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System Features

Human Resources Information System (HRIS) is designed and developed to operate as web
based environment.

Consistency and Simplicity:

It is easy and simple to operate as menus and windows, together with on-line help
messages govern the entire system. In addition each module is designed with the same
operational procedure. New users need only to learn and be familiar with one module, and
soon be familiar with all of them. Hence even users with no computer experience will find it
easy to operate.

Flexible:
The system provides flexible master file maintenance for adding, modifying and deleting
master file information respectively.

Popup windows/tables:
With the prompt windows, searches through files are made simple and it allows users to
obtain prompt and accurate access data.

Reports provided:
Listing and statistical reports are provided too making checking and reporting purposes
much more efficient and effective.
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1.0 Introduction

The system is designed primarily to empower employees to carry out simple HR functions
online such as leave applications, claim applications and updating of employee’s personal
information.

Leave Management System in Human Resources Information System (HRIS):

(a) Enables employees to submit their leave on-line.

(b) Enables employees to enter and update their personal information as and when
required.

(c) Routes submissions to authorized verifier and approving officer for approval.
(d) Calculates the leave entitlement of all eligible employees every year by adding any
leave brought forward from previous year to the current year’s entitlement according to

their eligibility.

(e) Enables employees to withdraw any leave applications prior to or after it has been
approved; an approval of cancellation is sent to the approving officer.

(f) Processes the unused commuted leave and payment of the amount due to the
employees through the monthly payroll run.

(g) Provides on-line enquiry facility to allow employees to check the status of their
applications.

(h) Generates relevant management and statistical reports.

User Guide | HRIS | Version 1.0 Page 3
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2.0 Leave Transaction
This subsystem is consists of 7 modules related to an employee’s leave. These 7
modules are used by the Employee to apply for and cancel leave, check leave
balance and history.

The 7 modules are:

2.1 Leave Application

This module allows the Employee to apply for different leave types and submit it for
approval to a recommending and approving officer.

On entering the module, the employee will see the screen as below.

User Guide | HRIS | Version 1.0 Page 4
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Leave Application

Employee 1D |Enn1|\|nnn1 ITammy Leang |
Designatinn |CEO |
Balance

Leave Type |Annua| Leave Vl
1. Brought Forward [Last / Prev rears] ||1[||] ”D.IJD |
Z. Brought Forward Expired 0,00

3. Brought Forward Total 0,00

4, Entitlernent [Current Tear / Earned To Date] 10.00 ”S,DEI

5. Leave Adjusted 0.00

6. Leave Used to Date 0.00

7. Leave Pending Approval 0,00

Balance [Current Tear / Earned To Date] 10.00 ||8.UU

Balance [Available for Application] 10.00

{ = [31+[4]+[5)-[6]-[F] }
Last Updated On |DT.|’10;‘2013 19:24:28 j

Details

Dates Applied

Select Dates

Leave Reason

Going Overseas? Mo

Leave Address (if different from usual residential address)

A

Contact Mumber {if overseas)

EMail Address (if overseas)

Route to the following officers

Attach Document

Edit Routing List

[ GQuery Builder Expart To Excel

Recipient Role

Leave Transaction-Leave Application

Fields Description
Employee ID The employee’s ID and Name will be displayed here.
Designation Designation of this Employee ID.

Balance Section

Leave Type Select the relevant type of Leave to be applied by clicking on
the drop down list.

Brought Leave balance brought forward from last/previous year/s.

Forward[Last / Prev

Years]

Brought Forward Number of expiry leave B/F.

Expired

Brought Forward Total of leave balance brought forward.

Total

User Guide | HRIS | Version 1.0 Page 5
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Entitlement (Current | Leave entitlement for the current year.

Year)

Leave Earned To Number of leave days earned to date.

Date

Leave Adjusted Number of days that this leave type can be adjusted.

Leave Used to Date | Numbers of days for this leave type that has been used.

Leave Pending Numbers of days for this leave type that is pending approval.
Approval

Leave Balance Number of leave days balance for this leave type.
(3+4+5-6-7)

Last Updated On The date on which the lasted update was made.

Details Section

Dates Applied Displays the dates that employee selected for the leave.
Select Dates Click this to pick dates to apply leave for from a calendar.
Total No. of Days Total number of days of leave taken.
Leave Reason Reason for application of Leave.
Going Overseas? YES — Overseas Leave.
NO — Local Leave.
Leave Address Overseas address if overseas leave.
Contact Number Contact number of the employee
Email Address Email address of oversea leave
Route to the following officers Section:
Routing Officers This tab displays the ID of the Recommending and
Tab: Approving Officer.
Submit Button: Click this to submit the Leave Application for approval.

.
User Guide | HRIS | Version 1.0 Page 6
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Applying for Leave

Leave Application

Employee ID |BADINDDDI

|Tammy Leang |

Designation |CEO |

Balance
Leave Type Annual Leave vl
1. Brought Forward [Lichid Care Leave (6 days)

)

. Brought Forward Ex

o

. Brought Forward To

. Entitlernent [Curren

4

5. Leave Adjusted

6. Leave Used to Date
7

. Leave Pending App

Balance [Current Yea
Balance [Available for
{=[3]+[4]+

Last Updated On

Compassionate Leave

Child Sick Leave

Child Care Leave (2 days)
Extended Sick Leave
Hospitalisation Leave

Injury Leave

Leave To Attend International/Regional & Bilateral Culbural Events
Marriage Leave

Mo-Pay Leave

Mational Service Leave

OFf in Ligu

Parent-care Leave

Paternity Leave

Paternity Leave (Z013)
Representative Games Leave
Represent Singapore Civil Service
Ordinary Sick Leave

Sick Leave (Without MC)

Shared Parental Leave
Unpaid Infant Care Leave
Unrecorded Leave
Study/Examination Leave
Union Leave

Details

Select Dates

Ciates Applied

Select the desired Leave Type from the drop down list.

Leave Application

Employee ID

|EiP.EIlNEIEIEIl |Tammy Leang |

Designation |CEO |

Balance
Leave Tvpe | Annual Leave
1. Brought Forward [Last / Prev vears] ||:|,|:||:| ”D.DD |
Z. Brought Forward Expired ||:|.|:||:| |
3. Brought Forward Total ||:|.|:||:| |
4. Entitlernent [Current Year / Earned Tao Date] |1|:|,|:||:| ||8.|:||:| |
5. Leave Adjusted |IZI.IZIIZI |
6. Leave Used to Date |III.IIIIII |
7. Leave Pending Approvwal ||:|.|:||:| |
Balance [Current Year / Earned To Date] 10.00 ||8.I:IIII
Balance [Available for Application] 10.00

i = [3]+[4]+[5]-[8]-[7] 3
Last Updated On

07/10/2013 19:24:28 i

Figures for leave balance, usage and entitlement for this Leave Type will be
displayed.

Proceed on to the Details section.
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Details

Select Dates

Drates Applied

Leave Reason

Going Overseas? Mo w Submit

Leave Address {if different from usual residential address)

Contact Number (if overseas) EMail Address {if overseas)

Click on the Select Dates button to select the desired dates of leave application.
Half-day leave may be selected by clicking on am or pm.

Click OK when done.

,I"':.; LeaveCalendar - Windows Internet Explorer

o« 4 October 2013 > »
<» Sun Mon Tue Wed Thu Fri Sat
am am am am am am am
> | 29 30 1 2 3 4 5
pm pm pm pm pm pm pm
, g @m _ am _ am _ am . am . am __ am
pm pm pm pm pm pm pm
y 43 2M ,, @M ._am __am __am __am __ am
pm pm pm pm pm pm pm
am am am am am am am
» 20 21 22 23 24 25 26
pm pm pm pm pm pm pm
y g9z @M L, 3@mMm o am _ am _ am _ am _ am
pm pm pm pm pm om om
- [N ] il i bl il (P
Days Selected ICI 0OK | Cancel |
I &) Internet Yaov w00% v

Once the dates are selected, they will be displayed in the Dates Applied: box.

Fill in the Leave Address, Contact Number and Email Address (for Overseas
Leave).

User Guide | HRIS | Version 1.0 Page 8
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Proceed on to the Route to the following officers section.

The recommending and approving officer should be displayed in the browser.

If the browser is blank, get the HR Administrator to add the recommending and
approving officer for you. ( Workflow Administrator - Routing Officer Admin)

Click on the Save icon once each Officer has been added.

When done, click on the Submit button to submit the leave application.

Submit

The following pop up will display upon successful submission.

Message from webpage il

L ] "_n., Leave Application successfully submitted!
L

2.2 Leave Cancellation

This module allows the Employee to cancel a leave application that has been
approved. The layout of this module is similar to that for Leave Application.

.
User Guide | HRIS | Version 1.0 Page 9
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Leave Cancellation

Employee 1D |Enn1|\|nnn1 ITammy Leang |

Designatinn |CEO |
Balance

Leave Type |Annua| Leave Vl

1. Brought Forward [Last / Prev Tears] |EI‘UEI ”EI.EIU |

Z. Brought Forward Expired 0,00

3. Brought Forward Total 0,00

4, Entitlernent [Current Tear / Earned To Date] 10.00 ”S,DEI

5. Leave Adjusted 0.00

6, Leave Used to Date 0.00

7. Leave Pending Approval 1,00

Balance [Current vear / Earned To Date] 9.00 ”?.DD

Balance [Available for Application] 9,00

{ = [3]+[4]+[5]-[6]-[7]

Last Updated On |DT.|’10;‘2013 19:24:28 j

Details

Select Dates

Dates Applied

Leave Reason

Leave Address {if different frarn usual residential address)

Contact Mumber {if overseas) EMail address (if averseas)

| \

Route to the following officers Edit Routing List
Recipient Role

ﬂ Cuery Builder Export To Excel

Leave Transaction-Leave Cancellation
Select the Leave Type that is to be cancelled.

Click on the Select Dates button to select the dates of approved leave to cancel.

.
User Guide | HRIS | Version 1.0 Page 10
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rf:.; LeaveCalendar - Windows Internet Explorer,

< October 2013 > »
<3» Sun Mon Tue Wed Thu Fri Sat
am am am am am am am
> 29 30 1 2 3 2 5
pm pm pm pm pm pm pm
, g 3am  am _ am _ am . am . am __ am
pm pm pm pm pm pm pm
y 43 2M ,, @M ._am __am __am . am _ am
pm pm pm pm pm pm pm
am am am am am am am
» 20 21 22 23 24 25 26
pm pm pm pm pm pm pm
y gy @M ,o.@m . am _ am _ am _ am _ am
pm pm pm pm pm pm pm
(R i il il il il (P
Days Selected ICI OK Cancel
I €D Internst f5 T H00% <+

Once done, click on OK.

Check the Routing Officers, then click Submit to submit the cancellation request for
approval.

The following pop up will appear if the submission is successful.

Microsoft Internet Explorer [g]

] E Leave Cancellation successfully submitted!
L

e
User Guide | HRIS | Version 1.0 Page 11
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2.3 Leave Balance

This module allows the employee to view his/her leave balance for each leave type.

Leave Balance

Employee 1D BAOLNDOO1 | Tammy Leang |
Designation |CEO |
Balance
Leave Type |.ﬂ.nnual Leave “'l
Leave Forfeited [Last Year] |D.IZI |
1, Brought Forward [Last / Prev Years] |D.IZI ||D.|:| |
2. Brought Forward Expired |D.IZI |
3, Brought Forward Total |D.E| |
4, Entitlernent [Current Year / Earned To Date] |1c|,|:| ||8.|:| |
5. Leave Adjusted |D.IZI |
. Leave Used to Date |D.IZI |
7. Leave Pending Approval |1.|:| |
Balance [Current vear / Earned To Date] |9,|:| ||?.|:| |
Balance [Available for Application] |9,|:| |
{ = [3]+[41+[5)-[e]-[7] )
Last Updated on |u?;1u;2013 19:24:28 i

Leave Transaction-Leave Balance

To view the leave balance, the employee has to select the desired Leave Type from

the drop down list.

Figures for the respective fields will be shown accordingly.

2.4 Leave History/Withdrawal

This module allows the employee to view a history of leave transactions (Leave
Application, Leave Cancellation) that he/she has made.

The transactions will be listed in a transaction tab’s grid as below.

Leave History

Transactions Applied On-behalf

i’ Show(Hide FilkerRow ShowHide GroupPanel ﬂ Query Builde

Drag a column header here to group by that column

Submit Date Leave Type Start Date | End Date mmm Leave Status Application No

Leave Transaction-Leave History/Withdrawal

User Guide | HRIS | Version 1.0
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To view any of the transactions, click on any record to view details on the transaction.

Figures for the respective fields will be shown accordingly.

2.5 Leave Roster

This module allows the employee to view the leave roster of all the leave taken by
the users of the system.

ﬂ; Leave Roster - Windows Internet Explorer, |E”E‘E‘

Leave Roster view Legend Close
Printed on : 17 Oct 2013 05:26:48 PV Month/Year w3 v
- October, 2013

[=8 Starvision IT Pte Ltd ) Employee Name| 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 pwl 18 19 20 21 22 23 24 25 26 27 28 29 30 31

&) Chief Executive office

E Corporate Adminisiration
P -Fnance

~~Human Resource
P Information Technology
E Operation

~Production
~Purchase

=-Sales

Customer Service
L Direct Sales

- Warehouse

Work Shop

Leave Transaction-Leave Roster

2.6 Leave Approver Enquiry

Leave Approver Enquiry

Approver 1D |Bnn1mnnn1 | ) |Tammy Leang |

Employee Type Active Emplovess

Employes |% | £ |(AII Employess) |

Leave Type | AL {Annual Leave) hd | I Refresh l
Entitlement {by Days} Entitlement {by Hours) Leave Applied

A shaw/Hide FilterRaw shawfHide GroupPanel [T Query Builder Expott To Exc

Drag a column header here ta group by that calumn

Leave Administration-Leave Approver Enquiry

Fields Description

Approver ID Tied to your ESS login

Employee Type Allows the employee to pick to only show Active or Resigned
staff.

User Guide | HRIS | Version 1.0 Page 13
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Employee Allows the employee to choose all or individual employees

Leave Type Allows the employee to view all or single Leave Types

Click on the Refresh button to generate the data.

The Entitlement (by Days) and Entitlement (by Hours) tab at the Details will be filled up and
the employee can view his/her information here. The employee can also click on the Leave
Applied tab to show all the transactions made.

Entitlement {by Days} Entitlement {by Hours) Leave Applied

ﬁ ShowifHide FilkerRow B ShowifHide GroupPanel ﬂ Query Builder Export To Exc

Drag a column header here to group by that column

2.7 Employee Leave Record

This module allows the employee to print leave records of him/herself and their

subordinates. Click on Click Here to proceed.
Employee Leave Record

Record Selection :

| Print &l Records i | | Select Criteria |
r?rint the Report (Batch Job) | | Click Here |
Report Output
Select Report Type PDF Docurnent w
Report Parameters

Approveer 1D |BP.I:IINIIIEIEII Iﬂ

Emplovee Tyvpe |.ﬁ.ctive Iﬂ

Emploves ID % lﬂ

Sark By |Em|:u|u:uyeeID | 9

e
User Guide | HRIS | Version 1.0 Page 14
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3.0 Scenario Testing
3.1 How to process Leave Application, Cancellation & Withdrawal
To apply Leave

1) Log-in using Employee ESS user role.

2) Goto Leave Transaction - Leave Application menu.

+ Leave Application

s = =¥
= Leawve Lancellat

1]
N
11
m
i
i
]
m

3) Select the desired Leave Type from the drop down list.

Annual Leave

Annual Leave

Child Care Leave (6 daws)
Compassionate Leave
Child Sick Leave

Child Care Leave (2 daws)
Extended Sick Leave
Hospitalisation Leave
Inmjury Leave

Leave To Akkend International/Regional & Gilateral Cultural Events
Marriage Leave

MNo-Pay Leave

Mational Service Leave

COFf in Lieu

Parent-care Leave

Paternity Leave

Paternity Leave (2013)

Representative Games Leave

Represent Singapore Civil Service

Crdinary Sick Leave

Sick Leave (Withouk MC)

Shared Parental Leave

Unpaid Infant Care Leave

Unrecorded Leave

Skudw/Examination Leave

Union Leave

4) Click on the Select Dates/View Calendar button to select the desired dates of leave
application. Half-day leave may be selected by clicking on am or pm. Click OK when
done.

User Guide | HRIS | Version 1.0 Page 15
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October 2013
<% Sun Mon Tue Wed Thu Fri Sat
y 29 @M ;p@m  @m , am ., am , am _ am
o pm pm pm pm pm pm
am am am am am am am
> 6 7 8 =] 10 11 12
pm pm pm pm pm pm pm
e am am am am am
> 13 14 15 18 15
pm pm pm pm pm pm
am am am am am am
> 20 21 22 25 26
pm p'l'l'l: P Pm pIT'I pm
, (o7 @M . am  Am am  am | am
pm pm pm pm DY pm
For 1 dayleave.,, sFor halfday Leave -
> 3 4 -] - 5
Days Selected 0 l — = oK Cancel
& Internet fa v ®100% ~

5) Fillin the Leave Reason, and Leave Address

Details

23-0ct-2013 [Wed]

Cates Applied

Total Mo Of Days

Select Dates

Leave Reason

Going Overseas? Mo .

Leave Address (if different from usual residential address)

Submit

~
.

Contact Number {if overseas) EMail Address (if overseas)

Attach Document |

Fill in

6) In Route to the following officers section, The recommending and approving officer

should be displayed in the browser

User Guide | HRIS | Version 1.0
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If the browser is blank, click on the Edit Routing List button icon and select the
relevant Employee IDs for the recommending and approving officer

Route to the following officers < To edit routing officer

ﬂ Query Builder Export To Excel

Recipient Role

7) Click Add New to add new approving officer or select on the existing approving office
to update. Click “Save” button when routing officer changes are done. Then
click “Exist” button to go the previous screen

,g EpfForm -- Webpage Dialog

ﬂ Cuery Builder Export To Excel

Serial Mo Recipient

Covering To Modified on Modified by

10 Ay Chan _ 17-0ck-15 11:55 eplatfarm
20 Tey Siu Moi _ 17-0Ock-15 11:55 eplatfarm
To edit

Routing List

Role |For Information {CC) V|

Recipient | |g
Remark

Created by | | i Madified by | I =

To add new

|4\

8) Click “Submit” button.

Message from webpage E3

! E Leave Application successfully submitted!

To withdraw Leave

User Guide | HRIS | Version 1.0 Page 17
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1) Goto Leave Transaction - Leave History menu. All leave information of employee
will be displayed

™ Leave History
MeclliIse

HUMAN RESOURCES

Transactions Applied On-behalf

+ Claim Withdraw And Resubmit A1 W ShowjHide FilterRow [72] ShowjHide GraupPanel [ Query Builder [%] Export Ta Excel

+ Claim History ' Drag a column header here to group by that column

H submicbate |Leave Tyne StortDate |FndDate  |Days |Hours |Stetus |Leave Stotus Applicaion o
~ Claim Administration &
~ Claim Report 17-0ck-2013 Annual Leave 01-0ct-2013  01-Ock-2013 1.00  00:00 SUBMIT application 2013000001

~ Leave Master Files

+ Leave History/Withdrawal
« Leave Roster

2) Select a Leave Application which is not yet approved to withdraw and then click
“Withdraw Leave” button to withdraw leave application.

Details

01-0ct-2013 [Tue] Select Dates

Dates Applied

Total Mo Of Days 1.00

Leave Reasan resk

Cwerseas Withdraw Leave

Leave Address (if different from usual residential address)

Contact Mumber {if overseas) EMail address {if overseas)

Message from webpage @

! E Leave application successfully withdrawn

User Guide | HRIS | Version 1.0 Page 18
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To re-apply Leave again

1) Goto Leave Transaction 2 Leave Application menu.

A Leave Transaction

- Leave Application

= Leawve Lancellanol

= LEGVE balance

2) Select the desired Leave Type from the drop down list and leave date(s), etc.

Annual Leave

Child Care Leave (6 days)
Compassionate Leave

Child Sick Leave

Child Care Leave (2 days)
Extended Sick Leave
Hospitalisation Leave

Injury Leave

Leave To Attend International/Regional & Bilateral Cultural Events
Martiage Leave

MNo-Pay Leave

Mational Service Leave

CFf in Lieu

Parent-care Leave

Paternity Leave

Paternity Leave (2013
Representative Garmes Leave
Represent Singapare Civil Service
Ordinary Sick Leave

Sick Leawve (Withouk MC)
Shared Parental Leave
Unpaid Infant Care Leave
Unrecorded Leave
StudyExamination Leawve
Union Leave

3) Click “Submit” button to submit leave application again.

Message from webpage E|

! "‘\ Leave Application successfully submitted!

W

User Guide | HRIS | Version 1.0
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Reporting Officer to approve Leave Application of employee

1) Log-in using Approving Officer user role.

2) Click on Workflow 2 Outstanding For Action menu

- Application History
» Qutstanding For Action

- Qutstanding For Info \

3) Select an Leave Application to approve

E“:ll:”:l |Ducument Type v i| |g¢ Quick Search ﬂquery Builder Export To Excel

Art Council Organisation

Unit : Art & Cormmunity

. Claim Date : 23/11/2012
HR Clairms MACICLMHRW 1211000157 |23/11/2012 TEST NAME 11 Approval 27F/11/2012
Currency : SGD Allowshle

Claim Amount ; 255.00

Supporting Documents are
niot attached to this claim.

Outstanding Actions

4) Click on “‘Approve” button to approve the Leave Application

Previous Officer There is no remark to display.
Comments

Your Comments

Clickit ——=|  Approve | | Deny

Message from webpage

! ": MAC:CLM:HR\WW:1211000157 has been approved

User Guide | HRIS | Version 1.0 Page 20
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To cancel approved Leave

1) Log-in using Employee ESS user role again.

2) Goto Leave Transaction - Leave Cancellation menu.

» Leave Application

- Leave Cancellation

3) Select an approved Leave Application to be cancelled and click “Submit” button to
submit leave cancellation request.

Details
Select Dates
Dates applied
Leave Reason
Going Cverseas? Mo v Submit

Leave Address (if different from usual residential address)

Contact Mumber (if overseas) EMail Address (if overseas)

Attach Document ‘

Reporting Officer to approve Leave Cancellation of employee
1) Log-in using Approving Officer user role.

2) Click on Workflow = Outstanding For Action menu

User Guide | HRIS | Version 1.0 Page 21
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- Application History

« Qutstanding Faor Action

- Cutstanding F

el
=}

3) Select a Leave Cancellation Request to approve.

3.2 Leave Status Enquiry

This module allows HR user to view the leave status for a selected employee or the entire
organisation

Leave Status Enquiry

Leave Type |,a,|_|_| “i
Empe Type | Active Employess w |
Employes 1D |% “i

QueryDate  [i7/10:2013 |5 | Refresh |

Entitlement (by Days) Entitlement (by Hours)

B shaw/Hide FilterRow ShawjHide GroupPanel [T Query Builder Export To Exc

Drag a column header here to group by that column

Leave Administration-Leave Status Enquiry

Field Description

Leave Type To define the leave type of the leave
application user wishes to view

Empe Type To define the employee’s type: active
employees or resigned employees

Employee ID To define the employee ID whose leave
applications are to be viewed by the user

Query Date To define date of the leave application user
wishes to view

After define the search criteria, click on the Refresh button to retrieve the filtered records.
Click on the record to view the record’s details

The entitlement (by Days) tab is to show the specified employee’s leave entitlement, leave
balance and the pertained leave scheme by days.

The entitlement (by Hours) tab is to show the specified employee’s leave entitlement, leave
balance and the pertained leave scheme by hours.

User Guide | HRIS | Version 1.0 Page 22
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3.3 Leave Transaction

This module allows the HR user to apply and cancel leave applications upon receiving the
request from employees

Leave Transaction

Type | Active Employess M |

Employes | “2
Leave Scheme
I Show Current Year Records vh| Refresh | Application | | Cancellation
Transaction Details Entitlement {by Days) Entitlement (by Hours}
‘ ” ”l V” ” | ‘Leave Date VH |V_; GQuick Search [V Query Builder Export To Excel
[ Lcorcosic Duatin o besitin  bovs _Mows oo lbe  [Staus  Statusbaie  Submitediy
Field Description
Type To define the employee’s type: active
employees or resigned employees
Employee To define the employee HR users wish to
apply or cancel his/her leave
Leave Scheme To display Leave Scheme as defined by
user.

Transaction Details Tab

The transaction detail tab will display all the leave history records pertaining to the specified
employee. User can click at the circled field to retrieve the records for current year or for all.

Click on the record to view the transaction details. Please refer to 7.1 for more explanations

.
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Leave Application

Emplayee ID BADLNOO0I [Tammy Leang |

Designation ‘CEO |

Application o 2013000001 Submitted on 17/10/2003 11:23:4 7]
Application Status 1 (Mew) Status date 17/10/2013 11:23:4 ﬂ“

Balance
Leave Type ‘AL {Annual Leave) |
1. Brought Forward [Last / Prev Tears] |[|,|]E| ”D.DD |
Z. Brought Forward Expired 0.00
3, Brought Forward Total 0.00
4, Entitlernent [Current Year / Earned To Date] 10,00 ”3,00
5. Leave Adjusted 0.00
£, Leave Used to Date 0.00
7. Leave Pending Approval 0.00
Balance [Current Tear / Earned To Date] 10.00 ”8.00
Balance [Available for Application] 10.00
(= [31+[41+[51-[6]-[7] 2
Details

01-Oct-2013 [Tue] select Dates

Dates applied

Total Mo Of Days 1,00

Leave Reason test

Overseas Withdraw Leave

Leave address (if different from usual residential address)

Cantact Mumber (if averseas) EMail Address (if overseas)

Routing Status

ﬂ Query Builder Expart To Excel

Name Role Status Remarks

Leave Transaction Details

Entitlement Tab (by Days)

The entitlement tab is to show the specified employee’s leave entitlement, leave balance and
the pertained leave scheme by days.

Leave Transaction

Type [ active Employees v|
Employes | | »
Leave Scheme
show Current Year Records |w Refresh Application | | Cancellation
Transaction Details Entitlement {by Days) Entitlement {by Hours)

Export To Exce

1w Leave Type v T2 Quick Search [ Query Builder [2
e e et sttt
Clemere bescopon — Foemew o [dusies  Ganeo seo  boaoce  bpumweson es
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Click on the record to view the leave type’s details.

Employee Leave E

Ernployee 1D |BA01N0001 (Tammy Leang)

Leave Scheme 100AYSAL Serial Mo
Entitlernent Start Date 01012010 j Entitlernent End Date

Leave Type Unit Of Measurerment DAy

B/ F [Last / Prev Years] Leave Forfeited [Last vear] 0.00
Brought Forward Expired 0.00 Date Expired |:| J:

Brought Forward Total 0.00

Current Tear Entitlernent 10.00 Leave Earned To Date 5.00
Leave Adjusted 0.00 Service Year Adjusted 0,000000
Leave Used To Date 0,00

Balance [Current vear] 10.00 Balance [Earned To Date] .00
Balanee [for Application] 10,00 ETD Updated as at Dwxzma 1mz4z8

Leave Pending 1.00 Mext vear Leave Approved

Mext Balance Expiry Days 10,00 Mext Expiry Date 3101202014

Posting ear From 0140142013 ) Fosting Year To 31/12/2013 B
Effective From 01/01/2013 j Effective To 01/01j2099 J:
Remarks

Details Adjustment Transactions

I_“_I 1 v I_“_I Leave Type v 7_// Quick Search [TV Query Builder Export To Excel

Entitlement Tab (by Hours)

The entitlement tab is to show the specified employee’s leave entitlement, leave balance and
the pertained leave scheme by hours.

Leave Transaction

Type | Active Employees v|
Employee ‘ | )
Leave Scheme
Show Current Year Records v Refresh Application | | Cancellation
Transaction Details Entitlement {by Days) Entitlement {by Hours}

uu 1 v l_“_l Leave Type w V_// Quick Search ﬂQuery Euilder

Export To Exce
s st e ssaned b a1t
Click on the record to view the leave type’s details.
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Employee Leave Entitlement Details (by Hours)

™
Mecllise
Human Resource

Employee 1D
Leave Scheme

Entitlernent Start Date

Leave Type
B /F [Last / Prev vears]

|B.quuuU1 (Tammy Leang)

=

100AYSAL
01/01/2010 i

—

Serial Mo

Entitlernent End Date

Unit Of Measurernent

Leave Farfeited [Last Year]

Leave Earned To Date

Service Year Adjusted

Balance [Earned Tao Date]

Mext vear Leave Approved

00:00
0,00
00:00

Brought Forward Expired 00:00 Date Expired
Brought Forward Total 00:00
Current Year Entitlernent 00:00
Leave Adjusted 00:00
Leave Used To Date 00:00
Balance [Current Year] 00:00
Balance [for Application] 00:00 ETD Updated as at
Mext Balance Expiry Hours 0000 Mext Expiry Date
Leave Pending 00:00
Posting vear From j Posting Year Ta
Effective From I:I i) Effective To
Rerarks
Details Adjustment Transaction
L s vl o] reavetype ~

|V_; Quick Search

[TV Query Builder Export To Exc

3.4 Leave Posting

This module allows HR user to perform Leave Posting for all the employees or by Leave
Scheme.

Leave Posting
Leave Scheme to post |(AII) V| Post I| Repost Brought Forward |

Show Log for the month of  [17/10/2013 T

Posting Test

Refresh I

Test Post Date

|n1fn1;2m4 |znj |

Test Run |

[ &l

| Time Log - ||

‘V_/J Quick Search

Leave Administration-Leave Posting

I Guery Builder Export To Excel

[fmcion  seson G Gameon  Fesse s> osusd

Every Leave Posting ran is logged into the log table and users can view the results from the
above screen. Click on Post to start the Leave Posting or click the Refresh button to refresh
the results table.

3.5 Leave Approver Enquiry

This module allows the employee to view the leave entitlement and transactions of their

subordinates (based on the routing officer structure).

.
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Leave Approver Enguiry

Appraver 1D | | (] | |

Employes Type | Active Emplovess b |

Employes |°.-'o | 2 |(AII Emnplayees) |

Leave Type | AL (Arnual Leave) hd | I Refresh |
Entitlement {by Days} Entitlement {by Hours) Leave Applied

2" Show/Hide Filterfiow ShowHide GroupPanel [T Query Builder Export To Exc

Drag a column header here o group by that column

Leave Administration-Leave Approver Enquiry

Fields Description

Approver ID Allow you to choose to your approver

Employee Type Allows you to pick to only show Active or Resigned staff.
Employee Allows you to choose all or individual employees

Leave Type Allows you to view all or single Leave Types

Click on the Refresh button to generate the data.

The Entitlement (by Days) and Entitlement (by Hours) tab at the Details will be filled up and
you can view your information here. You can also click on the Leave Applied tab to show all
the transactions made.

Entitlement {by Days) Entitlement {by Hours) Leave Applied

2" Show/Hide FilkerRow ShowfHide GroupPanel [ Query Builder Export To Exc

Drag a column header here ko group by that calumn

e
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