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| Personnel (Self Service) Appendix

Personnel (Self Service) Appendix is a reference guide on the data entry of various forms found in
Personnel (Self Service) module. It helps you to know how to navigate within the various forms, input
data, approve/reject applications, save and delete data.

1 Personnel Common Buttons and Icons

The following are buttons and icons found in the application.

Icons

¥ Approved

% FHejected

Fending Approval

I' Pending Submission

C&

o]

==

=

IE

Action

Approved personnel
update submission

Rejected personnel update
submission

Pending  approval for
personnel update
submission

Personnel update has
been saved but not yet
submitted

Open form to view details

Refresh

First record

Previous record

Next record

Last record

Edit record

Delete record

Clear selection

View details
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5 PROSOFT HRMS Version 8 — Personnel (Self Service)

2 Main Menu and Personnel (Self Service) update
application

2.1 Login Screen

Type in your user ID and password in the login screen. Your user ID is your employee code. |If this
is your first time logging in, check with the HR Department for your password.

UnIT

User ID

Password

Language |Eng|ish v

Forgot your password?
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2.2 Main menu for eServices
In the Main Menu, you can access to the various eServices.

UNIT-

Tan Darryl
User Settings | Sign Out

4 Personnel
4%
¥ A

Timely personal records update

Leave m Claim Attendance
Electronic leave applications, g Filing of claims made fast and o . .
anywhere. . anytime easy Ilhl = Empower your line supervisors

»

ePay 1 Training Appraisal
- ) ___ Enhances your people ! Your key to performance
N\ Secured paperless payslips é == development ! excellence

UNIT4 Asia Pacific Pte Ltd Online / February 2020
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2.3 Personnel (Self Service) Main Menu

Upon clicking on the Personnel button from the Main Menu, the personal Information page is
displayed and you can see the original (current) details of the employee.

uniTs

[FESSNNS N SELECT SYSTEM  EMPLOYEE INFO User Sottings | Sign Oof
Personal Information Empioyes Informatian - Personal Infarmation
Role [Seif w| Employee [000010 - Tan Darmyl W
Persanal Information Orther Information Address Education Emergency Contact
Original Amend To
Employee Code 000010 aaaaa
Login Code
Last Mame
First Mame
Middle Mame
Employee Mame Tan Darnd Tan Darryl
Alias Mame
Altemnate Char Name
Gender  Male Male
Tille Mr [Mr ||Z|
Maticnality Singaporsan [Singaporean |
Identity Mo. 577115418 577115418
Birth Date 124081977 12-08-1977
Birth Flace Singapore |5inga pore ||Z|
Age 3Iyrs I mths 38 yrs 3 miths
Retire Age &2 g2
Retirement Dste  12-08-2038 12-03-2038
Race Chinese [Chinese |
Dizlect Cantonese [Cantonese |
Religion  Catholie/Christianity [Catholic/Christianity |
Marital Status  Single [Single |

Marrizge Date - iE
Mo. Of Children 0 i

Last Updated  [000110] Chia Josline, 10-12-2013 (Tue) 03:08:41 PM

Remarks

== Back | | Change History | | Save
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2.3.1 Personnel Menu Based On Roles

There are several sub-modules in the Personnel (Self Service) module as outlined in the following

table.

Depending on the user role, a different type of user can see a different set of personnel menu.
There are six types of Personnel users, i.e., Employee, Supervisor, Approver, Head of

Department/Division, Coordinator and Administrator.

Menu Employee Approver Supervisor HOD Coordinator | Administrator
Select System X X X X X X
Employee Info — Employee

Information

e Personal Information X X X X X

e Other Information X X X X X

e Address X X X X X

e Education X X X X X

e Emergency Contact X X X X X

e other user enabled pages

Employee Info — Reports

e Letters X

Approval — Approver

e Pending Actions X

e Delegation X X

Manage — Change History

e Personnel Records X
Manage — Employee

Information

e Personal Information X
e Other Information X
e Address X
e Education X
e Emergency Contact X
Setup - Settings

e Approval X
e Transfer Approval Rights X
e Transfer Pending Approvals X
e Coordinator X
e Email Template X
e Delegation X
e Field Access X

UNIT4 Asia Pacific Pte Ltd
© 2015 All rights reserved
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9 PROSOFT HRMS Version 8 — Personnel (Self Service)
Menu Employee Approver Supervisor HOD | Coordinator | Administrator
User Settings X X X X X X
Sign Out X X X X X X
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Single user license only, copying & networking prohibited

UNIT4 Asia Pacific Pte Ltd
© 2015 All rights reserved




PROSOFT HRMS Version 8 — Personnel (Self Service)

10

3 Personnel Menu: Employee role

The personnel menu for a staff that only has employee view is restricted to: Select System and

Employee Info.

3.1 Personal Information Form

The following screen will be displayed upon logging into Personnel.

3.1.1 Personal Information tab

This form displays the personal information record tab page of the employee. The information
displayed is referenced from the Personnel (Admin) module.

UNIT-

seecr st

Personal Information

o Role [Seif

EMPLOYEE INFO

»| Employee [000010 - Tan Darryl

o Persanal Information Orther Information Address Education Emergency Contact

Tan Darryl
Uszer Setfings | Sign Out

Empioyes Infoemalkon = Pereonal Information

Original Amend To
Employee Code  DDDD1D 0aaaia
Login Code
Last Mame
First Mame
Middle Mame
Employes Mame Tan Darmyl Tan Darryl
Alias Mame
Alternate Char Mame
Gender Male Male
Title Mr |M" |IZ|
Maticnality Singaporsan [Singaporean |
Identity Mo.  STT115418 577115418 o
Birth Dste  12-08-1977 12-08-1977
Birth Place  Singapore [Singapore ||:|
Age 3yrs Imths 38 yrs Imiths
Retire Age G2 a2
Retirement Dste  12-08-2038 12-03-20389
Race Chinese [Chinese v
Dialest  Cantonsse [Cantonese |
Religion Catholce/Christiznity |Cat|‘:-|iw'Chr stiznity vl
Marital Status  Single [Single |
Marriage Dste - &
Mo. Of Children 0 ;l o

Last Updat=d

[000110] Chia Josline,

10-12-2013 (Tuwe) D3:08:41 PM

Remarks

| == Back

| | Change Histary | | Save |

O 0 o

Sections of the personal information form:

1. Click the drop down list to select the role available. Select the Employee from the drop
down list to view.

UNIT4 Asia Pacific Pte Ltd
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2. Click the tab to view the various employee pages.
3. Only fields that have box outlines are enabled for updates. Updates/Amendments are to
be input into the ‘Amend To’ column of the form.

For fields that have a detail form, click the detail button (|:|) to input OR select from the
available drop down list.

4. Click the date button to select a date from the calendar.
accepted in the format “dd-mm-yyyy”.

5. Click the Back button to return to the previous screen.

6. Click the Change History button to view the list of change requests of when employee
details are added, deleted or modified by the employee.

7. Click the Save button to save the input.

Direct data input is also

3.1.2 Other Information tab

The Other Information tab displays some of the personal details of the employee such as height,
weight & email addresses.

UNIT

Other Information

Role | Self

EMPLOYEE INFO

Tan Darryl
User Settings | Sign Out

Employee Information = Other Information

~v| Employee [000010 - Tan Darryl

< @

o Personal Information Other Information Address Education

Emergency Contact

Original Amend To
Height (cm) 1.75 1.75
Weight (kg) 70.00 70.00 o
Blood Group O+ [0+ v
Health State |:|
Email 0010@prosoft.com.sg 0010@prosoft.com.sg

Personal Email
Home Phone No.
Mobile Phone No.

63447122
93382255

63447122
93382255

Office Phone No.
Office Ext No.

Last Updated  [hrm] HR Master (Main), 23-10-2012 (Mon) 10:33:01 AM

Remarks

| << Back | | Change History | | Save |

o O O

Sections of the other information form:

1. Click the drop down list to select the role available. Select the Employee from the drop
down list to view.

Click the tab to view the various employee pages.

Only fields that have box outlines are enabled for updates. Updates/Amendments are to
be input into the ‘Amend To’ column of the form.

wn

For fields that have a detail form, click the detail button (IZI) to input OR select from the
available drop down list.

Click the Back button to return to the previous screen.

Click the Change History button to view the list of change requests of when employee
details are added, deleted or modified by the employee.

6. Click the Save button to save the input.

S

UNIT4 Asia Pacific Pte Ltd
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3.1.3 Address tab

This form displays the address of the employee. Multiple employee addresses can be input.

uniTs

Tan Darryl

Personnel SELECT SYSTEM EMPLOYEE INFO User Settings | Sign Out

Address Employes Information = Address
Role [Self ~| Employee (000010 - Tan Darryl v o

| Personal Information

| ©Other Information |

Address |

1 HarbourFront Grove / Add New Record / o

Education |

Emergency Contact |

Original Amend To
Main Address [ =
Start Date  01-06-2004 [01-06-2004 | o
Address Type  Local Local v
Use Block Prefix O
Block No. 1 [1 |
Street Name  HarbourFront Grove HarbourFront Grove
Floor No. 09 09 o
Unit Mo. 05 [05 |
Building Name  The Harbour [The Harbour |
City  Singapore Singapore El
Postal Code 098666 098666
state | ]
Country [ = Please Select — v
Address Line 1 1 HarbourFront Grove |1 HarbourFront Grove |
Address Line 2 #09-05 [#09-05
Address Line 3 The Harbour |The Harbour
Remarks
| == Back | | Change History | | Save |

o o0 O

Sections of the Address form:

1. Click the drop down list to select the role available. Select the Employee from the drop
down list to view.

2. Click the tab to view the various employee pages.

3. Only fields that have box outlines are enabled for updates. Updates/Amendments are to
be input into the ‘Amend To’ column of the form.

For fields that have a detail form, click the detail button (|:|) to input OR select from the
available drop down list.

4. Click the date button to select a date from the calendar.
accepted in the format “dd-mm-yyyy”.

5. Click this tab to toggle between various records.

6. Click the Back button to return to the previous screen.

7. Click the Change History button to view the list of change requests of when employee
details are added, deleted or modified by the employee.

8. Click the Save button to save the input.

Direct data input is also

Online / February 2020
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3.1.4 Education tab

This form displays the highest education record of the employee. Multiple education records may

also be stored here for viewing.

uniTs

Personnel

Education

Fole [Seff

SELECT SYSTEM

EMPLOYEE INFO

| Employee [000010 - Tan Darryl

1@

o Personal Infarmation Other Infarmation Address Education Emergency Contact

[ Degree | Add Mew Record /

Highest Quslification
Cuslification
Qualification Discigline
Clzss / Rank

Institute Name
Country

QOriginal
]

Cegres
Arts

San Dste -

End Diste
Course Mode
Graduation Year
Recagnised
Sponsor Name
Sponsaor Type
Sponsor Status
Sponsor Amount
Bond Start

0.00

Bond End -

Subjects Paszed
Subjects Failed

o

Subject

0
0

Subjects [Hide Details]

Amend To
L5

Tan Darryl
Usar Settings | Sign Out
Empioyze Information = Educstion

Degres

Arts

-- Plzase Select —

= O

- Plzase Select —

[ d

[ Plezse Select —
|
|
|

BB

e

Result

LU L L

Remarks

== Back

| | Changs Histnr!.rl | Saves

Sections of the Education form:

o O

1. Click the drop down list to select the role available. Select the Employee from the drop
down list to view.

wn

Click the tab to view the various employee pages.
Only fields that have box outlines are enabled for updates. Updates/Amendments are to

be input into the ‘Amend To’ column of the form.

For fields that have a detail form, click the detail button (D) to input OR select from the
available drop down list.

4. Click the date button to select a date from the calendar.

accepted in the format “dd-mm-yyyy”.

Direct data input is also

February 2020 / Online

Single user license only, copying & networking prohibited

UNIT4 Asia Pacific Pte Ltd
© 2015 All rights reserved



PROSOFT HRMS Version 8 — Personnel (Self Service) 14

5. Click ‘Add New Record’ to submit a new detail record. The current record being viewed
will be highlighted in yellow.

6. Input text into the text boxes provided.

7. Click the Back button to return to the previous screen.

8. Click the Change History button to view the list of change requests of when employee
details are added, deleted or modified by the employee.

9. Click the Save button to save the input.

UNIT4 Asia Pacific Pte Ltd Online / February 2020
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3.1.5 Emergency Contact

This form displays the emergency contact person for the employee. The emergency contact
person may not have to be a family member.

LG

Tan Darryl
SELECT SYSTEM  EMPLOYEE INFO User Setiings | Sian Out
Emergency Contact Employse Informsation > Emergeney Contact
Role [Seff ~| Employee [000010 - Tan Darryl V| o

o Personal Information Other Information Address Education Emergency Contact

{ Tan Ah Xiong / Add Mew Record / o o

Original Amend To
Mame Tan Ah Xiong [Tan An Xieng |

Relation Father [Father ~]

Email [ |

Home Phone No. | |
Mobile Phone No. 99865153 29865153
Address Line 1 o
Address Line 2 [ |
Address Line 3 [ |
City -]

Postal Code

State | E‘

Country -- Please Select -- V|

Remarks

| <<Back | | ChangeHistory | Save |

o 0 O

Sections of the Emergency Contact form:

1. Click the drop down list to select the role available. Select the Employee from the drop
down list to view.

2. Click the tab to view the various employee pages.

3. Only fields that have box outlines are enabled for updates. Updates/Amendments are to
be input into the ‘Amend To’ column of the form.

For fields that have a detail form, click the detail button (|:|) to input OR select from the
available drop down list.
4. Click the date button to select a date from the calendar. Direct data input is also
accepted in the format “dd-mm-yyyy”.
5. Click ‘Add New Record’ to submit a new detail record. The current record being viewed
will be highlighted in yellow.
6. Click the Back button to return to the previous screen.
7. Click the Change History button to view the list of change requests of when employee
details are added, deleted or modified by the employee.
8. Click the Save button to save the input.

February 2020 / Online UNIT4 Asia Pacific Pte Ltd
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3.2 Update / Amend the Personal Information form
To update / Amend the personal records, go to the Amend To column and input the details.

Units

Tan Darryl
ISRV SEIECT SYSTEM  EMPLOYEE INFO User Settings | Sign Ot
Personal Information Emnpioyee Informatian = Pereonal Information
Role [Seif w| Employe (000010 - Tan Damyl W
Persanal Information | Other Information | Address | Education | Emergency Contact
Original Amend To
Employes Code  DD0D10 0aaa1a
Legin Code
Last Mame
First Mame
Middle Mame
Employes Mame Tan Darmgd Tan Darryl
Alias Mame
Alternate Char Mame
Gender Male Mzle
Title Mr [Mr ”z‘
Maticnality Singaporean [Singaporean |
Identity Mo, STT115418 STT11541B
Birth Dste  12-08-1877 12-03-1877
Birth Place  Singapore |Eingap:-re ||Z|
Age 3Byrs Imths A8 yrs 3 miths
Retire Age 62 A2
Retirement Date  12-08-202% 12-03-2039
Race Chinece [Chinese w|
Dialect Cantonsse ob’ [Hakka ~]
Religion Cathole/Christiznity |cathﬂ|in.'(:hﬁ5tianiw v|
Marital Status ~ Single [Single |
Marrizge Date - &
Mo. Cf Children @ 0
Last Updated [000110] Chia Josline, 10-12-2013 (Tue) 03:08:41 PM
Remarks
| =< Back | | Change History | | Save |
1. An arrow icon highlights the amended data.
2. Click the Save button to confirm the input.
Personal Information
Original Amend To
o Dialect Cantonese Hakka
Remarks | |
‘ Cancel | ‘ Save And Submit Later ‘ | Submit For Approval |
UNIT4 Asia Pacific Pte Ltd Online / February 2020
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17 PROSOFT HRMS Version 8 — Personnel (Self Service)

The changes will be displayed (as above)

Click the Cancel button to undo the action

Click the Save And Submit Later button to save the input and submit later.

Click the Submit Now button to proceed to submit the change request. The form will be
refreshed to display the change request with an arrow symbol.

o gk w

unirs

SELECT SYSTEM  EMPLOYEE INFOD I T
Personal Information Emmloye= Informaton = Personal Informabian
Rola [SeF ~| Empioyae [000010 - Tan Damyl |
Fersonal Informatian Other Information Address Education Emergency Contact
Original Amend To
Emplayes Code  J00010 ooaoig
Login Code
Last Mams
First Mams
Midiz Name
Employes Mame  Tan Damyl Tan Darmyl
AllaE Hame
Altzrnate Char Mame
Gander Male Mala
Ttz Mr M |[=]
Natlonalty  SIngaparean Singaporean |
ldeniity Mo. 577113418 ETT115416
Birth Date 124051977 12-081877
Sirh Flace  Singapare [Singapore | |:|
Age 3IEyrE 3 mihs 3Eyrs 3 mine
Retlre Age G2 62
Retirement Date  12-405-2033 12-08-2032
Race  Chinsss [Chinzse w|
Dlzlzct  Cantonses & [Hakka |
Raliglon  Catholc/Christianity Cathalic/Chnistianity b
Mantal 3aies  Single Single W
Mamage Date - :lE
Mo. Of Children @ j'
Date Stafus

o Nama

Tan Carryl 10-12-2013 02:43:05 PM Submittad
Chila Josllng Fanding
Last Updated [0D0110] Chia Josline, 10-12-2013 (Tue) F3:06:41 PM
Femarke
| == Back | | Change History | | Save | | Cancel Changes |

o

7. The record will display the Pending Approval Detalils.

8. Click the Cancel Change button to undo the submitted request.
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3.3 Add a New Record

unira

Tan Darryl
SELECT SYSTEM  EMPLOYEE INFO User Settings | s ont
Emergency Contact Employee Information = Emergency Contact
Role [Self v| Employee (000010 - Tan Darryl v

| Personal Information I Other Information I Address I Education Emergency Contact |

/ Tan Ah Xiong / Add New Record /

Original Amend To
Name Tan Ah Xiong [Tan Ah Xiong |

Relation Father [Father v

Email |

Home Phone No. |
Mobile Phone No. 99865153 |998651 53
Address Line 1 |
Address Line 2 |
Address Line 3 |

City [-]

Postal Code

State | | E

Country [ Please Select - M

Remarks

| << Back | | Change History | | Save |

1. Click the Add New Record link to open a blank record for input.

UNIT4 Asia Pacific Pte Ltd Online / February 2020
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unira

Tan Darryl
SELECT SYSTEM  EMPLOYEE INFO User Settings | sion ont
Emergency Contact Employee Information = Emergency Contact
Role [Self V| Employes 000010 - Tan Darryl v
| Personal Information | OtherInformation | Address | Education Emergency Contact |

/ Tan Ah Xiong / Add New Record /

Family |-- Please Select --

v
|
Relation [ Please Select — v|
|
|
|
|
|
|

Name

Email

Home Phone No.
Mobile Phone No.
Address Line 1
Address Line 2
Address Line 3
City

Postal Code

State | E

Country | Please Select — v|

Remarks

| << Back | | Change History | | Save |

o 06 O

The Add New Record link to show that you may input data into the blank form.

Input the New Record details in the provided fields.

Click the Back button to return to the previous screen.

Click the Change History button to view the list of change requests of when employee
details are added, deleted or modified by the employee.

Click the Save button to save the input.

arwN

IS

Emergency Contact
Name Tan Sarah
Relation  Sister
Mobile Phone No. 98981234

Remarks | |

| Cancel | ‘ Save And Submit Later ‘ | Submit For Approval |

The changes will be displayed (as above)

Click the Cancel button to undo the action

Click the Save And Submit Later button to save the input and submit later.
0. Click the Submit Now button to proceed to submit the change request.

B oo~
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Tan Darryl
SELECT SYSTEM  EMPLOYEE INFO User Settings | Slon Out

Emergency Contact Employee Information = Emergency Contact

Data saved 30-10-2012 02:03:40 AM

Employee [000010] Tan Darryl

Mame Tan Sarah
Relation  Sister
Mobile Phone Mo. 98981234

AUTO-APPROVED

Name Date Status
Tan Darryl 30-10-2012 02:03:40 AM  Submitted
Auto-Approved 30-10-2012 02:03:40 AM  Approved

Last Updated  [000010] Tan Darryl, 30-10-2012 (Tue) 02:03:40 AM

The form is setup to be auto approved, thus the screen displayed.

Online / February 2020
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3.4 View Change History

List the change records submitted by the employee. This listing also indicates the status of the

request.
Tan Darryl
SELECT SYSTEM EMPLOYEE INFO User Settings | Sign Out
Personnel Records
Employee [000010] Tan Darryl Status | -- Show All - V| Screen |F‘ersona| Information V|

2l
2 records

Screen Date Submitted Remarks Action Last Updated Status
o Personal Infermation 10-12-2013 (Tue) Edit 10-12-2013 (Tue) ?
Personal Information 10-12-2013 (Tue) Edit 10-12-2013 (Tue) s
v Approved % Rejected ?  Pending Approval I Pending Submission

1. Click the Screen form to open the detailed record for viewing.

February 2020 / Online
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UNITS

n business for people

Personnel SELECT SYSTEM  EMPLOYEE INFO

Perzonal Information

Employes

Employee Cods
Login Code
Last Name
First Name

Middle Name
Employes Name
Alizs Mame
Akernate Char Mams
Gendear

Title

Nationality
Identity Mo.

Birth Dat=

Birth Place

Age

Retire Ags
Retirement Dats
Racs

Dizlect

Religion

Maritz] Status
Marriage Dats
M. Of Children

[009010] Tan Darryl

Original
ooogto

Tan Danryl

Male

Tdr
Singaporean
577115418
12-08-1077
Singapore

38 yrs 3 mths
62
12-08-2030
Chinese
Cantongss
Catholic/Christianity
Single

Amend To
]

Tan Darryl

Male

Tan D
umwlasr:ﬂ“ngﬂ

Employes Information = Parsonal Informatian

Mr

ESingaporean

STT11541B
12-D5-1877

|Singapore

35 yrs 3 mths
62
12-DE8-2038

Chingss

Hakka

[Cathalic/Christianity

|5ing|e

Name Status
Tan Darryl 10-12-21M3 03:43:05PM  Submited [
Chia Josline Pending
Last Updated [000110] Chia Josline, 10-12-2013 (Tue) 03:08:41 PM
Remarks
=< Back | | Change History | | Save | | Cancel Changss
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3.5 Employee Info — Reports, Letters

To generate letters, go to Employee Info: Reports, Letters.

The letters are published via the Personnel (Admin) System — Letter Reports.

UNIT:

Tan Darryl
SELECT SYSTEM  EMPLOYEE INFO User Settings | Sion Ot
Letters Employee Information = Letters

o Role | Self | Employee | 000010 - Tan Darryl v

1 record g
Batch Name + Letter No. Letter Name Published
Letter of Confirmation Confirm Letter of Confirmation 14-10-2012 C& o

1. Click the drop down list to select the role available. Select the Employee from the drop
down list to view.
2. Click the magnifying glass to open the letter content to view

Letter of Confirmation

Dear Mr Tan Darryl (Identity Mo. : S77111541),
We have reviewed your six months probation performance with UNIT4 Prosoft Pte Ltd.

In view of the above, we are pleased to inform you that we find your performance satisfactory and you have
been confirmed to the position of Project Consultant with effect from 01-Dec-2004.

Your salary has been revised to SGD1,800.00 per month, with effect from your confirmation date. You shall
receive your payment on or before the 27th of every month.

Your salary will be reviewed every 12 months and increases will be based upon satisfactory performance in
the position.  All other terms and conditions of your appointment will remain the same.

Please signify your acceptance of these terms and conditions by signing this letter and returning it to me at
an earliest convenient time. In case you have any queries, do not hesitate to reach your manager/supervisor.

We congratulate you on your confirmation and wish you well in your position.

Yours sincerely,
General Manager

| accept the company’s terms and conditions and confirm my taking up the position of Project Consultant
from 01-Dec-2004.

Signed

Date:

February 2020 / Online UNIT4 Asia Pacific Pte Ltd
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3.6 User Settings

To view the system settings, click the User Settings link.

Tan Darryl

User Settings | Sign Out

User Settings

| Change Password | | Set Password Question |
Country |Singapore V|
Language |Eng|ish V|
Alternate Language  [Default - English v
Time Zone |(GMT+[18:O[]) Kuala Lumpur, Singapore hd

Show Popup Help

Data Grid

No. Of Records Per Page

Pager Position |On|y show at the bottom of the grid V|
Dashboard
Show Dashboard |-— Please Select -- V|
Appraisal
Show Session Timer o o o
| << Back | | Save | | Save And Close |

1. Input the parameters for default language of system, system time zone, popup help, etc.

2. Input the parameters for data grid, dashboard and tick the check box to activate the
Appraisal system session timer display.

3. Click the <<Back button to return to the main menu.

4. Click the Save button to save the settings defined.

5. Click the Save And Close button to save the settings and return to the main menu.

6. Click the Change Password button to reset web login password. Refer to 3.6.1 Change
Password.

7. Click the Set Password Question button to set the ‘Forget password’ question and
answer. Referto 3.6.2 Set Password Question.

UNIT4 Asia Pacific Pte Ltd Online / February 2020

© 2015 All rights reserved Single user license only, copying & networking prohibited



25 PROSOFT HRMS Version 8 — Personnel (Self Service)

3.6.1 Change Password

Tan Darryl
User Settings | Sign Out

Change Password

Current Password
MNew Passward

Confirm Passwaord

o o0 o0

| <= Back | | Reset ‘ ‘ Save |

PSS AIRE\TESTDATATRAINING Copyright @ 2007 Professional Software Systems Pte Ltd ersion 8.2010.2.23

1. Enter your Current Password, enter the New Password and re-enter your new password
in the Confirm New Password field.

2. Click the <<Back button to return to the main menu.
3. Click on Reset button to clear all fields.
4. Click the Save button to save the changed password.
February 2020 / Online UNIT4 Asia Pacific Pte Ltd
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3.6.2 Set Password Question

Tan Darryl
User Settings | Sign Out

Set Password Question

o Select Question - Plzase Select -- -

Answer

The Password Question feature provides an additional level of secunty to prevent unauthorised changes to your
account. If you forget your password, you will be required to answer your secret question before you will be able
to reset your password

0 O

| << Back || Save | | Save And Close |

PSS AIREXTESTDATATRAINING Copyright @ 2007 Professional Software Systems Pte Ltd Version 8.2010.2.23

Select from the drop down list, an available question. Next, input the answer.
Click the <<Back button to return to the main menu.

Click the Save button to save the settings defined.

Click the Save And Close button to save the settings and return to the main menu.

PwbdPE

3.7 Sign Out

Click on Sign Out link to quit/logout from the system.
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4 Personnel Menu: Approver role

The personnel menu for a staff that is an approving officer is restricted to: Select System, Approval
and Employee Info.

The administrator role will be able to view all options/forms covered under Employee Role. Refer to
3.1 Personal Information Form, 3.2 Update / Amend the Personal Information form, 3.3 Add a New
Record, 3.4 View Change History, 3.5 Employee Info — Reports, Letters, 3.6 User Settings, 3.7
Sign Out.

The following sections will cover the additional forms available to the Approving Officer Role.

4.1 Personal Information Form

The following screen will be displayed upon logging into Personnel. This form displays the menu
view for an Approving Officer. For details, refer to 3.1 Personal Information Form.

UNIiT-

SELECT SYSTEM  APPROVAL  EMPLOYEE INFO Voo Mng‘g'}“ﬂ}ﬂ;
Personal Information Employee Information > Personal Information
Role [Sef ~| Employee [000110 - Chia Josline ][] O sort 8y Neme
Personal Information Other Information Addrass Education Emergency Contact
Original Amend To
Employee Code 000110 ooo110
Login Code
L=st Mame
First Mame
Middle Mame
Employes Mame Chia Josline Chia Josline
Alias Mame
Altermnate Char Mame
Gender Famale Femsale
Title Ms Ms ||Z|
Mationality Singaporean Singaporean v|
Identity Mo. 577112460 577112480
Birth Date  22-10-1877 22-10-1977
Birth Place  Singapore Singapore ||I|
Age 3Gyrs 1mths 28 yrs 1 mths
Retire Age 0O o
Retirement Date  22-10-1877 22-10-1977
Race [~ Please Select - |
Diglect |— Please Salact -- V|
Religion [~ Piease Select — W]
Marital Ststus  Single |Sing|e v|
Marriage Date - [
Mo. Of Children 0 i
Last Updated [HRM] HR Master (Msin), 30-08-2012 (Mon) 03:35:17 PM
Remarks
<= Back | | Change History | | Save
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4.2 Approval — Pending Actions

This menu is for approving officers to view their to-do-list and also allows for delegation of
approving role. Go to Approval: Approver Options, Pending Actions.

4.2.1 Global Approval
Approval may be done globally.

unirs

SELECT SYSTEM  APPROVAL  EMPLOYEE INFO Chia Josline

User Seftings | Sign Out
Pending Actions Approval = Pending Actions
Employee Information

Employee Date Submitted « Screen Description Covering For Status
Tan Darryl 10-12-2013 (Tue) Personal Information

Pending Approval

1. Click on the employee name to open the detail record. Refer to 4.2.2 Individual Approval.

UNIT4 Asia Pacific Pte Ltd Online / February 2020
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4.2.2 Individual Approval
Approving officers may view the details of the change submitted to approve/reject request.

UniT-

SELECT SYSTEM  APPROVAL  EMPLOYEE INFO T T

Personal Information Employee Information = Personal Information

Employee [000010] Tan Darryl

Original Amend To
Dialect Cantonese Hakka
Name Date Status
Tan Darryl 01-11-2012 01:54:31 PM Submitted [
Chia Josline Pending [

Last Updated  [hrm] HR Master (Main), 01-11-2012 (Thu) 01:42:34 PM

o Remarks -

| << Back | | Change History | | Approve | | Reject

0000

Input remarks as required.

Click the <<Back button to return to the main menu.

Click the Change History button to view the list of change requests of when employee
details are added, deleted or modified by the employee.

Click the Approve button to approve the request.

Click the Reject button to reject the request.

wnN e

as
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Upon approval, the screen will be refreshed with the approved status.

UNIT-

SELECT SYSTEM ~ APPROVAL  EMPLOYEE INFO User Settinga| SanOn:
Employee Information = Personal Information

Personal Information
Employee [000010] Tan Darryl
Dialect Hakka

APPROVED
Status

Name Date
Tan Darryl 01-11-2012 01:54:31 PM Submitted
Chia Josline 01-11-2012 02:11:46 PM  Approved

Last Updated  [000110] Chia Josline, 01-11-2012 (Thu) 02:11:46 PM

Online / February 2020
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4.3 Delegation

Approving officers / Supervisors are allowed to delegate the approval duties to another employee.
Go to Approval: Approver Options, Delegation.

UNIT-

SELECT SYSTEM  APPROVAL  EMPLOYEE INFO o Semngg';ias;ﬁg’ﬁ
Delegation (Personnel) Approval = Delegation
Reports
Covering Person « Covering For Role Start Date End Date Actions
000111 - Tay Wendy 000110 - Chia Josling Approver 02-12-2013 31-12-2013 Approve f o
1. Select from the drop down to view All delegation records or only Current records.
2. Click the Add New Record button to create a new record.
3. Click the pencil symbol to edit the detail record.
4.3.1 Add/Modify Delegation
SELECT SYSTEM ~ APPROVAL  EMPLOYEE INFO T Semngg?iasfﬁglﬁ
Delegation (Personnel) Approval = Delegation = [000110] Chia Josline
o Covering Person |[]Cl[]111 - Tay Wendy ||:|’<f o
Covering For 000110 - Chia Josline ]

oRole Supervisor hd

Manage Personal Information Manage Address Records
Actions Manage Other Information Manage Emergency Contact Records
Manage Education Records
Start Date
o End Date

Date Created  [000110] Chia Josline, 11-12-2013 (Wed) 10:23:23 AM
Last Updated [000110] Chia Josline, 11-12-2013 (Wed) 10:25:19 AM

<< Back Save | | Save And Close |

000

1. Input the details for covering person. Click the detail button to select from the employee
listing.

2. Input the details for covering duty of the officer. Select the role, tick the check box for the
required action type.

3. To remove the selected employee, click the brush symbol, to clear. Otherwise, click the
trash bin symbol to delete the record.

4. Input the date range for the duty.

5. Click the <<Back button to return to the main menu.

6. Click the Save button to save the settings defined.

7. Click the Save And Close button to save the settings and return to the main menu.
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4.4 Viewing / Updating Employee Info for Others

Supervisors / Approving officer may be given access to view / update other employees data. The
data viewed is based on the Role selected.

Chia Josline
SELECT SYSTEM  APPROVAL  EMPLOYEE INFO T T

Personal Information

Role [Supervisor v Show [Department v|  [Division M
Fiter  [Employee v o [ Advanced Fitter
3 records =
Code « Employee Name Department Division
o 000010 Tan Darryl TEC - 10 Technical Infotech TEC - Technical
o 000040 Loh Jolin TEC - 10 Technical Infotech ST - Strategic Planning
000210 Tan Da Siong TEC - 10 Technical Infotech TEC - Technical
1. Selectthe Role.

2. Filter and Advanced Filter option will allow the administrator to group the employees for

easy review.
3. Select from the drop down list the preferred reference type to display in the listing.
4. Click the Employee Code or Name to view the personal records. The following screen will

be displayed.
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Personnel SELECT SYSTEM  APPROVAL  EMPLOYEE INFO Tor wn;l';iaﬁﬁsm
Personal Information Employee Information > Personal Information
Raole |Super\lisc\r V| Employee |IJCIECIIIZI - Tan Darryl Vl E O sort By Name
| Personal Information | Other Informaticn |_ Address |_ Education |_ Emergency Contact
Original Amend To
Employee Code 000010 oooo10
Login Code
L=st Name
First Mame
Middle Mame
Employ=e Mame Tan Damyl Tan Darryl
Alias Mame
Alternate Char Mame
Gender  Male Mzle
Title  Mr M- ||:|
Mationality Singaporesn Singaporean |
Identity Mo. S7711541B ETT11541B
Birth Date  12-08-1877 12-08-1977
Birth Place  Singapore Singapore ||:|
Age 30yrs 2 mths 28 yrs 3 mths
Retire Age 62 g2
Retirement Date  12-08-2028 12-08-2038
Race Chinesa [Chinese |
Dialect Canfonese [Cantonese |
Religion  Catholic/Christianity [Catholic/Christianity |
Marital Status  Single [Single |
Mamage Date - |
Mo, Of Children 0 ;I
Last Updated  [000110] Chia Josline, 10-12-2012 (Tus) 02:06:41 PM
Remarks
<<Back || ChangeHistory | |  Save
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5 Personnel Menu: Administrator role

The personnel menu for a staff that is an administrator is restricted to: Select System, Manage and
Setup.

The administrator role will be able to view all options/forms covered under Employee Role. Refer to
3.1 Personal Information Form, 3.2 Update / Amend the Personal Information form, 3.3 Add a New
Record, 3.4 View Change History, 3.5 Employee Info — Reports, Letters, 3.6 User Settings, 3.7
Sign Out.

The following sections will cover the additional forms available to the Administrator.

5.1 Manage

The manage section for the administrator is to be able to view updates submitted by the staff for
approval.

NOTE: Administrators need to go into the Personnel (Admin) System to update/create employee
records.

5.1.1 Change History — Personnel Records
The following is the list of employees and the link to view the Change History records.

uniTA
HR Master {Main)

SELECT SYSTEM  MANAGE  SETUP User Settings | Sign Out

Change History

Role |Administrat0r e Show |Departmenl V| |Divisi0n V|
Filter o [ Advanced Filter °|:| Hide Resignees
271 records g
Code = Employee Name Department Division
000001 Chia Kym Yan CON - 01 Project Management FINANCE - Finance
000002 Yan Soo Kiat GEMN - 02 Management Office HR - Human Resource
000003 Lai Ming Soon HRM - 03 Human Resource SALES - Sales
o 000004 Ong Joseph S0OM - 04 Software Quality Management ST - Sirategic Planning
000005 Loh Soo Lin MKS - 05 Marketing
000006 Ang Cheng Siang QUT - 06 Outsourcing FINAMNCE - Finance
000007 Yeo Hwee Kuan POT - 07 Product Development TEC - Technical
000008 See Pui San TRG - 08 Training & Leaming Dev't ST - Sirategic Planning
000009 Goh Esther SUP - 09 Support Team FINANCE - Finance
000010 Tan Darryl TEC - 10 Technical Infotech TEC - Technical
== =< 12345678910 === Page: 1728 Go

1. Select the Role.

2. Filter and Advance Filter option will allow the administrator to group the employees for
easy review.

3. Select from the drop down list the preferred reference type to display in the listing.

4. Tick the checkbox to exclude resignee records.

5. Click the Employee Code or Name to view the change detail records. The following
screen will be displayed the list of changes.
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UNIT-

sascrssren

Personnel Records

MAMAGE  SETUP

Employee (000010 - Tan Darryl

2
3records

o Screen
Personal Information

Emergency Contact - Tan Sarah

Personal Information

v Approved

UNIT-

HR Master {Main)

User Settings | Sign Out

[[--] O View Al Status [~ Show All - w| Screen [ Show All - v|
Date Submitted Remarks Action Last Updated « Status
10-12-2013 (Tue) Edit 11-12-2013 (Wed) x
10-12-2013 (Tue) Add 10-12-2013 (Tue) v
10-12-2013 (Tue) Edit 10-12-2013 (Tue) v
*  Rejected 7 Pending Approval ! Pending Submission
1. Click to view the detail record and changes done.
HR Master (Main)

SELECT SYSTEM  MANAGE  SETUP

Personal Information
Employee [000010] Tan Darryl

Employee Code
Login Code
Last Name
First Name

Middle Name

Employee Name

Alias Name

Alternate Char Name
Gender

Title

Nationality
Identity Mo.
Birth Date

Birth Place

Age

Retire Age
Retirement Date
Race

Dialect

Religion

Marital Status
Marriage Date
Mao. Of Children

0yrs 0 mths

Hakka

APPROVED

Name

Tan Darryl

Chia Josline

Last Updated

Date

01-11-2012 01:54:31 PM
01-11-2012 02:11:46 PM

Status

Submitted
Approved

[000110] Chia Josline, 01-11-2012 (Thu) 02:11:46 PM

User Settings | Sign Out
Employee Information = Personal Information
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5.2 Setup
This section defines the company / viewing policies for the personnel system. To perform the
function, go to Personnel, Personnel: Setup, Settings.
5.2.1 Approval
The approving officers and covering officers are defined here. Go to Personnel: Setup,
Settings, Approval.
SELECTSYSTEM ~ MANAGE  SETUP HR Master (Main)

Approval (Personnel)

=
1record =

Approval ID Field Name Item Codes Employee Range

1 Screen * All Records

1. Click the Add New Record button to create new record.

User Settings | Sign Out
Setup = Approval
Reports

o Add New Record

- Q

2. Click the pencil symbol to edit the existing details or click the document symbol to copy

the existing details. Refer to next screen.
3. Click the Report link to open up the Approval Setup Reports form.

5.2.1.1 Edit Button

Personnel SELECT SYSTEM MANAGE SETUP

Approval (Personnel)

HR Master (Main)
User Settings | Sign Out

Setup = Approval = 1

approvs! 10 2 2 o
Fieid Name
o Itemn Codes  |*
]
Employee Range Al Records
%
Approvers
o Seq Approver Coverer 1 Caoverer 2 Coverer 3
@[ 1 [#SUP1-SupervisorLevell[.] | I[-] | I | |
B[ ] | =] | |[] | | |
Bl ] | =] | | | |
Bl ]| L] | |[] | L] | |[-]
B[ ] | L | L] | [ | I[]
CC Persons
CC Person
o 2
] [
B I[-]
B | |-
B | =]

Date Created  [0D0001] Chia Kym Yan, 23-02-2010 (Tue) 08:52:35 PM

Last Updated [HRMSG02] 02 HR Master, 02-02-2012 (Fri) 02:31:24 AM

| <= Back | | Save | | Save And Close |

o O O
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=

Input the condition for the approval, eg. base on Screen / Forms. Also indicate the
employee range.

Input the levels of approving officers.

Indicate the levels of CC Persons.

Click the <<Back button to return to the main menu.

Click the Save button to save the settings defined.

Click the Save And Close button to save the changes made and return to the main menu.
Click the trash bin symbol to delete the record or click the document button to copy the
record.

Nouohkwd

5.2.1.2 Copy Button

UniTt
: eople HR Master (Main)

SELECT SYSTEM  MANAGE  SETUP T

Copy Approval (Personnel) Selup = Approval = 1 = Copy

Copy From
Approval ID 1

o Copy To

Approval ID

| << Back | | Next == |

1. Input the Approval ID that you want to be copied to.
2. Click the <<Back button to return to the main menu.
3. Click the Next>> button to continue and input the parameters.
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5.2.2 Transfer Approval Rights

Approving officers rights can be transferred should there be a change of role. From this screen,
the Transfer or Removal of Approval rights can be performed.

UniT-

HR Master (Main)
SELECT SYSTEM  MANAGE  SETUP Ty e e
Transfer Approval Rights Sefup = Transfer Approval Rights

Action @ Transfer Approval Rights (O Remove Approval Rights
OCurrentApproval Persannel 000110 - Chia Josline I:‘Af
New Approval Personnel 000111 - Tay Wendy |:| d

o Fields [V Approvers [ Coverers [ CC Persons
Systems I Personnel [ Attendance

<< Back | | Update Approval Setup

1. Select the preferred Action for change

2. Click the detail button to select the Current Approval Personnel and the New Approval
Personnel that will take over.

3. Click the checkbox to indicate the fields and systems to be updated.

4. Click the Update Approval Setup button to confirm the action or <<Back button to cancel.
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5.2.3 Transfer Pending Approvals

Pending approving action records may also be transferred by the administrator by using this

feature.

Pending approval records will be displayed by default if transfer approval is possible.

Employee Range to be listed can be defined in the query.

Transfer Pending Approvals (Personnel Records)

MANAGE  SETUP

The

HR Master {Main}
User Settings | Sign Out

Setup = Transfer Pending Approvals

Employee Range  |All Records -
Current After Update
[[] Details
Lewvel Approver Cowverers Lewvel Approver Cowverers
[000001] Chia Kym Yan
o [[1 Personal Information 1 |[000008] See Pui San | | 1 |ooo101] Sim Ronnie

Pending Approval

o | Global Update Selected |

1. Click the checkbox to indicate select the record.
2. Click the Global Update Selected to confirm the transfer action.

5.2.4 Coordinator

Coordinators may also be created to help oversee some of the maintenance of employees. Go to

Personnel: Setup, Settings, Coordinator.

UnIiT-

SELECT SYSTEM  MANAGE  SETUP
Coordinator (Personnel)
Search |Code Or Name v
1 record g
Coordinator = Employee Range

000022 - Su Li Lin (Department between 'GEN' and 'GEN')

1. Click the Add New Record button to create new record.
2. Click the pencil symbol to edit the existing details. Refer to next screen.

HR Master (Main)
User Settings | Sign Out

Setup = Coordinator
Reports

o Add New Record

- @
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SELECT SYSTEM MANAGE SETUP

Coordinator (Personnel)

HR Master (Main)
User Settings | Sign Out

Setup = Coordinator = [000022] Su LiLin

Coordinator |000022— Su Li Lin

Employee Range  |(Department between 'GEN' and ‘GEN')

[SESLY s )

SimES

Date Created [HRM] HR Master (Main), 01-11-2012 (Thu) 05:41:51 PM
Last Updated [HRM] HR Master (Main), 01-11-2012 (Thu) 05:42:22 PM

| << Back | | Save | | Save And Close |

© 0 O

Input the coordinator employee code.

Click the <<Back button to return to the main menu.
Click the Save button to save the settings defined.

ogkrwnE

Click the trash bin symbol to delete the record

Input the employee range that the coordinator is in charge of.

Click the Save And Close button to save the changes made and return to the main menu.
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5.2.5 Email Template

The system has a list of email templates that may be used when sending out natifications /
reminders to the persons in charge.

UniT-

HR Master (Main)
SELECT SYSTEM  MANAGE  SETUP User Sutinga] Som out
Email Template (Personnel) Setup = Email Template

20 records g

Code Name Field Name Item Codes

PERSubSelf Personnel Data Submission By Employee Add Mew Template  Edit Default
PERSubOnBehalf Personnel Data Submission (On Behalf) Of Employee Add Mew Template  Edit Default
PERSubCC Personnel Data Submission CC Notification Add Mew Template  Edit Default
PERSubNtfEM Personnel Data Submission (to notify employee when submitted on his/her behalf) Add Mew Template  Edit Default
PERCancel Personnel Data Invalidation {\While Record Is Pending Approval) Add Mew Template  Edit Default
PERApprSingle  Personnel Data Approval Add Mew Template  Edit Default
PERApprMultiple Personnel Data Approval (Multiple) Add Mew Template  Edit Default
PERAppritf Personnel Data Approval Notification Add Mew Template  Edit Default
PERAppritfEM Personnel Data Approval {to notify employee after each stage of rejection) Add Mew Template  Edit Default
PERApprCcC Personnel Data Approval CC Notification Add Mew Template  Edit Default
PERRejSingle Personnel Data Rejection Add Mew Template  Edit Default
PERRejMultiple  Personnel Data Rejection (Multiple) Add Mew Template  Edit Default
PERRejNtf Personnel Data Rejection Notification Add Mew Template Edit Default
PERRejNtfEM Personnel Data Rejection (to notify employee after each stage of rejection) Add Mew Template  Edit Default
PERRejCC Personnel Data Rejection CC Notification Add Mew Template  Edit Default
PERApprFinal Personnel Data Final Approval (To Employee) Add Mew Template  Edit Default
PERApprFinalNtf Personnel Data Final Approval Notification Add Mew Template  Edit Default
PERRejFinal Personnel Data Final Rejection (To Employee) Add Mew Template  Edit Default
PERRejFinalNtf Personnel Data Final Rejection Notification Add Mew Template  Edit Default
PERApprautoCC  Personnel Data Auto Approved Add Mew Template  Edit Default

5.2.6 Delegation
Refer to 4.3 Delegation for more details
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5.2.7 Field Access

The administrator can decide what are the read / write access to the fields to be displayed.
Making fields compulsory for data input and subject to approval may also be defined for the
employee, supervisor and approving officer.

unira

SELECTSYSTEM  MENAGE  SETUP A S: ngi:EEﬁ

Field Access (Personnel) Sstup > Field Aocess

Reports

I rzcords &
Screen Enabled
Personal Information fes &
Other Information Yes F
Employment Mo &
Assignment No &
Statutory (Singapore) Mo &
Salary Mo &
Wark Calendsr No &
Atendance o #
Others Mo &
Identity No &
Address fes &
Education Yes &
Emergancy Contact Yes #
Famity No &
Achiswement Mo F
Auctivity o &
Agpraisal No &
Astachment Mo F
Certification Mo &
Clinic No &
Cantract o &
Driving License Mo &
Employment History No &
Incident o #
Insurance Mo &
Inventary No &
Job Description Mo &
Language Na &
Loan o #
Medical No &
Membership Mo F
Misconduct o &
Mational Senvice (Singapaore) No &
Szcondment Mo &
Training Mo &
1. Click on the pencil to open the form to define the required parameters.
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unirs

HR Master (Main)
ZE1EH TS LhEE EELE Uger 2attinge | Blgn Ouwt
Field Access [Personnel) Setup > Fleid Access = Personal Informatian

Screen  Personal Infarmatian
Show Changed Data In Emal [
Alow Delegation A

o Zubmisslon Meseaga

Instruciion Mesgaga

d=q Flald Hama Fend Anoscc Wirltes Aooasc Compuleony Require Approval
IE Empicyms Code I:”E
(2 oo —
- —
- —
[ 50 oo name |
Emgpicyes NEme I:lm
Alles Name [ | o

o atzrmste Snar Name — o o

—
; = E [ — | —
[0 wetionairy C 1] F |[=] [es | [=s |
[ e E—
Birm Date —
i Flacs E =] B |[] [Te=s | [fes V
(150 aae B
Rt Age R |
Fatimmant Date |:”Z|
e ; =F [ e— —
Comimct F = F |[=] [Fes ~| [z |
Retglan E | E |[=] [¥es ] [Ye= V|
[210 oo Btens F = F |[=] [res | [Yes |
@ Mamiege Dete [* |E [* |E |es | [Yes |
I

M. Of Chilldren

C |- E |[-] [e ~] [ves >

Last Updated  [HRM] HR Master (Maln), 11-12-2013 (Wad) 10:15:10 AM

| =<Bacx | | Sawe | | SaveAndClos= |

o O

Input the parameters for the specific form.

Sequence order can be changed as preferred.

Click on the detail button to access the Read / Write Access user list.

Indicate if the field is compulsory for input.

Indicate if the field requires approval.

Click the <<Back button to return to the main menu.

Click the Save button to save the settings defined.

Click the Save And Close button to save the changes made and return to the main menu.

©ONoO~WNE
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5.2.8 Read / Write Access form

Tick the check box to indicate the respective user permission for the form viewing.

Code Name
] SELF Employes
] SUP Supervisor
] APRI Immediate Approver
] HOCC Head Of Cost Centre
] HOD Head Of Department
] HOV Head Of Division
] CR Coordinator
¥l Select Al
Cancel | |  OK

Note:

The Field Access for various pages will have a different top section from the Personal Information

Screen (see below)

unirs

sazcr s

Field Access (Personnel)
Screen
Show Changed Data In Email
Allow Delegation
Enabled
Accessible By

Submission Message

Instruction Message

Seq Field Name

MANAGE SETUP

Other Information

HR Master (Main)
User Settings | Sign Out

Setup = Field Access = Other Information

O
VI
VI
E [
Read Access Write Access Compulsory Require Approval

UNIT4 Asia Pacific Pte Ltd
© 2015 All rights reserved

Online / February 2020
Single user license only, copying & networking prohibited



45 PROSOFT HRMS Version 8 — Personnel (Self Service)

5.3 Field Access Screen Pages

5.3.1 Personnel

UNIT

r business for people

Personnel SELECT SYSTEM ~ MANAGE ~ SETUP User Seﬂ:n:E nggmnou;
Field Access (Personnel) Setup * Field Ancess » Personal Information
Screen  Personal Information
Show Changed Data In Email [
Allow Delegation ]
Submission Message  [Please provide supporting documentstion as proof. Thank you.
Instiruction Message  [* There will be Approval for the input submitted. =

Seq  Field Name Read Access Write Access Compulsory Require Approval
Enooe ot —
g —
[39] asthame —n
Frsttiame —
(e wadename R
Ereioyee s —
i e —
Bhemate Crar Name N
cencs R
Title |‘ ||Z| |‘ ||Z| |Nc- v| |‘f’es vl

110]  Nationality [ =] E |[] [res | [res v
sty No. N
s O N
Birth Flacs |‘ ||Z| |‘ ||Z| |YE5 v| |‘f’es vl
bos I
RsreAge N
Retrament Dae N
Race |‘ ||Z| |‘ ||Z| |YE5 v| |‘f’es vl
Diizlect |" ||Z| |" ||Z| |Ye5 vl |‘r’es v|
Religion [ ||Z| [ ||:| [Ves | [es |
Wizital Siztus C I[-] [ |[-] [Yes v| [ves |
Mamiage Date |‘ ||Z| |‘ ||Z| |YE5 v| |‘f’es vl
ho. OF Chikiren E =] E |[=] [ | [r== v

Last Updsted [HRMSG08] 08 HR Master, 05-03-2013 (Fri) 09:28:28 AM
<<Back | | Ssve | | SsveAnd Close
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5.3.2 Other Information

unirs

08 HR: Master
Personnel SELECT SYSTEM MANAGE SETURP User Seftings | Sign Out
Field Access (Personnel) Setup » Fizld Aczess » Other Information

Screen  Crther Information
Show Changed Data In Email [
Allow Delegation [
Ensbled [
Accessible By [f =]
Submission Messsge

Instruction Messsge [+ This page of information is for VIEWING only. *

Seq  Field Mame Read Access Write Access Compulsory Require Approval
Height zm) [ ||Z| [ |II| [Me w| [~ Plesse Sal |
[ 20] wisight (k) F = |[] [me w| [~ Pleaze Sel v]
El Blood Group |" ”:l | ||:| |No v||—FIeaseSeI vl
Health State [ = |[] [Me +| [~ Flease Sel |
Email [F ||Z| [ ||Z| [Me w| [~ Please Sel v|
Personal Email |" ||:| | ||:| |No v| |—F|EEISE Sel vl
Home Phone Na. [ =] | |[] [Me | [~ Flease Sel v|
Motilz Phons ho. [ = |[] [Me w| [~ Flease Sel |
Office Phans No. F I |[] [me [~ Pleaze Sel v|
Office Ext No. [ =] |[] [Mo w| [~ Please Sel v

Last Updatad  [HRMSGDE] 02 HRE Master, 08-03-2013 (Fri) 020 30:01 AM

=<Bsck | | Sswve | | SaveandClese
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5.3.3 Employment

UNIT

business 1o

Personnel

people

Field Access (Personnel)

o] el sl 2 el el o]

Screen

Allow Delegation
Enabied
Accessible By

Instnuction Message

Field Name

Country

Company

Join Date

Initizl Jain Date
Confirmation Due
Confirmation Date
Senicz Length

Previous Work Experience
Work Experience To-Date
Rezsign Tender Date

Exit Intznview Date

Last Cay of Work

Rzsign Date

Resign Resson

Resign Rating

Previous Employee Code

Last Updated

SELECT SYSTEM ~ MANAGE  SETUP

Employment

08 HR Master
User Seftings | Sign Out

Setup = Field Access = Employrment

<< Back

Save

| | Save And Close
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5.3.4 Assignment

UNIT

business 1o

Personnel

people

Field Access (Personnel)

-
=]

BEREEEEAAENANENAY

Serean

#Allow Delegation
Enabled
Apgessible By

Instruction hMes=age

Field Name

Division

Cast Centrz
Section
Group

Deesignation

Classifization
Emplayee Typs
Band

Job Group
Leave Grade
Medical Scheme
Fay Group

Main Supervisor
Contract Type

Last Updsted

SELECT SYSTEM  MANAGE  SETUP

Assignment

08 HR Master
User Settings | Sign Cut

Ss=tup » Field Access = Assignment

== Back

| | Save And Close
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5.3.5 Statutory (Singapore)

unirs

Personnel SELECT SYSTEM  MANAGE  SETUR User WI;E ngm
Field Access (Personnel) Sztup > Field Access > Stabwiory (Singapors)
Screen  Statutory (Singapore)
Allow Delegation [
Ensbled [
Accessible By | ||Z|
Instruction hMesssge
Saq  Field Name Read Access
Urion rgaristn —
[20] Union St e —
(2] unionEndDte —
e T S
[50]  Mom Occupston E—
MOMOswpsboncrese ]
NOM Enployes Tyse —
NOM Catzgory R
e Empoyee Tyee —
P Mavod —
Levy Type R |
PR Issus Date E ]
[ 135 PR Expiny Date I | B
Funds R |
Last Updated -
<<Bsck | | Sawve | | SaveAnd Ciose
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5.3.6 Salary
UNIT4
business for people
08 HR Master
SELECT SYSTEM ~ MANAGE  SETUP e e
Field Access (Personnel) Setup = Field Access = Salary
Screen  Salary
Allow Delegation
Enabled []
Accessible By | |E|

Instruction Message

Warning: Employee salary will be visible in the e-Personnel via web browser.
Ensure the appropriate Roles are selected in the Read Access.

Field Name Read Access

Pay e E—
Pay Type [
Bank Code (ist) . E=
Bank Branch (1st) 1
Bank Account No. (1s) L E
Bank Code (2nd) L E
Bank Branch (2nd) L E
Bank Account No. (2nd) 1
Salary Fixed 1
e I
sa Guos I

£

|| =
[Sp R -] [Sa] R =
(=R ] (=] [=] oD O

160| Salary Grade |:||:|
70 Reason ]
0  Remarc ]
Last Updated -
<< Back | | Save | | Save And Close
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5.3.7 Work Calendar

Personnel SELECT SYSTEM  MANAGE  SETUP
Field Access (Personnel)

Screen  Work Calendar
Allow Delegation
Enabled [

Accessible By |

08 HR Master
User Settings | Sign Out

Setup = Field Accesz > Work Calendar

Instnuction Message

Seq  Field Hame

Calendar Code

Last Updsted -

02 HR Master
User Settings | Sign COut

Setup = Field Access = Atendsnces

=< Back | | Save | | Save And Close
5.3.8 Attendance
business 1or pecple
Personnel SELECT SYSTEM  MANAGE  SETUP
Field Access (Personnel)
Screen  Attendsnce
Allow Delegation ]
Enabled []
Accessible By | ||:|
Instruction Message

Seq  Field Name Read Access
e umbe —
Clock: Fiag I
Ciosis I
Bresk Cods L
[eg] Omemecoue —

110 #OverimePayableSetings 1=

120 #latenessDeductibleSetings | ][]

130 #UnderimeDeductbleSetings | |[]

49 FTmasinens —

Last Updated -
=<Bsex | |  Sswe | [ SeveAndClese
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5.3.9 Others
SELECTSYSTEM  MANAGE  SETUP 08 HR Master

User Settings | Sign Out
Field Access (Personnel) Setup = Field Access = Others
Screen  Others
Show Changed Data In Email  []
Allow Delegation
Enabled []
Accessible By | ||Z|

Submission Message

Instruction Message

Seq Field Name Read Access Write Access Compulsory Require Approval
Residence Location | ||:| | ||:| [ Please Sel V| [ Please Sel V|
Entry Interview | ||:| | ||:| [ Please Sel V| |- Please Sel V|

Last Updated -
<< Back | | Save | | Save And Close
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5.3.10 Identity

0% HR Master
[FrSNeSSS cOECTSYSTEM  MANAGE  SETUP User Setfings | Sign Out

Field Access (Personnel) Setup > Field Access > Identity

Screen  Identity
Show Changed Data In Email [
Pllow Delegation 7]
Ensbied [

Accessible By | =]

Submission Message

Instruction hMesssge

Seq  Field Mame Read Access Write Access Compulsory Require Approwval
Identiy Type F =1 F |[--] [ Plesse Sal w| [ Please Sel v
[ 20] identiy No. F =] F |[.] [= Plessz Sal | [= Please Sel v
[ 20 Igentiy Class [ =] E |[--] [~ Please Sal w] [~ Pleas= Sal v
Mew |ssue |" ||:| |" ||:| |—F'Iease Selv”—FIF_-HSEEEIvl
[ 50| t=suing Country F 1T |[--] [ Plesse Sal w| [ Flease Sel v
Date Issued F =1 |[--] [= Pleass Sal w| [~ Please Sel v
Date Of Expiry [ =] E |[--] [~ Plesse Sal w| [~ Flease Sel v
Date Cancelled F =] F |[--] [~ Please Sl w] [~ Flease Sel v
Date Applicstion F =1 F |[--] [= Please Sal w| [~ Please Sel v

Last Updated -
<<Back | | Seve | | SaveAndClese
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5.3.11 Address
02 HR: Master

Personnel SELECT SYSTEM  MANAGE  SETUP

Field Access (Personnel)

Secrean

Show Changed Dsts In Email
Allow Delegstion

Enabled

Appessible By

Submission Message

Instnuction Message

Field Name
Main Address
Start Date
Address Type
Use Block Prefi
Block No.
Street Name
Floar No.

Unit Mo.
Building Name
city

Postsl Code
State

Country
Address Line 1
Address Line 2
Address Line 3

ol ]zl 2lellslell o]l ]

Last Updstad

i -]

User Settings | Sign Out

Setup = Field Access = Address

FPlease provide a copy of your new address to HR. Thank you.

- Enter address as indicated.
- Start date is effective date of address usad.
* There will be Approval for the input submitted. *

Read Access Write Access Compulsory Require Approval
L =] E ] [rres | [res |
F ||Z| F ||I| |YE5 v”‘(es vl
[ |[=] E |[] [Ves v [res |
P ||Z| P ||I| [Ma | [es |
[ [ E |[] [Ne | [res |
- o F [ — | r—
[+ =] |[=] [Me | [es |
c [ E |[] Mo v [res |
" ||Z| " ||Z| |No v”‘r’es vl
B |[=] E [ [rres v | ['res |
B I F |[=] [Yes | [res |
E |[] E |[] [No | [res ~
L =] E ] [rres | [res |
F ||Z| F ||I| |YE5 v”‘(es vl
[ |[=] E |[] [Ne v [res |
P ||Z| P ||I| [Ma | [es |

[HRMSGD2] 02 HR Master, 08-03-2013 (Frij 02:30:22 AM

[ =<Baex || Seve | | Sawe And Close
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5.3.12 Education

n business fo

Personnel

Field Access (Personnel)

Screan

Show Changed Data In Email

¥

21

(=]

BEEEEEEEEERANANAAAR

Allow Delegation
Enabied

Accessible By
Submission Message

Instruction Messsge

SELECT SYSTEM  MANAGE  SETUP

I[-]

03 HR: Master
User Settings | Sign Out

Satup = Fizd Accesz = Education

Flease give HR a copy of your education certificates.

* There will be Approwsal for the input submitted. *

Field Mame
#3ubjects
Highest Qualification
Qualification
Qualfication Discipling
Cls=s | Rank
Instituse Mame
Country

Start Date

End Date
Course Mode
Graduation Year
Recognized
Eponsor Name
Spaonsor Type
Sponsor Staus
Sponsor Amount
Bond Start
Bond End
Subjects Passed
Subjects Failed

Last Updated

Write Access

|- E =

Compulsory Require Approval

|

; E[: [ — r—
[ =] |[--] [res= w|[ves v|
E =] E |[.-] [ves v [Yes vl
£ [ E -] [Me v [ves v|
E -] E |[.-] [ves v [Yes vl
E [ B |[.-] [¥es v [Yes v
E =] E |[] [ves v [res vl
; I F B —
- = B ——
[ ||Z| [ ||Z| [es w|[es |
[ =] |[] [~ Plesse Sl w| [~ Please Sel v
[ ||Z| [ |II| [ Pleszz 52l w| |- Please Sel |
|‘ ||Z| | ||Z| |—F'Iesse Selv”—FIeuseEelv|
|" ”:l | ||:| |—F'Iease Selv”—FIeaseEelvl
[ =] | |[...] [= Fiease Sel w| [~ Please Sal v
[F ||Z| [ ||Z| [ Pizaze 52l w|[- Please Sal v|
|" ||Z| | ||Z| |—F'Iesse Selv”—FIeaseEelvl
[ =] | |[--.] [~ Plesze Sal | [~ Flease Sl v
[ = |[--] [~ Please Sal «] [~ Pleas= Sel |

[HRMS3E02] 028 HR: Master, 02-03-2012 (Fri) 09:20:32 AM
| ==Back || Sawe | [ SaveandClose
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5.3.13 Emergency Contact
n business for people
02 HR: Master

Personnel SELECT SYSTEM ~ MAMAGE  SETUP

Field Access (Personnel)

Secreen

Show Changed Data In Email
Miow Delegation

Enabled

Accessible By

Submission Message

Instruciion Message

Field HName
hame

Relation

Ernail

Home Phene Mo,
Motile Phone No.
Address Line 1
Address Line 2
Address Line 3
City

Postsl Cods
State

Country

HERRNANANANAY;

Last Updated

Emergency Contact
O

E I[-=]

User Seffings | Sign Out

Sswp * Field Access = Emergency Contact

Please input Emergency contact person.

* There will be Mo Verfication / Approval for the input submitted. *

Please input Emergency contact person.

* There will be Mo Verfication  Approval for the input submitted. *

Read Access Write Access Compulsory Require Approval
§ ] E |[--] [res v| [No v|
] ] E |[-] [res v| [No v
L ] E |[-] [Me | [Ne v]
E -] E |[-] Mo v| [Ne v
; I |[-+] [res v| [No v
L ] E |[--] [Me v| [No v|
L =] E |[-] [Fe v| [Ne v
P ||Z| P HZ‘ [Mo w| [Me |
§ |[-] |[] [Me v| [No v|
§ =] E |[] e v| [No v
P ||Z| P HZ‘ [Mo w| [N v|
£ L= E I[.-] [ v [Me vl

[HRMSG02] 02 HR: Master, 08-03-2013 (Fri) 09:28:03 AM

sBack | | Ssve | | Save And Close
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5.3.14 Family

1 business fo

unIT4

Personnel
Field Access (Personnel)

Show Changed Data Im Email
Aliow Delegation

el el el o sl o elele] € s]] 8

]
-
[=]

Submission Message

Instruction hMesssge

Field Mame

Relation

Degendant

Gendar
Mationality

ldentity Type
ldentity Mo.

Birth D=te

Dte OF Intent {Adoption)
Birth Place

Blood Group

Date Of Decesse
Qualification

Crecupation

Emgloyer

Wrk Place

Address Li
Address Li
Addresz Li
City

Postal Code

State
Country

Home Phane Moo
Meakile Phone Mo,

Remarks

SELECT SYSTEM  MANAGE  SETUP

Screen  Family

OrO

Enakbled

Accessible By

0% HR Master
User Settings | Sign Out

Zetup = Figld Access * Family

Compulsory Require Approval

|- E

||:| |— Pleaze Sel vl |—Fleuse Sel v|

] E

||:| |— Please Sel vl |—F'Iease Sel vl

|- E

|[--] [~ Please Sal w| [~ Flease Sal v

|- E

|[--] [~ Plesse Sal ] [~ Flease Sel v

I[-=]

||Z| |— Plzase Sel v| |—F|EEISE Sel vl

|-

|II| |— Please Sel vl |—F'Iease Sel vl

|- E

|[--] [~ Pleas= Sal w] [~ Fleas= Sal v

I[-]

|[-] [~ Plesse Sl w] [ Flease Sel v

I[-] |

||I| |— Please Sel vl |—F'Iease Sel vl

|- E

||Z| |— Please Sel vl |—Pleuse Sel v|
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5.3.15 Acheivement
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5.3.16 Activity
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5.3.17 Appriasal
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5.3.18 Attachment
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5.3.19 Certification
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5.3.20 Clinic
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5.3.21 Contract
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5.3.22 Driving License
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5.3.23 Employement History
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5.3.24 Incident
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5.3.25Insurance
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5.3.26 Inventory
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5.3.27 Job Description
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5.3.29 Loan
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5.3.30 Medical
business 1 eople
Personnel SELECT SYSTEM  MANAGE ~ SETUR
Field Access (Personnel)
Screen  Medical

Show Changed Dsts In Email [
Allow Delegstion [
Ensbled [

Aocessible By |

08 HR Master
User Seftings | Sign Out

Setup ® Figld Access = Medical

Submission Messsge

Instnuction Message

Require Approwval

||Z| |— Please Sel v| |—F"Iease Sel vl

||I| |— Please Sel v| |—F'Iease Sel vl

|[--] [~ Pizss= Sal w] [ Fleas= Sal v

||:| |— Plzaza Sal v| |—F'Iease Sel vl

||Z| |— Please Sel v| |—F'Iease Sel vl

||Z| |— Flzase Sel v| |—Pleuse Sel v|

Seq  Field Hame Read Access Write Access Compaulsory
Medical Condition [ =1 F
[ 20]  Descrption E =] B
| 2] Tyee E =] E
Check-Up Date [ =] F
[ 50| MextCheck-Up Date [ =] F
Femarks F =] E
Last Updated -
s<Bsek | | Sewe | | SaveAnd Close

UNIT4 Asia Pacific Pte Ltd
© 2015 All rights reserved

Online / February 2020

Single user license only, copying & networking prohibited



73 PROSOFT HRMS Version 8 — Personnel (Self Service)

5.3.31 Membership
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5.3.32 Misconduct
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5.3.33 National Service (Singapore)
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110]  Rating [ =] E |[--] [~ Pizas= Sl v| [~ Flease Sel v|
Mob Code-1 E =1 F |[-] [~ Piease Sel »] [~ Flease Sel v
Mob Code-2 P 1T |[--] [ Pizase Sel v| [~ Please Sel v
Next Resenist Date E =] |[---] [ Piesse Sl »| [~ Flease Sel v|
End Datz | =] |[--] [~ Pizas= Sl v| [~ Flease Sel v|
210 #PPTR=cords | =]
Last Updsted -
<<Back | | Sawe | [ SaveAndClose
February 2020 / Online UNIT4 Asia Pacific Pte Ltd

Single user license only, copying & networking prohibited © 2015 All rights reserved



PROSOFT HRMS Version 8 — Personnel (Self Service) 76

5.3.34 Secondment

Personnel SELECT SYSTEM  MANAGE — SETUP uﬂrw,,?ff'ii:fnﬂ
Field Access (Personnel) Setup > Figld Aocess * Sscondment
Screen  Secondment
Allow Delegation [
Enabled []
Accessible By | |E|
Insinuction Message
Seq  Field Name Read Access
s Dae —
EndDate —
Type R |
Company N |
| 50| Locaton (R | E
Degartment R |
esgnaten —
Salary N |
Aovrce E—
Remarks E E]
Last Updated -
<<Back | | Ssve | | SeveAndClose
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5.3.35 Training

UNIT4

n business for people

08 HR Master
Personnel SELECT SYSTEM  MANAGE  SETUP User Settings | Sign Out

Field Access (Personnel) Setup * Figld Access > Training

Screen  Training
Show Changed Dsts In Emsil [
Allow Delegation
Ensbled [
Accessibie By | I[-]

Submission Messags

Instruction Message

Seq  Field Name Read Access Write Access Compulsory Require Approval
Institute Mame | I[=] ] |[-=] [ Flesse Sl v| [~ Fiesse Sal v|
Course Code | ||Z|| HZ‘ |—F'|EEEESE|V||—F'|EEIEESE| vl
Location | ||:|| ”:‘ |—F"IEE|5eSer||—F‘IesEESEI v|
Planned | |[=] ] |[-=] [~ Flease Sel | [ Fiease Sal v|
Sponsored | ||Z|| ”z‘ |—F"IEE|5eSer||—F‘IesEESEI v|
Nature of Training | ||Z|| HZ‘ |—F'|EEEESE|V||—F'|EEIEESE| vl
Full Tim / Fart Time | I[=] ] |[] [~ Flease Sel w| [~ Fiease Sel v|
Durstion in Hours [ |[=] ] |[==] [ Flease Sel v | [~ Fiease Sal v|
Duration in Days | ||Z|| |E| |—F’IEE|5eSer||—F‘IessESEI v|
Duration in Years | ||Z|| ”Z‘ |—F"|EEEESE|V||—F|EEEESE| v|
Apglication Date | I[=] ] |[] [~ Flesse Sl v [~ Flease 5el v |

120| Commencement Date [ |[=] ] |[==] [ Flease Sel v | [~ Fiease Sal v|
Completion Date | 1= |[-=] [~ Flease Sel w| [~ Fiease Sel v|

130| ExamDze [ |[=] ] |[-=] [ Flease Sel v | [~ Fiesse Sal v|
Approved By [ ||Z|| ”Z‘ [ Plesse Sel v | [~ Fizase Sel v |
Approved Date | |[=] ] |[-=] [~ Flease Sel v | [~ Fiease Sal v |

160| Course Status | ||Z|| |E| |—F'IEE§ESEIV||—F‘IE35ESEI vl
Results | ||Z|| ”Z‘ |—F’IEE5&SEIV||—F‘IE=!EESEI vl

180] Bond Value | |[=] | |[-=] [~ Flease Sel | [~ Fiease Sal v |

| ||
| |[] |
| [ |
| |[] |
| ||
| |[=] |
| =]

Bond Duration in months |[-=] [~ Flease Sel | [~ Fiease Sel w|
Bond Start |E| [ Plesse Sel v | [~ Pizase Sl v |
Bond End |[-=] [ Flesse Sel v | [- Fiesse Sal v|
Registration Fez |[-=] [~ Flease Sel | [ Fiease Sal v |
Registration Fes (Tax) |[==] [~ Flease Sel | [~ Fiease Sel w|
Memberzhip Fee |[-=] [ Please Sl w| [ Fiease Sel v |
Membership Fee (Tax) |[] [ Flease Sel w| [~ Fiease Sel v|
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&

EHOREEREEREBERREE
(=] IR [=Ri=1L=2|k=]

Course Fee

Course Fee (Tax)
Exam Fes

Exam Fes (T

Crither Fes

Crther Fee (Tax)}
Accormmodation Caost
Accommedation Cost {Tax)
Transport Allowiance
Transporn Allowance (Tax}
Meal Allowsnos

Meal Allowancs (Tax)
Total Cost

Total Cost {Tax)

SDF Percentage

SOF Amount Applied
SOF Agplication Date
SOF Reference Mumber
SOF Amount Apgroved
SOF Approval Cats
SOF Clzim Date

SOF Receipt Date
Remarks

e
-y
(=]

HREER

Last Updated -

— Please Selw| [— Plezse Sal v |

- FPlease Selvl |— Flagse Sel vl

- Please Selvl |— Pleaze Zel vl

- Please Selvl |— Please Sel vl

- Flease Selvl |— Pleaze Zel v|

-- Pleasze Selv| |— Plaase Se v|

- Please Selvl |— Please Sel vl

- Flease Selvl |— Pleaze Zel vl

- Plesse Sel v | [~ Please Sel v |

- Please Selw | [~ Plazse Sal v |

-- Please Selv| |— Please Sel v|

(R R/ B 0

- Please Selvl |— Please Sel vl

|

||Z| |--F'Iease5elv| |— Please Sel vl

||Z| |--F"|EEEESE|V| |— Please Sel v|

||Z| |--F"|EBEESE|V| |— Pleaze Zel vl

|[=] [~ Flease Sel « | [- Fiezse Sel v |

||Z| |——F"IEE|EESEIV| |— Please Sel v|

||Z| |--F"|EBEESE|V| |— Pleaze Zel vl

|[-=] [~ Flease Sel v | [- Fiezse el v |

||Z| |--F"IF_-aseSer| |— Please Sel vl
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||Z| |--F"|EBEESE|V| |— Pleaze Zel vl
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