
v Active

[E] EQEI File Action
HOD Approwval
Finance Verification
Competent Authority
Payment Woucher
Audit

Chegue lszus

Inserted

9 @fExE QI rm @t e» F249 3% FEESE A"

- FProcead Application

0@

o @

0@

HOD Approval Date
Finance Werification Date
Competant Autharity Date

Fayment Voucher Date
Audit D ate

Cheque |ssue Date

B

a9

+7 205

Your name will be shown in Employee field. Enter all the reuired information and then press

save button.

Y eDENE|Q

You have to save the details before proceeding to the next tab. Goto next tab press new button

and enter all details.
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5.0 Work Flow

i@ WF 2 Employee Expense Claim EOBIEmployee@EOBI. EOBI [itc-farrukhfitc-farrukh-xe-adempiere}] =13

File  Edit Miew %o Tools  Wiindow  Help

9 @0ExE Qi P=Z 0tte» T+ 2 FREE AR O

Employee

Expense Claim Employes Expance Type =
Claim Bill Humber
petail Bill Date 5
Luantity o
Unit
Bill Amaunt o ®
v Active

Inserted +7141

Enter all details and press save button, to save changes in the table. If you want to enter more
information (expence claim type) regarding same claim press new button again and enter
another type. Remember to press save button before entering a new claim type.

All Red/Pink fields shows that these fields are mandatory and record cannot be saved untill or
unless user enter information in the mandatory fields.

After saving the claim you can now attach documents with WF. These documents are scaned

copy of orignal documents. Press the attachment button to attach documents

9 @B <xEH = Q0|

The attachment button will be disabled untill user press save button to save the records. These
attachments are forwarded to HOD when user will precede the application.
When user press attachement button the attachment window will be loaded. In this window

user can load as many document as required.
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5.0 Work Flow

a Attachment

]| ||

< [Ed

X | &

\TCame\JUT

This is the attachment window press load button to attach a file. When user press load butto

following window will appear, user can select the required file and press open.

B§ Select a file to attach to this entity

Loak In: ruh,r Locuments - 43) ﬁ
[E51 annuaL Recordpad
coeK [E5 wisual studic zoos

IBF SOUND FILES
My 150 Files

iy Muzic

hdy Fictures

hdy Stationeny
OneMote Noteboaoks

File Hame: Rescued. asd

Files of Type: | All Files

Open

E3

o0 | O—
o0 | O—

Cancel

Open selected file

When open button is press file is loaded in the attachment window.
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5.0 Work Flow

a Attachment

|"*-Iﬂ E' @ Rescued.asd

Rescued.asd (32.0 kB -
applicationfoctet-straam

< [E3

X | &

Press v to attach the file to the WEF. User also has the option to view the file, save it to

another disk, delete it and/or add another file.

| g Add Attachment

&

Delete Attachment

[®

Save Attachment to disk

View Attachment

User can also write notes regarding each file

Alliny documents are attacheted
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After attaching the document click on the “Proceed Application” button

File Number |Fa.qo00
Claim Mumber 5,555
Claim Date Jdan g, 2010 12:15:00 P UZT
Employee | 5 UL NAZIR SHAH

Employee Expance Type |Fyg| Expense - CHE

Total Quantity 1,000
Unit 50
Total Amount 50,000

WC omaletes.

Application will be preceded to the required user in our case HOD. When the application is

preceded user cannot make any changes in the application.
Workflow at HOD’s End:

HOD Log In to the system and check his/her WF activities

@ EmployeeSupervisor@EOBI. EOBI [itc-farrukhitc-farrukh-... [= |[B]X]

File  Miew  Tools  Window  Help

@ teru | ||| Wiorkflowe Activities: 5| 'i Wiarkflowy

Friority Hode Summany
0 HOD Approval Loan Application
0 HOD Approval Employee Expance Claim

Hode |'yop approval

Description |yop Approval
Help |HoOD Approval

History records
Dec 23, 2009 2:34:59 PI UZT HOD Approval:

Dec 23, 2009 2:35:07 PV UZ2T HOD Approval:

Ananer HOD Approwval

Select Program

b

[l Motice: 0 @ Request: 0 30 MB - TE%
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5.0 Work Flow
S/he press Answer button to view and to take action on the application
Ananer | HOD Approwval

The application window will be loaded on HOD’s system. This will show all the details entered

by the employee.

i WF 2 Employee Expense Claim EmployeeSupervisor@EOBI. EOBI [itc-farrukh{itc-farrukh-xe-adempiere }]

File  Edit Miew Zo  Tools  Window  Help

S elExE oIt e» T2 3 FEESE A" iR O

Employee

File Numb
Expense Claim Lile Number [pa 4000

Claim LClaim Number 5

D etail .
Claim [rate Dec 23, 2009 2:36:00 Ph UZT

Emplovee | 5 aUL HAZIR SHAH

Employee Expance TYpe | ayramr

Total Quantity 5
Unit |5
Total Amount 5

[=] EQBI File Action

HOD Approwval - HOD Approval [ate

Finance Yerification
Competent Authority

Payment Woucher

Finance Verification Date | pey 23, 2000 2:22:00 FM UZT

Competent Authority D ate

Fayment Voucher Date

Audit Audit Date

Chegue lszus Cheque |ssue Date

Mavigate or Update record [*11]

HOD can perform following actions on the application. Approve the application and forward it,

not approve it but forward it, reject it.

[=] EQBI File Action
HAal Approval

| -

Finance Werification

A dandF ded
Campetent Autharity PRIGUES and Fomuarde

Mot Approwed But Fonwarded
Fayment Woucher |Rejected

Application will be sent to F&A in the same way and actions will be taken in the similar
patterrn. Employee can check his/her application’s status in Workflow activity section.

All Workflows are created and run in the similar way.
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6.0 Reporting

6 REPORTING
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The methodology of SBA Reporting tool is based on the idea of "straightforward and

professional”. The goal behind SBA's reporting methodology is to create an environment that is

"instinctive” to users, and is associated with the way that the business works. This section

describes all standard reports that can be generated by the system.

6.1 Report Procedures

To create a report in SBA simply goto the Report Module in the Main Menu

S EmployeeSupervisor@EOBI. EOBI [itc-farrukh{itc-farruk... |:| |§| |g|

File  Miew  Tools  Window  Help

@ henu \". Ej Wark flowy Activities: 5 ‘I'n.i Wark flowy "I,.

—r=—grr=—e

3 crr Management

3 Income Tax Managemen
[ Board Secretariate

3 EOBI Reports

70 Woddlow Forms

t

3 File Management System

E ITCReparts

E Inzome Tax Manage
E CPF Management
E GPF Management
E Law Department
E Loan Management

E Finance Department
Ij Human Resource Ma

E Payrall Managemeant

Ij Leave Managemeant

E Medical Managemeant

Ij Genaral Administration

ment

nagement

B

-

[ Hotice: O E Request: O

39 MB - 92%

_List Of Different Le awes

All the available sub modules will be displayed. User can create the desire report by going in

the sub module and clicking on the desire report.
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6.0 Reporting

As an example we’ll take HRM Module to create a simple report for employee. Click on Human

Resource Management Module all sub modules will be displayed

E}---Eleuman Resource I'n.ﬂan.agementl
E E Recruitment Management
E Retirement Management
E Employes Management

E Employes Training
E Appraisal Management

Click on Employee Management

E}E’ |Em|:-ll:n,ree Managementl

: Group Insurance Report
D Bonus Report

D Increment Report

b D Employes Profile

We are creating Employee Profile Report. Click on Employee Profile

=] Lookup Record: Employee General Information

Lookup Record | Advanced

Ferzonal Number

L Employee Mame

[ ] . PIR4

1442 7 1942

A lookup form will be open if user does not enter any ID or Name a profile report for all
employees will be created. A window will be loaded, which will ask the user to either create the

report or to print it.
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6.0 Reporting

it _Employee Profile
_FEmployee Profile

_Employes Profile

& | [ st ]

Click on start button to create the report. User can also directly print the report.

1t _Employee Profile
_Employee Profile

Employes Prof

_Employee Profile

ADempiere Processing ... Please wait ...

S | ¢

ADempiere will process the report and create it. User will have the option to print it after the

creation of report.
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6.0 Reporting

Employee Profile report is created. All reports are created in the same pattern.

£ _Employee Profile
_Employee Profile

Employee Profile

EMPMAME FATHER DATEOFBIRTH DISTRICT PROVINCE  ADDRESS CITY

1£755 AZIZ AHMEDMEMON  null nul SINDH SINDH null null
fz'lzzz TALAT HUSSAIN ul nul SINDH SINDH null null |
fcmm MOHAMMAD BALOCH  null nul SINDH SINDH il null |
1;::13&: MOUHAMMEL | AR nul nul SINDH SINDH null null |
1921073 IMAM BUX (BANA) nul nul SINDH SINDH i nu |
fzzlzn SYED ABU AHMED AKIF ol SINDH SINDH ol ol |
onm ;‘LTIQ’:W“ TYas l ol SINDI I SINDI I ull null |
fﬂ(lm 5 ASIF HUSSAIN null nudl SINDH SINDH null null |
1;4{12 1w QLH'-;J"']T;K' Vo nul nul SINDH SINDH null null |
fifsucz :Uﬂ;lgH\'l"\D QADEER qu nul SINDH SINDH null null |
1;1?055 MUHAMMAD AYUB KHAN null SINDH SINDH null null |
1;21032 MUHAMMAD ISHTIAQ il nudl SINDH SINDH nul null |
17110 522 PM Page 1 of 103

All other reports are created in the same pattern.
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