Administrator
Guide

Welcome to AGHRM Administrator Guide.
This is an easy-to-navigate guide that provides you with a quick and seamless way to
start using your Personnel Solution.

AGHRM®

simplified human resource management solutions
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Signing-In

Signing In
1. An email will be sent to you with an Login ID / Password / Company Web Site Link
Your First
From: AG Support [suppart Bagnetdirect.com) I Sign-in
Sent: Thrsday, Segtember 15, 2011 12:01 M
To: Lovise Chew ——
Subject: Your account password has been reset! change
Dear Loutse Chew Been Lan, | Password
_—
Welcome to the AG Siate, your personal HR portal, AG Net is proud to prowide our HR senvces 10 you and your arganation, —
the -portal has been actvated wih the follomng kogn detads: Home
Page
N

o i Atgesl o g BPPTRTRERd to change your password upon initial logn)
Upon successful logn, you will be able 10 dowrioad the User Guide from the Bulletin Boaed,

Should you requre any assistance, please contact your in-house ADMINISTRATOR for polcy refated matters or you may wite 1o & Jerec for portal related
matters.

Thark you,
G Net Operations

2. Click on Link and sign in with the ID & Password

AG N et “real values for our customers”

LOGIN ID
PASSWORD
Forget Password

To access the mobile site, please click

07-06-2012

3. System will prompt to change a new password (Min. of 4 characters to a max. of 14 characters). Once
done, click save.

Change Password

Hello, please change your password...

MNew Password (1111}

Confirm New Password 'TI11]

Mote : Password changes will only be updated to the clocking programs upon the next synchronisation.
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Signing-In

(This is the home page of the portal) ————

AGNEt A | Your First
Sign-in
Con [ s e o e 5 Mot [
|| Change
Password
Dear Administrator, f fi —_—
i Ly S || Home
Welcome to AG Suite ! Page
2 peeryvr=)
Employee's \/ 71 Team Leave B
Directory & ’ Calendar |
Dach Board F Rl et
c n
Announcement
Subject Publish From Publish To
Pages:
Today's On Leave
Name 3 From To

A. The Main Menu Panel
= System (Store News bulletin and meeting room booking details)
= Personnel (Store employee personal information)
- Payroll (Store pay policies and pay info of employee)
- Leave (Store leave policies and Leave info of employee)

= Claim (Store Claim policies and Claim details of employee)

Change Password or Log out

Employee’s Directory that shows employee email / telephone details

Team Calendar that shows whether your manager or team member is on leave
Bulletin or News

mmo 0w

Staff who are on leave today
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Update Company Info / Logo

(Start by filling in your company details into the information below)

1. Click on Personnel -> Manage Personnel -> Company = Click on Company Name
2. Click on <Company Name> to view/edit the details. Click on Save when it’s done
Manage Companies

Code Hame Status
o0t ‘ Active

Select File | Browse...

File Name : company-loge.jpg  Dimension : W:160 x H:60 A
Address 1 625 Aljunied Road |
Address 2 B [#04-08B |
Address 3 | |
Country [Singapore v
Postal 389836
Phone 61234567
Fax 61234568
Payroll Engine PAYSG v
CSN Source Company CSN v
CSN - CPF Submission Number
<UEN No= PTEOL (No dashes is required) 200001888WPTE
Registration Type D |UEN Local Company Registration number issued by ACRA v
Source Private Sector hd E
Tax Reference Number
<UEN No> 200001888W
[___save |

Company
Info

Update
Company
Info/Logo

Add Dept

| S —

—

== Add Position

| —

*Add
== Company
Bank Acc

e

Add Email

Notification

| —

A. You can click on Browse to upload your Company Logo into the System by ensuring the file name

and dimension are set
= File Name: Company-logo.jpg
- Dimension: Width 160 x Height 60

B. Fill in the company information like address and phone number

C. *Fill in the company CSN number, ACRA number and indicate PTEO1 and the end
= Example: 200601888WPTEO1

D. *Pick the Company Registration Number as either ROB / ROC
= UEN Business Registration number issued by ACRA (ROB)

= UEN Local Company Registration number issued by ACRA (ROC)
E. *Retain the Source as (Private Sector)

F. *Fill Company Tax Reference Number

(Fill in the details marked with * asterisk only if you have a Payroll system)
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Add Department Company

Info
There are some ready-made department that you can use. You can include additional P
department of your choice or change the name Update
= Company
Info/Logo
1. Click on Personnel -> Manage Personnel -> OrgUnit PR,
. . = Add Dept
2. To add new department, click [ New Org Unit ]

3. Click on <Department Name> to edit the details. Click on Save when it’s done Add Position

Manage Organisation Units

*Add
Select the company to manage : AG NetPte Lid v = Company

/ Bank Acc
.
St Al ] Cear Al | ekt  ew O i

——

Add Email
Notification

Name Path Status

D Accounting Active —

D , Customer Service Active
a

Finance Active

Organisation Unit Details

Name

Status Active

Org Unit Hierarchy
Level 1 B |Please select v

Level 2 Plzase select v

Level 3 Please select w

=]
%]
[x]
[=]
=
=]
=
i

A. Fillin the department Name

B. Optional — Level 1 (This is selectable only if you would like to indicate this Dept. is under another
dept. Example Accounts is under Finance on Levell)
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Add Position

There are some ready-made positions that you can use. You can include additional
position of your choice or change the name

1. Click on Personnel -> Manage Personnel -> SysCodes

2. Select Positions and click on Search

3. To add new position, click [ New Code ]

4, Click on <Position Name> to edit the details. Click Save once it’s done

Manage System Codes

Company

Please select a System Code Group and begin the search

 scectAll | Clear All | el |
Code

D Accountant

D Customer Service Officer

0 HR Executive

D HR Manager

D IT Engineer

System Code Details

Code Group
Code

Description

Seq Mo.

Al (non individual company) ¥

FOSTION Vi A  scarch |

Name

POSITION

|Accuuntant

B

|Accuuntant

199

Company
Info
e
Update
= Company
Info/Logo

—

Add Dept

| —

——

== Add Position

—

*Add
= Company
Bank Acc

e

—_—

Add Email

Notification

| —

A. Select the System Codes Group to review all types of system library codes that are available

B. Fill in Codes in short form and Descriptions. If you would like this position to be shown out as the
first item, indicate the Seq No. as 1

Note:

The Sys Codes Library stores other information that allows you to add other items like Religions, Employee
Category, Resons4dLeaving, etc. Whenever there is a need to add new items, you can do so at SysCodes
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Add Company Bank Account

If you own the payroll system, do fill in the Company Bank Account number

1. Click on Personnel -> Manage Personnel -> GroupMgt - Click on Payroll_ Group
2. Click on <Payroll Group ID> to view/edit the details. Click Save once it’s done

Manage Groups

Company

Company |AG Net Pte Ltd V|
| Select All il Clear All | New Group |
Group ID Group Name Status | Module
O ol Group | Active | PAYROLL

| Select All )| Clear All | | New Group |
Group Details
Group ID |PayrnII_Group |
Group Name |FayrnII_Gmup |
AG Module Payrall '
Originating Bank Number |Dversea—Chinese Banking Corporation Lid W

Originating Branch Number |[]15 | A

Originating Account Number |123d55?89 |

|ABC PTE LTD

Originator Mame

A. Select the bank information

= Original Bank Number (Name of bank your company is using)

Info

Update
Company
Info/Logo

—

Add Dept

| —

O

Add Position

| S —

*Add
Company
Bank Acc

——
——

Add Email
Notification

| —

= Original Branch Number (3 digits number, if it'’s a POSB account, please indicate ‘081’)

= Original Branch Number (Company’s account number WITHOUT dashes ‘- or symbols)

= Originator Name (Company’s Name)
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Add Email Notification

This Email alert notification facility is allow the system to send email alert for the
following administration

1. Click on Personnel -> Manage Personnel -> Email Alert Setup

2. Click on Save when it’s done

Email Alert Settings

Company
O] Mew Hire Alert A Send To |
W Date of Birth (DOB) Alert Send To  [your email address
L1 Pprobation Confirmation Alert Send To |
[ Termination (Resignation) Alert Send To |
M work Permit (WP) Expiry alert Send To  [your email address
[0 Ppassport Expiry Alert Send To |
[0 certificate Expiry Alert Send To |
U Employee Anniversary Alert Send To |
| save |
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A. Toturnon alert

Tick on the alert items

Fill in the email address to that will be alerted

Days before
Days before
Days before
Days before
Days before
Days before
Days before

Days before

Indicate how many days before the date which it will alert you

IR

Company
Info

Update
Company
Info/Logo

—

Add Dept

| —

O

== Add Position

| S —

*Add
= Company
Bank Acc

|

)

Add Email
Notification

~—
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Mananging Employee
All employees will be created into the system as Personnel Records

1. Click on Personnel -> Manage Employee -> Employees
2. To add New Employee, Click [New Employee]

Manage Employees

Company AG Met Pte Ltd v Status Active W
Grade All v A Designation All V|
Cost Centre All v Employee Category All V|
Work Site All W Contract Type All V|
Email
Employee ID/Name | Search |

m m Delete Selected Password Reset Replace Manager New Employee ¢

IIES'lployee Employee Name B Email Date Join Date Left Quick Links
- 01 Jan
O | admin “ca | Ra

Managing
Employee

u Add New
Employee Info

~——

Search For
Employee

~——

Update

= Employee Info/
Movement
. ]

u Update Resign
Employee

L Update Rejoin
Employee

Standard Reports

A. Here is the entire filter criterion available to shortlist your employee. You can look up the employee

by filling in the Employee ID / Name and Click the Search Button

B. All employees will be listed on this screen. Clicking on the Employee Name will show you the

employee’s info

Note:

= [CA] button is a short-cut to jump to “Career Details” screen

= [RA] button is a short-cut to jump to “Role Access Details” screen
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Mananging Employee - Add Employee (Singapore Citizen)

(* is mandatory to fill in)

1. Click on Personnel -> Manage Employee -> Employees
2. Click on [New employee]

3. [Basic] Fill in Employee’s Name, ID & Join Date (The login name will auto be shown base on the Employee ID. Amend if require)

4. [Personal] Fill in Gender, Date of Birth & Race

New Employee Wizard

I Employee Info

|| Update Resign

o info /

|| Update Rejoin

Basic

Company AGNAPELID W

* Hame Ang Pel Lee: ¥ Employes 1D 512345550

* Lugin Name S12345650 * Jain Date ]
Personal

* Gendar * Date of Binth [DOE) )|
*Race Chinese W Religian Please Select v
Statulry

(~10 Cerd ho TT03aR0 B *1D Card Type Cazen |
* CFF Na 512245650 F4] same aa 10 Card o

* Current Resident Status Citzen W D ¥ Effective Date :l
Wark Permit No Work Permit Type Please Select v
FWL Flesse Select W

*Pay Group Erﬂ! GlDuE\'HA‘I"RCLL'l W * payment Methad Sani W
Carger Data

* Org Unit Human Resure |

* Designation HAEXEC v

Category Plsee sel v orade
Salary D2

*Currency Singapare Dollar W

*Basic Selery 2000 U ]
*Pey Basis hionniyRated hd *Work Calendar S0ays Vieek Gl W
Bank Account Details

Bank Code D5 Bank Lin | Post Office Sauings Bank v Branch Cade per ]
Account No 1234287 | Aeeoiint Neme \Ang Fel Lee

Workflow Data

Email ancabe.com |

Leave Scheme [ W Leave Calendar 5 S0AYE W
Benefit Scheme (GEnerl Soheme W

Manager 1 {Employee Name/ID} |Loh Me= Mee (S13828011)

Manager 2 {Employes Name/ID}

[Statutory - For Singapore Citizen]

Fill in the ID Card No & CPF No. as (NRIC) Example: S1234565D
Select ID Card Type: (Citizen)

Select Resident Status as (Citizen)
Select Effective Date (Date of Birth)

o0 w>
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3. [Statutory] Select Pay Group & Payment Method (Cash, Cheque or Bank)
4. [Career Data] Select Org.Unit & Designation
5. [Salary Data]

e Select Currency
e Fill in Basic Salary Amount

e  Fillin MVC Amount if applicable (Company that uses Monthly Variable Component as add on to basic salary)
e Pay Basis

- Select MONTHLY RATE for fixed monthly wage

- Select HOURLY RATE for hourly pay employee

e Work Calendar (Select 5 days, 5.5 days week calendar etc. depending on Employer-Employee Agreement)

6. [Bank Account Details] (Necessary if you have selected Payment Method as Bank)
e Select Bank Code

e Fill in Branch Code and Account No.
e Account name will auto be shown base on the Employee’s Name (Amend if require)

7. [Workflow Data]
o Fillin the email address of employee (This is to allow email alert for when leave is approve)
e Leave Scheme
- Select type of leave scheme
- Select the leave calendar
e Select type of Claim Benefit Scheme
e Reporting Manager
- Manager 1 (Immediate manager to approve employee’s leave or expense claims)

- Manager 2 (Next manager to endorse the leave or expense claims after Manager 1 has approved it — only if you are using 2-Tiers
approval method)

8. Click SAVE once it’s done
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Mananging Employee - Add Employee (1%, 2" or 3" year Singapore Permanent R
. Managing
Resident)

. - pioy
(* is mandatory to fill in)
New Employee Wizard || Add New
Employee Info
Bagic
~—
Campany
e ~Enployes 0 PR
* Lagin Meme 512345650 * Juin Dats O Search For
Perganal =
* Date o Birth (008 (=~ Employee
*Race Chinesz W Religian Please Select Y —
Skatulary B S
* 10 Card Mo 512345850 * I Card Type Eingapare PR ha Update other
* CFF No 512345850 B4l same as 10 Cara e - info /
* Current Resident Status First year FR v D » Effective Dete | Movement
Waork Permit No Work Permit Type Please Select L
FWiL Please Select hd
- - —
*Pay Groug Fayral Group (PAYROLL) W * Payment Methad Eanic W
Career Data .
* Org Unit Fluman Fesgurce ] n Update Resign
* Degignation R EXELC v Emol
Category Pz e v arace flayes
Salary Data ~——
*Curreney ‘Singapare Doler 3
*Basic Slary 2000 *MVC P ] .
Pay Bosis oy atd v *Work Calendr T
Bank Account Details paate Rejoin
Bank Code D& Bank Lin / Past Ofice Savings Bark v Branch Cada et ] ™ Emplo
Acourt No 1234587 | Acesuinl Neme Ang Fel Lee ployee
Werkflaw Data ~——
Email anngabe com
Leave Scheme ar-Management L Leave Calendar G SDAYS W S
Benefit Scheme Gererl seneme v
Manager 1 (Empioyes Nama/ID} Lo Wes Mee (313555011) L Standard
Manager 2 (Employee Narme/ID} Reports
[ save |
-

[Statutory - For 1°/2"Y/3™ year Singapore Permanent Resident]

A. Fillin the ID Card No & CPF No. as (NRIC) Example: $1234565D
B. Select ID Card Type: (Singapore PR)
C. Select Current Resident Status as:
i. For 1% Year Singapore Permanent Resident, choose (First Year PR)
ii. For 2" Year Singapore Permanent Resident, choose (Second Year PR)
iii. For 3" Year Singapore Permanent Resident, choose (Third Year PR)
D. Select Effective Date (Card Issued Date)
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Mananging Employee - Add Employee (Work Permit / SPASS / EPASS Holder)

(* is mandatory to fill in) Managing
New Employes Wizard
Basic
Campary n Add New
: :
Mame g Ermployes 1D Employee Info
e/
Personal
* Gender * Date of Birth [DOB) ] e
;Racel Chinese e B Religion Flease Select i Search For
tatutory =
* ID Card No 1G12345850) * ID Card Type Foraign Worker 4| Employee
* CPF No (512345650 x| B same as 10 cara ng
* Current Residant Status ForeignWorker hd D * Effactive Date |
—
Work Permil No 52715221 Work Permit Type [Pleaze Select | E Update Other
| FWL Services, Above 25% to 40% of the total workforee, Skilled/Unskilled {Mihly Rate : 800, Daily Rate - 18.73) % l
8y Group (PATRCLL] | * Payment Metho F =13 W ™ |nf0 /
Career Data
* Org Unit Human Resource v Movement
* Designetion HREXEC W S
Categary Fiesee seedt v Grage PEE—
Salary Dala
*Curreney Singapore ol v Update Resign
“gascsay o e R P &
*Pay Basis halyrted v *Work Calendar SDays ek ~ Employee
Barnk Account Details
Bank Code D55 Bank Lid | Post Office: Savings Bank v Braneh Code |
Account Ne 1234257 | Account Name Ang Fel Lee
———————————\
Workflow Daka
Email [ancgete.com ..
Leave Scheme Nan-hanagement v Leave Calendar - u pdate ReJOIn
Benafit Sehema (Generl Sereme v Employee
Manager 1 (Employee Name/ID} |Lah W Mes (313525011)
Maneger 2 (Employee Name/ID} -~
Em
—
Standard
Reports
A. Fillin the ID Card No as (FIN no.) Example: G1234565U ———

B. Select ID Card Type as:
i. For Foreign Worker or EPASS or SPASS , choose (Foreign Worker)
ii. For Work Permit holder, choose (Work Permit)
C. Select Current Resident Status as:
i. For EPASS holder, choose (Employment Pass)
ii. For Work Permit / SPASS holder, choose (Foreign Worker)
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D. Select Effective Date (Card Issued Date)

E. Select Work Permit type as:
i. For EPASS /Work Permit Holder , choose (Employment Permit)

ii. For S-PASS holder, choose (SPASS)

F. Select FWL (Foreign Worker Levy Rate) as :
i. Pick the relevant rate in accordance to your employee levy

Services, Up to 20% of the total workforce, Unskilled (Mthly Rate : 310, Daily Rate : 10.2)

Services, Above 20% to 30% of the total workforce, Skilled (Mthly Rate : 330, Daily Rate : 10.85)

Services, Above 20% to 30% of the total workforce, Unskilled {Mthly Rate : 430, Daily Rate : 14.14)
Services, Above 30% to 50% of the total workforce, Skilled/Unskilled (Mthly Rate : 470, Daily Rate : 15.48)

Note:

If the company Foreign Worker Levy is paid to Ministry of Manpower (MOM) by Cheque/ Giro every month base on the MOM billing, you do not need to
indicate the FWL.
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Update Other Info(Personal/Statutory/Office Details)

1. The screen below appears after you create the record

2. Go to [Personal]=> Update Religion, Marital Status, Country of Birth & Nationality

Click Save

- . ; ) 2 ]
Ang Pei Lee (51234565D)'s Basic Information ersona
S

Basic Personal Statutory Office
Gender F v
lReh;iun Buddhism [V | Race
Career
Date of Birth 1 v|[May v|[1960 V| [ Age 55
—_—
Marital Status Marital Date - M= M= v
Country Of Birth Singapore v Nationality Singapore v
Languages Spoken Languages Written
Created By System Admin Created On 5/3/2015 7:45:34 PM
Last Modified By System Admin Last Modified On 5/3/2015 8:06:16 PM
System

3. Go to [Statutory] = For Foreign Worker; update Work Permit Issue date & Expiry Date

Click Save

Ang Pei Lee (51234565D)'s Basic Information personal
Record has been saved successfully!
1) Please goto Career to update career details if necessary
2) Please goto Salary to update salary details if necessary
Basic Personal Statutory Office
Career
*IC Card No 12345650 *ID Card Type Foreign Worker v
Passport No Issuing Country
Passport Expiry Date - ]
Work Permit Ne Work Permit Type Employee Permit N
(e tssue Date [T_v[[Apr MI[2073 V7] WP Expiry Date TR ] 2076 V)
WP CancelDate EVE VIE Vm
*Current Resident Status Fareign Worker v *Effective Date 2013 v
FWL Services, Above 25% to 45% of the total workforce, Skilled (Mthly Rate : 600, Daily Rate : 19.73) V‘ System
“CPF No (12345650 | [0 same asD card uo [ Skip Tax Dedaration
Others Info
Contract Start
Bus
| Save |l New Employee |
4. Go to [Office]> Update Office telephone number, DID, Extension & Email
Click Save
. - . . Personal
Ang Pei Lee (51234565D)'s Basic Information
Record has been saved successfully!
1) Please goto Career to update career details if necessary
2) Please goto Salary to update salary details if necessary
Basic Personal Statutory  Office
Career
Telephone (0) 65189938 o [ ]
Extension | Mobile
Email anc(@abc.com
m New Employee
Created By System Admin Created On 5/3/2015 7:45:34 PM
Last Modified By System Admin Last Modified On 5/3/2015 7:45:35 PM
System
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Update Other Info(Contact/ Bank Info/ Family)

1. Click on [Contact] = Click [New Contact] to update Home Address Managing
Click Add E
mployee
Kontact Details \ peesonal ,
Employee Name (Emp ID) Ang Pei Lee (512345650) - Add New
Contact Type Employee Info
Address Blk 111, Ang Mo Kio Avenue 2
#05-235
Career
Country Search For
postal Cote S—
e
Mable —_—
Fax L 1 )
= Update Other
\ j = Info /
System Movement
—
fr————————\

2. Click on [Bank Info] > To view/edit the details. Click Save once it’s done Update Resign

Employee

ﬁnk Record \ Personal
~ —

EmployeeName/i0 [ |
Update Rejoin
Employee Name (Emp ID) Ang Pei Lee (S12345650) B Em ployee
Rec#1
Bank Code [DBS Bank Lid / Post Office Savings Bank v career ——
eranch ot ——
hccoun o
Account Name Ang Pei Lee — SRta nda:d
— eports
oove | - J

- J

System

3. Click on [Family] = Click [New Family] to update Family member’s records
Click Add

r . Personal
ﬁmly Details \
Employee Name (Emp ID) Ang Pei Lee (51234565D)
Emergency Contact Cves

Relationship
Nationality Singapore v Career
Birth Date 2013 V|1

Telephene (0)
Telephone (H)

Mobile

\_ /

1l

System
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Update Other Info(Career Progression/ Designation/ Org. Unit)

1. Click on [Career] = Click [New Career] to update details
a. Indicate Career Effective Date
b. Designation (Position)
c. Org Unit (Department)
Click Add

Career Details

Employee Mame (Emp ID) Ang Pin Xiang (G1234567D)

[AG Net Pte Ltd |

Company

Career Effective Date

[1 w|[Apr v|[2013 v|[s)

Designation |A+:{:0unlant V|
Contract Type

Category | Executive v|

Cost Centre

Org Unit | Accounts v|
Worksite Please Select v

Work Pattern

Status
\F{easc-n

Please Select v

Active W

|First Record v|

Personal

Career /

/

B Employee Info

|| Update Resign

|| Update Rejoin

Managing

Employee

Add New

~——
)
Search For
Employee
~—
—
Update Other
Info/Movement
——

|

Employee
~——

)

Employee
~——
)

Standard
Reports

| —

2. |If there is future changes on Employee’s Position/Department, you can click on [Dup] (Duplicate)
button. This will provide all previous career details and you can change the Career Effective Date /

Position/department before saving it. Duplicate save time in creating new career record

Managing Ang Pin Xiang (G1234567D)'s Career

Employee Name/ID | |

“Select All | Clear All J§ Delete

Effective
Date

Company Position

[] AG Net Pte Ltd 01 Apr

Accountant
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Update Other Info(Salary Adjustment)

Managing
1. Click on [Salary]—> Click [New Salary] button to update details Employee
a. Indicate Salary Effective Date (Start of new salary)
b. Indicate Progression Date (Same as Salary Effective Date)
c. Basic Salary Amount || Add New
. . Employee Info
d. MVC ( Monthly Variables Component) Amount (if any)
e. Pay Basis (Monthly Rated / Hourly Rated) o
f.  Work calendar (5 days, 5.5 days etc.) Search Eac
g. Reason for Salary Adjustment Employee
h. Remarks (if any) e
Update Other
2. Click Save = Info /
. P | Movement
Salary Details Freane —_—
G
|_| Update Resign
Employee Name (Emp e Employee
D) Ang Pin Xiang (G1234567D)
ﬁaw Effective Date |1 V||FEh V||2'|]13 V|H \ —_——
Progression Date |1 V||FEh V||2ﬂ13 vI[E || UPEd;L?Ongm
Salary Amount |Singap0re Dollar V| 2000 ===Basic + MVC —
(Mote : Salary Amount will be re-computed after you save or add the data.) career
Standard
Basic Salary |2[]UD ‘ ~|  Reports
MVC 0 | & —_—
Pay Basis MonthlyRated w
BackPay CFF Please Select w
Work Calendar |5Da\_.fs Week Cal V|
\@asan [Please Select V| j
Remarks System
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Update Other Info(Fixed Payment/Recurring items)  grypese
. . _ Employee
If you have Fixed Monthly Allowance / Deduction to process in monthly pay out,
Recurring Pay screen allows you to indicate those items. Salary, statutory contribution
like Agency Fund, EE/ER CPF & SDL are automatically created here in the system upon u EmAcl‘g '::‘:‘:ﬁo
creation of new employees oy
1. Click on [Recurring Pay]—> Click [New Recur Pay]. Search For
] Employee
Managing Lim Zheng Long (51234567D)'s Recurring Pay Fersonal —
Employee Name/ID | | Upd?tf C/)ther
= nro
M t
)
Start Date End Date Run Type Pay Item Amount Update Resign
| ALL CDAC £0.00 Career Employee
~—
| ALL EE_CPF £0.00 ——
= ||
[l ALL Salary £0.00 _
1 ALL SDL £0.00 Standard
Reports
. L. Personal
Recurring Pay Details
Employee Name (Emp ID) Lim Zheng Long (512345670D)
Pay Item 'Handphone Allowance v|
Start Date 11 v|[Apr v|[2013 v|m)
End Date - V- v— v
Run Type All Pay Runs v Career
Amount |5[] |

2. Select Pay Item (This list comes from the payroll element)

3. Indicate Start Date (When employee start getting this pay item)

4. Indicate End Date (Leave blank, only indicate if there is an end date)
5. Run Type (Leave it as All Pay runs)

6. Amount (Indicate the fixed $ amount)

Click Add
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Update Resign Employee Managing
1. Click on Personnel>Manage Employees—>Employees - Click on Employee Name Employee

2. Click on [Basic]
Basic Personal Statutory Office - Add New
Employee Info
“Company
~——
“Employae 10 oy
“Login Name Fratante
S Saaioh far
Title Attached Photo : mp oyee
Select Photo /)
Other Name ] Browse...
*Date Join Jan v|[2013 V| [ Year of Service 2.34 year(s) Update Other
wemon for Leming omte ot @ L Info/
Last Pay Date May v ||2015 ) 7 Last Work Dote May 112015 VI = Movement
Confirmation Dus Dats - M= ¥ g‘;‘e’cr"';;t'.?: 3 N
Status Confirmed w PN
Remarks |_| Update Resign
Employee
Pay Grou Payroll_Group (FAYROLL) w
lPa:mant Method Bank hd —
S
(m] [C=ETw= || Update Rejoin
Employee
~——
a. Indicate Date Left (Last day of employee’s pay) —
Standard
. L. . Reports
b. Last Work Date - to allow employee to view payslip till last day (Will auto be

shown as Date left, amend if require)
c. Indicate Last Pay Date (Will auto be shown as Date left)
d. Indicate Reason of Leaving

e. Indicate Payment Method (Cash / Cheque — if you wish to hold the amount and pay only by
cheque to employee)

Note:
e The Salary will automatically be prorated base on the Date left

e In Recurring Pay, employee “Salary” will automatically show an End Date indicate the last day of pay
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Update Rejoin Employee

1. Click on Personnel>Manage Employees—>Employees - Search for resigned
staff (ensure status as inactive when searching)

2. Click on <Employee Name>

Manage Employees

Company AGNetPleltd v Status Inaclive
Grade Al Vi Designation Vi
Cost Centre Al v Employee Category All v
Work Site Al v Contract Type Al V]
Email
Org Unit Al v Date Join <= i
Employee ID/Name ang pei lee E

| select all || clear all § Delete Selected | Password Reset Replace Manager New Employee

Employee ID Employee Name Email Date Join Date Left Quick Links

] 512345650 anc@abe.com 01Jan 2013 31 Dec 2014 [ ca|ra|
Employee Name/ID |

Basic Personal Statutory Office
=Company AG Net Pte Ltd |
*Employee 1D 512345650 e

Photo
*Login Name 512345650 Avelatls
TEmployee Name Ang PeiLee Photo Size Dimension : 96 x 96
Title Please Select | Attached Phato
Select Photo

=Date Join 2013 v| Year of Service 1.91 year(s)
Reason for Leaving Please Select | Date Left =
Last Pay Date 2014 v| ) Last Work Date A
Confmation ua oate =V = 9 Confimatin = Y= v
Status Confirmed W
Remarks
Pay Group Payroll_Group (PAYROLL) v
Payment Method Bank ~

mmm,

3. Under [Basic], Click on [Rejoin]
4. Fillin the Re-Join Date & Click Save

REJOIN
Re-Jain Date 5] ey ¥ (25 w5
[ save | Cancel |

Note: Clicking on [Save] button will sutomatically update the previous join date & date left into & Service Record for historical tracking.
A career record will also be created to indicate this staff is 3 re-join case.

Note:

Managing

Employee

Add New
= Employee

Info
| —

O
Search For
Employee

| S —

(e —————)
Update Other

= Info /

Movement

Update
- Resign
Employee

R

Update
- Rejoin
Employee

Standard

Reports

System will automatically re-instate the staff status. You will be require to update their new salary record
(refer to page 18) and ensure that past records (e.g.: payment method, Bank account, contact etc.) are

updated.
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Standard Reports

All reports shown below can be exported to Excel

1. Click on Personnel->Manage Employees—> Reports—> Click on the Report Name

Reports

z
o

Report Name

W moN kW N R

BoRoR R
2w oN RO

15

Description

List of Employee with no bank records
Booking : Top 20 Requestors

Booking Details

Booking Details - Townhzll

Cost of Leave Taken

Employes Belong to Multiple Groups
Employee Salary Analysis By Position
Headcount Report by Department by Race
Leave Accrual

List of Bond By Departmant

List of Career Changes

List of Emergency Contact of Employees
List of Employee By Salary Grade

List of Employees by Age Group / Gender
List of Employees By Department by Position

Category
EXCEPTION
LIST
LIST
LIST
LIST
LIST
LIST
LIST
LIST
LIST
LIST
LIST
LIST
LIST
LIST

(For Employee Master List, please select No.20: List of Employees Information)

2. There are others reports available for Export, such as:

e New Hire

Resigned Employee
Career Progression
Salary Change
Resident Change
Pay Item

3. Go to System—>Export Control
4. On [Interface], select respective info. (E.g.: New Hire), select Date Join, from & to date

5. Click on Begin Export

Data Export Interface

Company
Interface

Mew Hire Selection
From Date

To Date

6. Click on Export to Excel

Export New Hire Data

EmpID Title

512345870
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[New Hire ~|

|E§1,r Join Date Vl

[T ~][Jan ~][2013 ~]
[30 ~|[Apr ~][2013 ~| F

Emp Name Identity Type

Lim Zheng Long SNRIC(PTNK)

Identity
Ly Religion
S1234567D Catholic

Managing

Employee

O
Add New
= Employee

Info
| —

D

Search For
Employee

~——

O
Update Other

— Info /

Movement

f——————\

Update
- Resign
Employee

Update
Rejoin
Employee

Standard
Reports

Marital Status More...
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Defining Role (Administrator/Manager)

When creating New Employee, the system will automatically pre-set the Employee to have a
standard “Employee Role” to sign-in. Do this only if you need to add additional role like
Manager or Administrator to the person

1. Click on Personnel=>Manage Employee—> Employees -2 Click on Employee Name Defining

2. Click [Role Access]. Tick on relevant Role, Click Save when it’s done Role

Administrator/

Manager

Personal

Managing Ang Pin Xiang (G1234567D)'s Role

Employee Name/ID | |

Grant Web Access [+

Mame

Employee

Career
[] claims - Administrators

[ac met Pte Ltd

[1 Leawve - administrators

[ aG met Pte Ltd

[1 pPersonnel - Administrators

[ ac Met Pte Ltd

.. Syst
[] Swystem - Administrators ystem /

[ ac Met Pte Ltd

[] Personnel - Immediate Manager

|:| Leave - Manager
[] claims - Immediate Manager
[ claims - Clerk
[ Accounts
[ customer Service
L Finance

|:| Human Resource
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User Type User Role Module Menu Items Jurisdiction Purpose
System - Administrators ALL ALL By Company | All module menu
Manage Personnel
Personnel - Administrators Personnel 8 By Company | All Personnel modules menu
Manage Employees
Manage Payroll
L. Payroll - Administrators Payroll Execute Payroll By Company | All Payroll modules menu
Administrator
IRAS Process
Manage Leave
Leave - Administrators Leave g By Company | All Leave modules menu
Manage Trans.
. . . Manage Claims .
Claims - Administrators Claims By Company | All Claims modules menu
Manage Trans.
Assigned leave scheme
M T By E View leave data
anage Trans. - y Emp . -
Leave - Clerk Leave Clerk Group Mass Processing (Apply/Crediting of leave)
View Report
View Leave Trans
Clerk Cla Clerk By E BY E Inbox (To view staff claim application)
aims - Llerk By tmp Claims My Staff Claims yEmp Claim Balance
Group Group )
History
Inbox (To view staff claim application)
Claims - Clerk By Org.Unit Claims My Staff Claims By Org.Unit | Claim Balance
History
Personnel - Immediate personnel | My Staff Records By. .Search (To wew staff per.sonal & career record. Salary
Manager Subordinate | information will not be disclose)
Inbox (To view staff leave application)
Apply on Behalf
B Leave Data
Leave - Manager Leave My Staff Leave y.
Manager Subordinate | Reports
Leave Overview (leave calendar)
Leave Delegation
Learning - Manager . Notinue |
. . Inbox (To view staff claims application)
Claims - Immediate . . By .
Claims My Staff Claims . Claims Balance
Manager Subordinate )
History
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User Type User Role Module Menu Items Jurisdiction Purpose
My Personnel Records own View personal particular, payslips and IR8A form
Manage booking for meeting room
Employee Employee ALL My Leave own Apply Leave, View leave (status/balance/history/credit) record
Leave Options (set email cc list when he/she apply leave)
My Claims Own Submit claim, View claims (status/balance/history) record
Portal Utilities By Company Manage Bulletin, Resources & Bookings
ReadOnly Control By Company
Sys Sub Admin System E £ New hire. Resi p ; I h Resi h
Export Control By Company xpc?rto reports (New hire, Resigned, Career Progression, Salary Change, Resident Change &
pay item)
Currency Rate By Company View/Edit currency rate
Personnel - Sub
Admin Not in use
Initial PayRun
Others Payment/Deduction
. Execute Payroll -
Payroll Executive Payroll Executive By Pay Group Pay Calculation
Reports (selected report)
Payout ( For Cheque & Cash only)
Reports
Execute Payroll By Company P
Payroll Customer Payroll Manage Payslips
IRAS Process By Company View IR8A Form/ Benefits in Kind/ Stock Option
Leave - Report
Viewer Leave Manage Trans. By Company View reports (Leave Balance & Leave Taken)
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https://www.aghrm.com/aghrmtraining/eng/LEAVE/AGLeave_apply.asp?current=LEAVE
https://www.aghrm.com/aghrmtraining/eng/Leave/AGLeave_MyOptions.asp?current=LEAVE

Accessories(News & Bulletin)

The HR Portal comes with News/Announcement features. You can easily add News by
following the steps below

1. Click on System—>Portal Utilities> Manage Bulletin> Click [New Bulletin]

2. Fillin the Subject, Details and the publishing period. For permanent publishing, just
indicate in publish “To” date to 2023

3. Click on Browse to attach the pdf document (size limit to 1MB). Once done, click Add

Bulletin Details

Subject April News Letter

Welcome to company New bulletin.

Details We are happy to welcome ocur new CEO Mr. Ang Peng Xiong
Publish From |1 VHApr V||2U13 v

Publish To [30 wv|[Apr_v[[2013 v| )

Attach File Browse...

Currently Attached File
Detach attached File O

Accessories(Meeting Room/Equipment)
1. Click on System—>Portal Utilities=> Manage Resources—> Click [New Resource]

2. Fillin ltem Name, Type, Description, Sequence No., Min. Pax & Max. Pax of attendees

3. Indicate Allow Public Book (Allow/Not Allow). Once done, click Add

Resource Details

MName=

|Meeting Room A

Twvpe [Meeting Room ~

Description |Srr|a|| Meeting Room

10 s | | Apr | |[2013 s

Status

InActive
From

InActive To | 10 || Apr = | 201713 =

Seqg Mo |1 |

P Pasc | 1 |
(Attendees])

E‘L?‘::E':IE.E:;ES:I |5 |

Aldlow Public Adlow —
Bookimg

To manage booking or amend any booking, just do the following:
1. Click on System—>Portal Utilities=> Manage Booking

2. To book resource, click [New Booking]
3. Click on <Resource item> to view/edit the details

AGHRM Personnel & Office Automation Administrator Guide

Accessories

)

= News & Bulletin

o/
O
Meeting Rooms/
Equipments
——o
)
License in AG
System
~——
O
Employee
Document
[ —

G

Issue/Password
Reset for
Employee

~—
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Accessories(License in AG System)

Wonder how many license you left? Here’s a quick glance to view the total usage of user

license

1. Go to System—>About AGHRM

AGHRM

Version Information
Version number 1
Build number 1.2.8

License Details

Company Code Company Name Modules Lic Count

001 AG Net Pte Ltd PERSONNEL 1000
LEAVE
CLAIMS
PAYSG
PAYROLL
002 AG Testing Pte Ltd PERSONNEL 100
LEAVE
CLAIMS
PAYROLL
PAYID

= Lic Count show total purchased

= Total Lic show how many you have utilized

Note:

Accessories

O

= News & Bulletin

~——
)
Meeting Rooms/
Equipments
~——
)
License in AG
System
Total Lic _—
31 ——
Employee
Document
~——

G

Issue/Password
Reset for
Employee

~——

If you need additional licenses, please email: sales@aghrm.com or call +65 6844 8712
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Accessories(Employee Document Centre)

The HR Portal comes with Employee softcopy information storage. You can easily add
contracts or CV information by following the steps below.

PonNE

N

Click on Personnel->Manage Employees—> Employees—> Click on Employee Name

Click [Document]

Click Browse to attach the pdf document (Size limit to 1MB)
Tick if documents can be view by Manager/Employee. Once done, Click Add

Documents Details

Personal

Accessories

O

= News & Bulletin

~——

)

Meeting Rooms/
Equipments

| N —

O

License in AG

System
Employee —
Name Ang Pin Xiang (G1234567D)
(Emp ID} )
A.tltached n Employee
File Document
Attach File IC:\Users\llser\Desktnp\CU.pdf Browse... a
Career
Description |Employee cv . ’ )
o . Issue/Password
o - Reset for
Keywords S e
Doc Type |Resume v
Manager
Viewable U
Employee
Viewable U o
System
Chad e
Accessories(Issue/Password Reset For Employee)
Click on Personnel>Manage Employees—> Employees
Tick on the Employee
Click on [Password Reset] (Within 15mins, an email notification will be sent to employee which
contains the Employee Login ID / password / Web link)
Manage Employees
Company AG Net Pte Ltd v Status Active
Grade All v Designation All V|
Cost Centre All v Employee Category All V|
Work Site All ~ Contract Type All V|
Email
Employee ID/Name EEa
[ Select All | Password Reset ||
Employee ID Employee Name Email Date Join Date Left Quick Links
admin Administrator 01 Jan 2013 | ca | ra |
G1234567D | Ang Pin ang@abc.com 01 Feb 2013 | cA | RA |
O 512345670 | Lim Zheng Long abc@abc.com 01 Apr 2013 | ca | raA |
Select Al
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Internet Explorer Setting

TURN ON SERVICE TO UPLOAD DATA USING INTERNET EXPLORER 11

1. We need to change the default security settings for Trusted Sites in the user Internet Explorer.

2. Goto Tools -> Internet Options. Click on Security tab and select Trusted Sites.

e o N W | S

| | General | Security |Pri\.’aq|I | Content I Connections | Programs | Advanced |

Select a zone to view or change security settings.

@ & v O

Internet  Localintranet Trusted sites  Restricted
sites

Trusted sites

This zone contains websites that you
trust not to damage your computer or
your files,

You have websites in this zone,

Security level for this zone
Allowed levels for this zone: All

Low
- Minimal safeguards and warning prompts are provided
- Most content is downloaded and run without prompts
- All active content can run

— - Appropriate for sites that you absolutely trust

[T Enable Protected Mode (requires restarting Internet Explorer)

[ Custom level... H Default level ]

[ Reset all zones to default level ]

[ QK ] [ Cancel Apply

3. Click on the Sites button to add https://aghrm.com as a trusted site.

Trusted sites @

You can add and remove websites from this zone. All websites in
T this zone will use the zone's security settings.

Add this website to the zone:

Websites:

http:/localhost Remove

https: {flive.agnetdirect. com

Require server verification (https:) for all sites in this zone

Close
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4. Go to Tools—>Compatibilities view settings
5. Add aghrm.com

Compatibility View Settings
Q Change Compatibility View Settings
A
Add this website:
| Add
Websites you've added to Compatibility View:
aghrm.com Remove

Display intranet sites in Compatibility View
IUse Microsoft compatibility lists

Learn mare by reading the Internet Explorer privacy statement

Close

6. Click on Custom Level for trusted/Local Intranet sites.
(Do this for both Internet Explorer 10 or 11)
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Internet Opticns - | ® 2 |
LY

' General | Security |F‘ri'¢faq|I I Content I Connections I Programs I n.duancedl

Select a zone to view or change security settings.

@ & v O

Internet Local intranet  Trusted sites Restricted
sites

T e oo
Thiz zone contains websites that you

B trust not to damage your computer or
| your files.
| You have websites in this zone,

Security level for thiz zone

Custom
Custom setings.
- To change the settings, dids Custom level.
- To use the recommended settings, dick Default level.

[T]Enable Protected Mo rnet Explorer)

Custom level... Default level

Reset all zones to default level

[ Ok ] [ Cancel ] Apply

7. Change all settings under Active X Controls and Plug-ins to “ENABLE”.

Security Settings - Trusted Sites Inne- u‘

Settings

) Prompt -
|#] ActiveX controls and plug-ins
|#| Allow previously unused ActiveX controls to run without prom
7) Disable (o
@ Enable
| @] Allow Scriptets
(T) Disable
@ Enable
) Prompt
|¢| Automatic prompting for ActiveX controls
(T) Disable
@ Enable
|#| Binary and script behaviors
) Administrator approved
7) Disable

(B Ermshla
4 [T | 3

*Takes effect after you restart Internet Explorer

Reset custom settings

Resetto: | Medium (default) »| | Reset.. |

[ ok || cancel |
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8. Scroll down to the “Initialize and script ActiveX controls not marked as safe”. Click the “Enable”
option, and click “OK”.

Security Settings - Trusted Sites Zone S — ﬁ

Settings

|#| Initialize and script ActiveX controls not marked as safe for scripti
(7 Disable
i@ Enable
i) Prompt
|#| Only allow approved domains to use ActiveX without prompt
(7 Disable (1
i@ Enable
|#| Run ActiveX controls and plug-ins
(7) Administrator approved
() Disable
I Enable

$1C)
el
-
[=]
3
=]
c

|#| Script ActiveX controls marked safe for scripting™

|ﬁ||_
m 2
3 &
Qoo
T o
m o

=
7 Drarant

l [ 1] b

*Takes effect after you restart your computer

Reset custom settings

Resetto: | Medium (default) - | Reset.. |

[ K J [ Cancel ]

9. Click OK and restart your computer.
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AGHRM Customer Care Service

Operating Hours:

Monday — Friday :9:00am - 6:00pm
Contact No : (65) 6844 8712/ Fax: (65) 6844 1712
Email Address : support@aghrm.com

Note: Customer Care and technical helpdesk support is provided to users who have subscribed
to our maintenance plans.
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