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PENGESAHAN DATA

. Membaolehkan pegawai dan kakitangan untuk meneliti, mengesahkan
dan membetulkan jika perlu data peribadi, perkhidmatan dan baki cuti
mereka melalui GEMS samada dengan menggunakan akses EG-
Bandwidth, Zize Lovernment Netwark (06N) atau Internet

. Membolehkan pengguna HR melihat maklumat terkini pegawai dan ka-
kitangan dan membuat perubahan bagi mana-mana maklumat yang
tidak betul di dalam GEMS setelah proses Pengesahan Data dijalankan
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Pengesahan Data Peribadi dan Perkhidmatan

GENS Help Centre

1. Klik “Self Services “ Miliks SelectOne:  +

Welcome GEMS Help Centre
g ease click here or on "GEMS Help Centre"
_. wutiog link at the top right-hand corner to get help on
b Worddorce Development IAssalaamu'alaikum warrahmatullah dan salam sejahtera, (GEMS finctionaliies.
b Set Up HRMS
b SetUpELW '
b My Content Welcome to GEMS! New
b Content Management .
gﬂnﬂdﬁﬂ " Towards Excellent, Interactive and Integrated Public Service g‘;‘ﬂfgﬁ;d Training on Absence Request
P in line with 21t Century's Civil Service Vision' ‘
= Change My Password * Absence Request (Malay Guide)
= My Personalizations GEMS IS YOURS. We provide Security, Reliability and Conveniences to your Data and your HR
- My System Profile needs.
GEMS is used throughout all the Ministries and Departments with effective Data Sharing
Discussion Forums 2 Quick Link Bo
No Discussions available If you encounter any problems, you must first browse at GEMS Help Centre =il
OR E-mail My Calendar
Contact your GEMS Trainer/ GEMS Change Agent Pavsii My Beneits
If problem persists, please contact GEMS Helpdesk at 2382407 or email at My Performance My Learnin
gems.helpdesk@psd.gov.bn My Careers Wy Reports
My Surveys My Time & Attendance
Team Learning Request Absence
Warmest regards
GEMS Management By Exam Results
My Leave Balance -]
GEMS News =N |38
new Data Verification for Government Employees
|Ab: Balan f30/09/2012
\Assalamualaikum/ Salam Sejahtera, e Saes s ¢ S
[If you view your Absence Balances, your leave balance|
On behalf of GEMS Management Team, we would like to introduce GEMS Data Verification | |of Annual Enittement is as of 30/09/2012. Should you
Process, where government employees are able to verify and confirm their Personal and Job | moticed that the leave balance is not correct, please
data in GEMS and confirm that the information is correct and up to date. consult your GEMS Fuman Resource Specialist
|Absence (HRS Absence) at your Administration
Section.

|At this moment, this process is released to all departments under Prime Minister’s Office and
will soon be released to other ministries. Mass briefing and roving activities to walkthrough
the data verification process with every ministries and departments will be inform at a later
date.

ITo access the quick guides for Data Verification, please click here.

Should you have any enquiries, please contact GEMS Helpdesk.
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Pengesahan Data Peribadi dan Perkhidmatan
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WTHLLONT WIERACTIE MMM

v Self Senice |
) Room Booking
) Time Reporting
) Personal Information
) Payroll and Compensation
) Benefts
) Learing and

Development
) Learning
) Performance Hanagement
) Recnuiting Actvities
) Atiendance
= Verify Employee
Information

= Review Transactions

) Recruting

 Global Payroll & Absence
Mgmt

) Workforce Development

) SetUp HRIS

) SetUp ELN

> My Content

) Content Management

D Worklist

) Reporting Tools

= Take 3 Suney

- Chanae My Password

= |y Personalizations

= My System Profile

Menu

Home

ﬁ Self Service

Self Service transactions incude: browsing and searching the catalog, enroling and viewing your leaming transcript

Room Booking EVe' Employe Information
" {Room Booking Verify Employee information
I Make Room Booking
I View Room Booking
I View Room nformaton
ﬁ Time Reporting ﬁPersonal Information
Report and review yourtime, schedules, request absences Review and update your personalinformation.
andmre. I Personal nfornation Summary
L) Report Tig I Home and Maing Address
1 View Time I Phone Numbers
4 lore...

Benefits
Review heath, insurance, savings, pension or other benefts
information. Review and update dependent and beneficiary

Learning and Development
Add or review information about profies of skiks and

P .

personal information. £ My Profie
() Claim/Applcaton Request £ My Job Profes

I Dependent hnformaton
(3 Benefts lformation

(1 Dependents and Beneficiaries

ﬁwm ﬁmm
Access your performance and development documents, and Recruiting Actvites
valuations you have done fo others, B Careers
(3 My Performance Documents FE teriew Evaliatons
() Qthers Performance Documents & nterview Cakendar
£ interview Team Schedule

competencies, interest ists, raining and development.

Workist

GENS Help Centre Sign out

Addto Hy Links

Milinks SelectOne: v

2. Klik“ Verify Employee
Information “

Review Transactions
Review transactions that you submited for approval

W Payroll and Compensation
Review your pay and compensation history. Update your
direct depost and other deduction or contribution information.

FF E-Payslp Summary Page

ﬁ Leaning

View and maintain learning records and objectives, and
browse and search the learning catalog.
T BCS Exam resut
FF] Submi Travel Arangements

] View Travel Arrangements
5 More.

W Attendance

F¥ On-Line Submission Page
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Pengesahan Data Peribadi dan Perkhidmatan

Personal & Job Information Verification
Currently for PMO, MOF, MOFAT, MOC, MINDEF and MORA usage on

Personal Information

Official Name: ABDUL RAHMAN BEIN ABDUL RAMIM Annual Leave Balance: 8.00 -
Gender: Male Medical Leave Balance: 0.00
Date of Birth: 01/11/1979
Birth Country: Brunei Darussalam
Citizenship: Yellow Mational Reg. 1D Card: 70-000001
Nationality:
Race:
Religion: ISLAM
Highest Education Level: Not Indicated
Maritat Statss | I
Marital Status:  Single As of: 01/02/2012 [#] Marital Status Verified
[Phone noober,s | | -
Ehons Tyoe Enone Mymber =tengion Ersfern [#] Phone Number Verified 3. Ruang Ini
Mobile 8813287
Home 2384148

akan
T terpapar.

[l Emergency Con Verifi
: o Awda perlu

Emergency Contacts.

Change home/mailing addresses menEhtI dan
Address Type Status As OF Country Address

[[] Address Verified

kemaskini

kan dengan
Email T Email Address Preferred ] Email Address Verified
Business asilah chuchu@psd.gov.bn

lengkap dan

-r you oo ot nave 3 Oovernment Eman Accrent. Dieate CONact your ACTENIEiraton SecSon / Lnes

(] betuluntuk
Delation=hid  pate of Birth

v [¥] Dependent Information Verified pengesahan
maklumat

Current Primary Job Information

. S 1. N
Ettective |\ynquy Ministy |Qepaciment Depacment Eosition |ooyivion pegeription [EDBloves |Satary | I3 montty R dataawda
Prime SABATAN ' ' o ( yang terkini
04/08/2012 |SAD1A Minister's SAI127 PERKHIDMATAN | 000250679 |[PENYELIA PEJABAT TETAP 00003 - 1280.00
Office AVVAM =

Primary Job Information Ve ion
© Primary Job Information Correct |
Primary Job Information Incorrect

Employee Comments:
1) jumiah cuti salah -
2) kenaikan gaji tahunan tidak betul

Dengan ini saya mengaku bahawa saya telah meneliti dan membetulkan maklumat yang diperiukan dan mengesahkan bahawa maklumat
tersebut adalah teratur dan terkini.

Hereby | declare that | have checked and updated the required information and verify that the information are correct and up-to-date.

Employee Verified

Save ]

—
Return to Self Service
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Manual GENS MsS ¢y cee®

010701 10701007010 @ GEMS

Pengesahan Data Peribadi dan Perkhidmatan

Q)tee
JGEMS Home | Wotis | GEuSHepCente | Sanou
1 Self Senice New Window | Custonize Page | £
[ Recruting
[ Global Payroll & Absence
[Mgmt : 1Y
" Wottoos Do Personal & Job Information Verification
1 Set Up HRMS Currently for PMO, MOF, MOFAT, MOC, MINDEF and MORA usage on
Pl Personal Information
> Reporting Tools
= Change My Password Official Name:  ABDUL RAHMAN BIN ABDUL RAHIM Annual Leave Balance: 0
= My Personalizations ‘ . .
- My System Profle Gender. Male Medical Leave Balance: 000
Date of Birth: ~ 01/11/1979
Birth Country: ~ Brunei Darussalam
Citizenship: Yellow National Reg. 1D Card: 70000001
Nationality:
Race:
Qeligion: ISLAM )
Highest Education Level: Not Indicated " Change Highest Education

Y

r

4, Personal Information - Awda dikehendaki untuk meneliti semua maklumat di bahagian ini. laitu maklumat
peribadi dan Hak Cuti Tahunan dan Cuti Sakit Swasta. Jika terdapat maklumat yang salah atau perlu untuk
ditambah hendaklah dicatatkan diruang Employee Comments.

J
e )
5. Ruang Employee Comment juga dikhaskan untuk mencatat maklumat yang telah dikemaskinikan atau perlu
untuk dikemaskinikan di bahagian lain Data Verification ini.
\ /

k )

rEmployee Comments: ]
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Pengesahan Data Peribadi dan Perkhidmatan

Home | Workiist | GEMSHelpCentre | Signout
0 Self Senice New Window | Customize Page | 1)
[ Recruiting
[ Global Payroll & Absence
o e D - Personal & Job Information Verification
0 Set Up HRMS Currently for PMO, MOF, MOFAT, MOC, MINDEF and MORA usage on
- Worklist 2
b Reporting Tools Personal Information
~ Change My Eg;; word Official Name:  ABDUL RAHMARN BIN ABDUL RAHIM Annual Leave Balance: 6.00
:MY_EELE_Z.ELD_E! !P S:1I é ﬂ'" Gender: Male Medical Leave Balance: 0.00

Date of Birth: ~ 01/11/1979
Birth Country:  Brunei Darussalam

Citizenship: Yellow National Reg. ID Card: ~ 70-000001
Nationality:

Race:

Religion: ISLAM

Highest Education Level: Not Indicated [] change Highest Education (

[ 6. lika maklumat “Highest Education Level ( Kelulusan ) awda tidak betul, awda perlu tandakan di petak kosong
“Change Highest Education”

Home |  workist | GEMSHepCente | Signout

[ Self Senvice

[ Recruiting

[ Global Payroll & Absence
Mgl'l'll - - -

O Widiircs Davsiopmaent Personal & Job Information Verification

> Set Up HRMS Currently for PMO, MOF, MOFAT, MOC, MINDEF and MORA usage on
[ Worklist

[ Reporting Tools
= Change My Password Official Name:  ABDUL RAHMAN BIN ABDUL RAHIM Annual Leave Balance: .00
- My P lizati " .
[+ SBE:::II:’Z:)I:I(::S Gender: Male Medical Leave Balance: 0.00

Date of Birth: ~ 01/11/1979

New Window | Customize Page | ni%.

Personal Information

Birth Country:  Brunei Darussalam

Citizenship: Yellow National Reg. ID Card: ~ 70-000001
Nationality:
Race:

Religion: ISLAM
Highest Education Level: Not Indicated il Change Highest Education

7. Masukkan kelulusan awda yang terkini di dalam kotak baru yang terpapar di ruang “Change Highest Education”

BAHAGIAN GEMS|JPA©
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Pengesahan Data Peribadi dan Perkhidmatan

GEMS

1 Self Sevice

[ Recruiting

1 Global Payroll & Absence
[Mgmt

> Workforce Development
[ Set Up HRMS

[ Worklist

[ Reporting Tools

|~ Chan P

[~ My Personalizations
[~ My System Profile

Personal & Job Information Verification
Currently for PMO, MOF, MOFAT, MOC, MINDEF and MORA usage on

| Workist |

GEMS Help Centre

| Sign out

New Window | Customize Page | 1B

Personal Information

Official Name: ~ ABDUL RAHMAN BIN ABDUL RAHIM

Gender: Male

Date of Birth: ~ 01/11/1979

Birth Country:  Brunei Darussalam

Citizenship: Yellow National Reg. ID Card: ~ 70-000001
Nationality:

Race:

Religion: ISLAM

Highest Education Level: Not Indicated v Change Highest Education

Marital Status

Marital Status: ~ Single Asof: 011022012

Annual Leave Balance:

Medical Leave Balance:

6.00
0.00

Change marital status

[ Self Service

' Recrutting

1 Global Payroll & Absence
Mgmt

» Workforce Development
I Set Up HRMS

> Set Up ELM

> My Content

I> Content Management

> Worklist

' Reporting Tools

~ Take a Survey

|~ Change My Password

[~ My Personalizations

= My System Profile

Home  Worklist

Add to My Links

GEMS Help Centre

Sign ot

My Links ~ Select One: v

New Window | Customize Page | &

Marital Status Change
ABDUL RAHMAN BIN ABDUL RAHIM

Fill in the following information and click the submit button. This form must be completed within
31 days of your marriage date or you will not be eligible to change your benefit elections for this
family status change event

*Date Change Will Take Effect: i1
Current Marital Status: Single

“Change Marital Status To: M

Submit

Return to Personal Information

ntea

8. Jika Ada
perubahan
bagi taraf
kelamin
awda, Klik
“Change
marital
status”

e ——

9. Ruang
baru bagi
“Marital
Status
Change”
akan
terpapar
untuk awda
isikan
dengan
lengkap dan
betul.

BAHAGIAN GEMS|JPA®©
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Pengesahan Data Peribadi dan Perkhidmatan
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GEMS

R )

| Self Senice

| Recruiting

| Global Payroll & Absence
Hgmt

| Workorce Development
| Set Up HRIS

| SetUp ELM

D My Content

' Content Management

[ Workist

' Reporting Taols

- Take 3 Sunvey

= Change My Password
-y Personalizations

= My System Profile

Workist ~ Addo lyLinks (GENS Help Centre Sian out

MyLinks  Select One: v

N Window | Custornze Page | )

Marital Status Change
ABOLUL RAHMAN BN ABDUL RAHI

10. Klik ikon “Calendar” dan
masukkan tarikh awda
nikah/kahwin.

31 days of your mariage date or you will not be eligiole to change your benefit elections for this
family status change event

Filinth folowing informaton and cic the submit buton. This form must be completed wihin )[

“Date Change Wi Take Effect 04122012 11. Klik “Change Marital
Status” bagi pilihan taraf
Current Marital Status: Single kelamin
‘Change Marta SatusTo: ~ [Maried v p .
\ 12a. *Peringatan:

Perubahan “Marital status” awda tidak akan
- bertukar secara otomatik , kerana ini adalah
St | 12. Klik “Submit” memerlukan pengesahan dari “Department

Administrator”

Return to Personal Information

BAHAGIAN GEMS|JPA©
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Pengesahan Data Peribadi dan Perkhidmatan

e
JGEMS Home | Mol | GEMSHebCanke | Sono
) Seff Senice NewWindow|Customize Page“%
D Recruiting
[ Global Payroll & Absence
Mgm{ . 0 .
ATP— Personal & Job Information Verification
) et Up HRMS Curently for PMO, MOF, MOFAT, MOC, MINDEF and MORA usage on
b Worldiﬁ Personal Information
! Reporting Tools
- Change My Passwrd Offcial Name: ~ ABOUL RAHAAN BIN ABDUL RAHM Annual Leave Balance: 60
= My Personalizations _ : :
- Wy Sstem P Gender: Male Medical Leave Balance: 000

Date of Birth: ~ 01111/1979
Birth Country:  Brunei Darussalam

Citzenship Yellow Natonal Re. D Card: 70000001

Nationality:

Race:

Religion: ~ ISLAM

Highest Education Level: Not Indicated v Change Highest Education

Marital Status Change maitl status

Martl S~ Soge Asak: 0022012 [ Martl St Vet

13. Tandakan di petak kosong “Marital Status Verified” sebagai pengakuan maklumat telah
diteliti dan dikemaskinikan.

BAHAGIAN GEMS|JPA©
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Pengesahan Data Peribadi dan Perkhidmatan
e
JGEMS B | Mo | cESHnCewe | Sinod
el Senice , .
- Ofcil N ABDULAARHA BN ABDUL AP AonulLeaveBelace:
OotalPaml &Absence | Gander: e Wedical Leave Balance: (00
it
Wby | W 1Y
S“UPHRMS Birth Country: - BruneiDanssalam
Worde! o
Repoting Tols Cizenciy: Yellow Nationa Reg. 0 Card: 7000001
 Changelly Eas;wold iy
My Pessonalzalons
My System Prle Rac:
Relgon: ~ SLAN
HighestEducation Leve: o hdcated EChangeHighest Educetion 14. Jika
Ada
) perubahan
el Sats g s~ |
atau
Wral Status: - S Aok 01201  Martal St Vsiid tambahan
bagi
nombor
Phone Numbers [ Ohtg ot s ]_) telefon
PhoreTige ~~ Phone mbe Bensin ~ Pofred awda, Klik
| P Number Verfd “Change
Mobie 1123456 Phone
Home i Numbers”

BAHAGIAN GEMS|JPA©
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Pengesahan Data Peribadi dan Perkhidmatan

'.‘
L

Ms Home  Woddst  Addloy Lnks GENS Help Cenire Sl out

WITARENT WA T Ml

liLinks SelectOne: v

EET: New Window | Cuse Processing
Recruiing
) Global Payrol  Aosence

focsDogopret. | NONE NUmbers

) SetUpELN ABDUL RAHVAN BIN ABDUL RAHM

) My Conlent
o e Enler jour phong numbers below —
) Workdt ( A
) Reporing Tools
= Take a Suvey 15. Ruang baru
- Chinge My Passwrd

) bagi “Phone
M Personaizalons Mobie 246 Delete Numbers” akan

I —
L e G T terpaparuntik

awdaisikan dengan
lengkap dan betul

—

-

hone Numbers

Phone Type Telephone Extension Preferred

Add & Phone Number

* Required Fied

o |

Refum to Parsonal Information

BAHAGIAN GEMS|JPA®©
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Pengesahan Data Peribadi dan Perkhidmatan

Hme | Woudsl | GEMSHepCente | Sianou
New Windo | Customize Page | &
) Workforce Developmen Phone Numbers r \
) Set Up HRMS 16. Jika ad
) Vot ABDUL RAHVAN BN ABDUL RAHM i
) Repoting Tols Al 2
= Change My Password Enteryour phone numbers below. Nombor telefon
= My Personalizations —>  atautambahan,
R Phone Numbers awda perlu klik
Teleohone “Add a Phone
bie TN Dite ] Ll ]
Home 284146 i Delte . g
[ v B Dete || | | 17.Kotak kosong
akan bertambah
seperti contoh yang
[ §"""}idd"é""ﬁhﬁrie"ﬁiiﬁmbe}""""é} telah di paparkan
*Required Field

™

Retum to Personal Information

BAHAGIAN GEMS|JPA©
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Pengesahan Data Peribadi dan Perkhidmatan

~:::

JGEMS Hme | Vs | GEuSHpCere | Simo
| Self Senice New Window | Custo Pmessjng
| Recruting
[ Global Payroll & Adsence
Ngnt 3 18. Klik “Phone Type”

) Workree Development Phone NurfFers bagi pilihan jenis telefon

[ Set Up HRMIS

DWuringt ABDUL RAHNMAN BIN ABDUL RAHIM

! Reporing Tool 3 19, Masukkan nombor

= Change My Password Enter your phane ndbers below.

- telefon

= My Personalzations

= My System Profle ( )
“Telephone ' 20. Jika nombor telefon

Mot THIeH T Diet yang awda masukkan

mempunyai nombor
sambungan , masukkan
di ruang “Extension”

Delete

=
2
3
=
=
()

Add a Phane Number 21. Tandakan

“Preferred” bagi
* Requird Fied nombor telefon awda
yang mudah dihubungi

Returm to Personal Inforrnation > 22 Klik “Save”

BAHAGIAN GEMS|JPA©
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Pengesahan Data Peribadi dan Perkhidmatan

Mybinks  Soloct One: v
o Window | QustomioPage | B
Phare Numbers
Save Confirmation
hg’mm'm V The Save was successiul
Imm
;5R [w o, »n
- ) S| 23. Kiik “Ok
= Chanan W Pg oo
| Bl
= Wy M
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Pengesahan Data Peribadi dan Perkhidmatan

Q)i
JGEMS Home | Wil | GEMSHebCee | Sunou
1 Self Sevice New Window | Customize Page | £
[ Recniting
[ Global Payroll & Absence
Mgm[ . . .
b Workore Doopren Personal & Job Information Verification
b Set Up HRMS Currently for PMO, MOF, MOFAT, MOC, MINDEF and MORA usage on
b Workist Personal Information
[ Reporting Tools
= Change My Password Official Name:  ABDUL RAHMAN BIN ABDUL RAHIM Annual Leave Balance: 600
= My Personalizati i
=M Se;stznma;oéﬁns Gender: Male Medical Leave Balance: .00
Date of Birth: ~ 01/11/1979
Birth Country:  Brunei Darussalam
Citizenship: Yellow National Reg. ID Card: 70000001
Nationality:
Race:
Religion: [SLAM

Highest Education Level: Not Indicated " Change Highest Education

Marital Status

Marital Status: Asof:  01/02/2012

Change marital status

Single

V| Marital Status Verified

Phone Numbers Change phone numbers J
Mﬂ& A Ftesin — | /. Phone Number Verified €=
Mabile 1123456
Home 2384146
Other 8765432

24. Tandakan di petak kosong “Phone Number Verified” sebagai pengakuan maklumat telah
diteliti dan dikemaskinikan.

NG AN G 2 A TN NG AT
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JGEMS Hme | M | cEiSHCmt | Sooo

| Self Senice .
) Reauing Chage s __|
lagsnlibal e Warial Sates: - Snge sol: 01022012 ¥ Marita SatusVerified
) Workforce Development
D Set Up HRMS
) ot Charge v e
| Reporting Tools Phone Type Phone Number Extension Preferred B P ook Vel
g Phone Number Verife
Gl Posvrd | T
= My Personalizations 25. Jika
= My System Profle Home 2364146 A.d
d
Other 765432
perubahan
atau
Custonuzelﬂn_dl"lfg First () gofg (2 Last Change emergency contacts | tambahan
Name Relationship To Employee ~ Primary Contact = bag
= W) e Panggilan
Hih Maisarah biniHj Ishak Mother
kecemasan
awda, Klik
Change homemaling aesses | “Change
Address Type ~ Status AsOF  Country Address Emergenc
" Address Verifed 9 y
Contacts

Email Addresses Change email addresses |
Email Type Email Address Preferred

: : " Email Address Verified
Business rahman.rahim@psd.gov.bn
Persona rahman.rahim@hatmail com

"If you do not have a Government Email Address, please contact your Administration Section / Unit

BAHAGIAN GEMS|JPA©
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Pengesahan Data Peribadi dan Perkhidmatan

L)ie
JGEMS Wodist | CEMSHepCene | Sianou
E E{:En?:;‘;e New Window | Customize Page | hlt%
' Global Payroll & Absence ( . )
gt 26.Klik “Edit” jika
e T Emergency Contacts ——  awdaingin
ELUp
) ot ABDUL RAHNAN BIN ABDUL RAHM membetulkan
! Repoting Toals maklumat bagi
:—g—y—&ha;e;znmﬁ;;iso‘xm Emergency Contacts “Emergency
= My System Profle Contact Name Relationship to Employee Contacts”
Hhlio bifhag Mo Eit_| e ) ’
( )
27. Jika
Primary Contact: Hh Maisarah bt Hj Ishak [ Changethe pimary contac | ]—) “Emergency
Contacts” awda

melebihi daripada
satu, awda boleh
memilih untuk
menukar bagi
maklumat
panggilan
kecemasan yang
\ mudah dihubungi )

[ Add an Emergency Contact |]

Retum to Personal Information

5| 28.Kik “Add an
Emergency
Contact” jika ada
yang perlu di
tambah
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Pengesahan Data Peribadi dan Perkhidmatan

M)
o )ne?
G EMS Home Workist Add to My Links GEMS Help Centre
MyLinks Select One:
) Self Senvice New Window | Customize Page | “@'
[ Recruiting
[ Global Payroll & Absence
Mamt
[ Workforce Development w .
D SetUp HRMS Emergency Contact Detail
[ SetUp ELM .
by Cort ABDUL RAHVAN BIN ABDUL RAHIM 29. Masukkan nama di
LT E ruang “Contacts Name”
P Repotng Toss “Contact ame:
= Change My Pas_swurd *Relationship to Employee:  Oth . - m—
- Pkt sl 30. Klik bagi pilihan
ARon HOPe Addrace and Talanhana I : :
- : Relationship to
Contact has the same address as the employee ﬁ
Employee”
L ]Contact has the same telephone number as the employee
. J
[ _ o)
Country: Brunei Darussalam  Change Country 31. Jika maklumat bag|
Address:  BRN i Adgrss panggilan kecemasan awda
mempunyai alamat dan
e _______| Nomaar teleton yang sama
Telephone: dengan awda tandakan di
ruang kotak kecil tersebut
\ J
*Phone Type Phone Number [
32.Klik “Edit Address” Jika
Add aPhone Number alamat belum lagi
é . . . .
dikemaskinikan di ruang
i '/
* Required Feld ‘Address
Save

Return to Emergency Contacts
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Pengesahan Data Peribadi dan Perkhidmatan

'l
|y

Wy
GEMS Rome Moty Addlolhling GENS el ek St
M s Se0w v
Y i (&
| Rty
R |
it
?m%?mm (o B ey .
f;Sﬂ”:EW T ) 33. Masukkan
)y o alamat di ruang yang
(ol | s terpapar dengan
ol lengkap dan betul
ey T Addregs
oA Suney —
(ol s W" J s 3# 'SI'f’arj dlfruang
-y o iy Iﬂisl i 0 - City
it — "
35. Kilk ikon “Look
- )l Up” pada “District”
L8]
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Pengesahan Data Peribadi dan Perkhidmatan

Home  Wordsl ~ AddtolyLinks  GENSHepCenbe  Sinou

ylnks SekctOne: v

Mo W | h{%
g Look Up District
) Workdore Devlopmen
) Set Up RS -
) S UpEL Searchby, Site + begmsuih
D Ny Contet
) Contnt Menagement
) Workis Look Up Mﬁmnced Lookup
) Repoting Tl
- Take  Sumey
e Ctge My P Search Resus
My Pesonazaons (| Mot [y
e My System Profi
B et —
A Busilie 36. Klik di ruang
ﬁ Tl “State” bagi pilihan
1o lémouong daerah
T Tiog

N AN I SN TN NG S0
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Pengesahan Data Peribadi dan Perkhidmatan

l.‘
L
‘ ,:l:.‘...
GEMS Home  Wordst ALty CEMSHepCeme  Sinou
lyliks SelctOne: v
ggeKSgﬁce o | us Provessing
Bonuling |
) Ol Payol & Absence |
EditAddress
) Worce Developmen
) Sl Lp g Couny: e Dausalam Chane ouy
) SetUp LI .
DM;COPMem Address & No 128, Sp45, Jn TunghaLink Gadong
) Contnt enagment . S
) Wotd ¢ Adress 2~ KoRimda K "Post Code”
) Repoing Tols
Tk a vy Hides . *
 Change My Passiod s b M 38 Masukkan
Ny Pesundlzatins nama negeri di
e My System Profle Uy DB | Bt | Post BE0 ruang “Country”
¢ ] Code;
Couny )
( i 39, Klik “Ok”
) ‘>l
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Pengesahan Data Peribadi dan Perkhidmatan

jo0
n ) Lel®
LY 0.'.‘...
G EM s Add to My Links GEMS Help Centre
MyLinks Select One
| Self Senvice New Window | Customize Page | &
[ Recruiting
> Global Payroll & Absence
Momt Emergency Contacts
[ Workforce Development T .
b SetUp HRHS Emergency Contact Detail
[ SetUp ELW
1 My Content ABDUL RAHMAN BIN ABDUL RAHIM
[> Content Management
[* Worklist
I Reporting Tools
= Take 3 Sunvey *Contact Name: Hjh Maisarah binti Hj lshak
= Change My Password
= My Personalizations *Relationship to Employee: Mother v
= My System Profile
I Contact has the same address as the employee 40 |V| asu kka n N om bOF
I contact has the same telephone number as the employee E telefon
Country: Brunei Darussalam  Change Country
Address:  BRN EditAddress ’ N\

41. Jika “Emergency

contact” awda
Telephone: 7123456 .
I FePone mempunyai nombor

telefon yang berlainan.

Other Telephone Numbers Awda per|u |(|||( 'ﬂdd a
‘Phone Type Phone Number
SR Phone Number”

y
Add a Phone Number ] \ /
L J

N 42. Klik “Save

Save

Return to Emergency Contacts

N AN NG N TN NG TR

BAHAGIAN GEMS|JPA©



Manual GEMS

O--CHD)HDHHDGH

Ms23 - oo

=
et ve g

JGEMS

Pengesahan Data Peribadi dan Perkhidmatan

GEMS

TR WAL 1 st

' Self Senice
|’ Recruiting
[’ Global Payroll & Absence
omt

[ Workforce Development
[ SetUp HRMS

[ SetUp ELW

[’ My Content

[ Content Management

> Worklist

| Reporting Tools

- Take 3 Sunvey

= Change My Password

= My Personalizations

= My System Profile

Emergency Contacts
Save Confirmation

“ The Save was successful.

Home

> 43.Klik “Ok”

Workdist

GENS Help Centre

Add to My Links

Sign out

MyLinks SelectOne: v

New Window | Customize Page | ©

htty
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Pengesahan Data Peribadi dan Perkhidmatan

| Workist | GEMSHepCente | Simout
[ Self Senice . Annual Leave Balance:
) Recniting Official Name: ~ ABDUL RAHMAN BIN ABDUL RAHIM nnual Leave Balance: 600
D Global Payroll & Absence Gender: Male Medical Leave Balance: 0,00
[Mgmt .
> Worotce Devlopment Date of Bith: ~ 01/11/1979
» Sel Up HRMS Birth Country: ~ Brunei Darussalam
b Worklist o
[ Reporting Tools Citizenship: Yellow National Reg. ID Card: ~ 70-000001
| g, Passicd Nationality:
= My Personalizations
- My System Profle Race:
Religion: SLAM
Highest Education Level: Not Indicated " Change Highest Education
Wartal S [N
Marital Status: ~ Single Asof: 010212012 V| Marital Status Verified
Phone Numbers Change phone numbers
Phone Type Phone Number Extension Preferred
] ! Phone Number Verified
Mobile T123456
Home 2364146
Other 8765432
Emergency Contacts Customize | Find | i st (4 1014 (M Last Change emergency contacts
Name — . —
Name Relationship To Employee Primary Contact I Emergency Contac Verifid
Hjh Maisarah binti Hj Ishak Mother

44, Tandakan di petak kosong “Emergency Contact Verified” sebagai pengakuan maklumat telah
diteliti dan dikemaskinikan.
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Self Senice
b Recnuting

Global Payroll & Absence
Mot
) Workforce evelopment
* Set Up HRNIS
D Workfst
) Reporting Tools
- Change My Password
[ My Personalizations
My System Prfle

Ms 25 < 2
© ::-:.'..-.o:.

GEMS

Pengesahan Data Peribadi dan Perkhidmatan

Marital Status

Warial Status: ~ Single

Phone Numbers

Hoe | Mo

| GeNSHepCere | Sinou

Change martal satus |

Asof: 011022012  arial Status Verified

Change phone numbers
Phone Type Phone Number Extension Preferred
, ¥ Phone Number Verified
Moble T123456
Home 2334146
Other 0766432
45. Jika Ada
Custonize | Fng| B Change emergency contacls | perubahan
onshi i atau
Hame Relationship To Employee Primary Contact Emergency Cotact Verled o
Hh Meisateh bintH shak Mothr tambanan
bagi Alamat
rumah
Change homelmaling adeses | awda, Klik
Address Type ~ Status As Of Country Address #"
" Rddress Verfied Chiange
home/
Mailing
Addresses”
Email Addresses Change email addresses |
Email Type Email Address Preferred
. o  Emal Addres Ve
Business rahman rahim(@psd.gov.bn
Persongl fahman rahim@hatmail com

2 A TN NG TN
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Pengesahan Data Peribadi dan Perkhidmatan

Home  Wordsl  AddtoMylinks  GEMSHepCeke  Sinou

Mylnks SelectOne: v

o o  utonc P |
) Wordoroe Development ( i \
b ome and Maiing Address
g:&?gﬂ ABDUL RAHMAN BIN ABDUL RAH ( )
) Contet Management 46. Ruang ini akan
) Wi >|  terpapar untuk
) Repoting Toos N adesses he b added awda isikan
= Toke 3 Sy | |
- Change My Passor Wit T v M ‘ /
My Porstnalzaons Qmss > | /
=My System Profl

* Requred Field

Retum to Personal Iformation
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Pengesahan Data Peribadi dan Perkhidmatan

Home ot~ AddloMilnts  CEMSHepCente  Snout

Mylnks SelctOne: v
e | Qe P |
Home and Nailing Address
ABDUL RAHHAN BN ABDUL RAHM 2L SLIC
Type” bagi pilihan
) Corent Hanagement > jenis alamat
) Vot hifeses
) Repoting Tol No s hve berfadded
- Take & Suney |
P [‘AddressType: o v][ ] —>|  48.Kiik “Add”
" My Pesonalzatons J
e My ystem Pl
*Requed il
Reuno Pt fmain
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Pengesahan Data Peribadi dan Perkhidmatan

Home ~ Worist  Addto My Links GENS Help Centre Sign out

Mylioks SelectOne:

Mo Wi | usoize g | &
I Add Home Address
| Workiorce Development
) SetUp HRNS County: _ BuneDanssdam Change County
E;’;gﬁ st 0030 Tl ) 49. Masukkan
) Content Management . alamat di ruang yang
) Worklst Adss 2 Kyfinba terpapar dengan
| Repoting Tool . lengkap dan betul
- Take a Suney hoes
= Change My Password '
~ My Personglizatons Qddtess i ) 50. Isikan di ruang

) iy, N
-y Ssten [Citv: ] |Distric1: Q bog BEH0 City
Code:

County:
(ate Change Will Take Effect

51. Kilk ikon “Look
Up” pada “District”

A 4

Onthis date: 22122012 ) (etample 1012000)
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Pengesahan Data Peribadi dan Perkhidmatan

Home  Woddst  AddloMilinis  CEMSHepCente  Sionou

Uylnks SeletOne: v

) S o |
) Recnling
) Gt Payol & Absce o
i Look Up Disrict
) Workores Developmert
) Set Up RS o
) e p L Searchy: e v tegrswit
) My Coren
) Coren Hanagemen
) Works LookUp | Cancel | Adnced Lookup
) Repuing Tods
- eadiney
gl | SathResus
My Personazlons (| Molt )
e My System Profe o Do

B Dot 52. Klik di ruang

B e Muara “State” bagi pilihan

T Tomhuon daerah

T Tilon
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Pengesahan Data Peribadi dan Perkhidmatan

)
¢ -"::'"::
GEMS Home  Workist  AddtoMyLinks GEMS Help Centre Sign out
My Links  Select One: v
) Seff Senice New Window | Custo Processing
' Recruiting
[ Global Payroll & Absence
Myt Add Home Address
| Workforce Development
! Set Up HRMS Country: Brunei Darussalam Change Country
b M
Da;t(lljmeeLnt Address ;Mo 123 Spq45, Jn Tungku Link,
| Content Management : 53. Masukkan pos
D Workist d Address 2. Kg Rimba > kL;d °
| Reporting Tools .
- Take 2 Suney hddrss 3
= Change My Eas;wurd Niress 54. Masukkan nama
-”—m geggf:ml"ens negeri di ruang
Ay System Profle Ciy: Distict B O Buneibra | Post BETH0 “Country”
Code: y
County: } A
Date Change Wi Take Effect 55a. *Peringatan:
On this date; 221122012 ) (example:31101/2000) Perubahan “Home/Mailing Address ” awda
_ tidak akan bertukar secara otomatik , kerana
i1 Cancel " ,
ini adalah memerlukan pengesahan dari
“Department Administrator”
55. Klik “Save”
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Pengesahan Data Peribadi dan Perkhidmatan

JGEMS Home | Wordst | GEMSHepCete | Simou

| Self Senice .
) Rettn Chang s |
rDAgGrL:bal A S S Aok 01022012  Markal StatusVerfied
) Workforce Development
) Set Up HRMS
) Workist Phone Numbers Change phone numbers
| Reportng Tools Phone Type Phone Number Extension Preferred T
8 one Number Verifie
e Mot THuG6
= My Personalizations
= My System Profile Home 2304146

Other 8765432

Emergency Contacts Customize | Find | g f N Change emergency contacts

Name Relationship To Employee Primary Contact il Emergency Contact Vorled
Hih Maisarah bintiHj Ishak Mother

Change home/mailing addresses

Address Type ~ Status As Of Country Address

V Address Verified ==

56. Tandakan di petak kosong “Address Verified” sebagai pengakuan maklumat telah diteliti dan
dikemaskinikan.
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Pengesahan Data Peribadi dan Perkhidmatan

o)
JGEMS Home | Moids | CENSHebCene | Sinod
» Seff Senice
Recnitng artal St Crnge el s~ |
) Global Payrall & Absence . ‘
i ¥ Mot St~ g Aok L2 il St Ve
Workfore Developmert
§¢t Up HRMS
Worklst Phone Numbers Change phone numbers
) Regarting Tools PhoneType ~ Phone Number Extension Preferred 7 .
- Change My Passwnd e T8 Phone Number Verfied PR
- My System Profe Home it 57. Jika Ada
Other TSR perubahan
atau
tambahan
Cusmmizelwgﬁ Change emergency contacts | bagi Alamat
Name Relationship To Employee ~ Primary Contact ]Emergency Corat Ve —> email awda
Hih Maisarah bint sk Mother Klik
“Change
Addresses o e email
ange homefmaing addesses o
A Tpe S O Conty Mdes Addresses
Address Verified

Change emal addresses

Email Address Preferred

™
=
=
|§

Business rahman Jahim@psd govbn

Personl rehman rahim@hotmal com
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Pengesahan Data Peribadi dan Perkhidmatan

Home Woidd  Adilns  EMSHepCae  Sinw

Mylinks Selct One: v

N Windo | CutorizePae | h{%
! .
Wotdeeetprent |~ Emall Addresses
) St Up HRWS -
) Se UpELN ABOUL RAMAN BIN ABDUL RAHN
) My Conlen r w
) Contnt Management T 58. Ruang baru bagi
) Worklst nal e Eal Al “Email Addresses”
) Reporing Tods e == | akanterpapar untuk
- Take a ey Blusiness faman ahim@psd. o n { M awda isikan dengan
~ Change My Passior lengkap dan betul
" My Persoalzatons , /
My System Prfl Add an Emal Adrss | -

*Requred Fied

|

Relum {o Personal Iformation
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Pengesahan Data Peribadi dan Perkhidmatan

Home | Wodst | CEMSHepCente | Sinou

New Window | Customize Page | 8

hits

o .
) Workforce Development Email Addresses

) Set Up HRNS
) Worklst ABDUL RAHMAN BIN ABDUL RAHIM
) Reporting Tools
'MLMVM Email Addresses
%Y% ns T i s Preferred r \
: S——— n _Die | 59. Jika ada
Y i perubahan emel
. > atautambahan,
[ Add an Email Address awda perlu klik “Add
an Email Address”
* Required Field \, /
Save 7 3
60. Kotak kosong
i akan bertambah

seperti contoh yang
telah di paparkan

NG TN NG T 2 TN NG AT
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Pengesahan Data Peribadi dan Perkhidmatan

jo0
el )
X ‘::*.‘.':.

JGEMS

[ Seff Senice

[ Recruting

) Global Payroll & Absence
Mqmt

> Workforce Development
[ Set Up HRMS

[ Worklist

[ Reporting Tools

= Change My Password
= My Personalizations

= My System Profile

Home

| Workit

Email Addresses . -
ABDUL RAHWAN BIN ABDUL RAHI ELKLkEEmalceg
3 bagi pilihan jenis
Email / ddresses emel
*Email Type Email Address Preferred
‘ Delete | N 62. Masukkan emel
Personal | rahman rahim@holmail.com | ﬁ‘ T awda
Add an Email Address | )
—_—> 63. Tandakan
* Required Field “Preferred” bagi
emel awda yang
mudah dihubungi
y

o9
.““ )

[ ]
a?
i.e® ...

GEMS

| GEMSHelpCente | Sinout

New Window | Custo Processing

64. Klik “Save”
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Pengesahan Data Peribadi dan Perkhidmatan

Home  Workist  Addto My Links GEMS Help Centre Sian out

My Links ~ Select One: v
New Vindow | Cusonize Page | &

heta

' Global Payrall & Absence

gt Email Addresses
) Workforce Development -
) Se UpHRHS Save Confirmation
) Set Up ELM
' My Content
' Content Management V The Save was successful

> Worklist

' Reporting Tools

= Take 8 Suney

= Change My Password
= My Personalization
= My System Profil

> 65.Klik “Ok”
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Pengesahan Data Peribadi dan Perkhidmatan

| Wordist | GEMSHepCenre | Sianout
Change matal satss |
ot Marital Status:  Single As o 011022012 ¥ Marital Status Verified
| Workforce Development
[ Set Up HRMS
1 Worklist Phone Numbers Change phane numbers
[ Reporting Tools Phone Type Phone Number Extension Preferred  Phone Number Verfied
8 | Phone Number Verifie
Change My Pas;word Mobile 23456
= My Personalizations
- My System Profle Home 2384146
Other 8765432

Emergency Contacts Customize | Find | # rst 4 10f1 M) Last Change emergency contacts

i i i ¥
Name Relationship To Employee Primary Contact @ Emergency Contact Verifd
Hjh Maisarah binti Hj Ishak Mother

Change home/mailing addresses

B
=

Address Type  Status

Country Address

V! Address Verified

Email Addresses

Change email addresses |

Email Type Email Address Preferred

- . V Email Address Verified
Business rahman.rahim@psd.gov.bn
Personal rahman.rahim@hotmail.com

“If you do not have a Government Email Address, please contact your Administration Section / Unit

66. Tandakan di petak kosong “Email Address Verified” sebagai pengakuan maklumat telah diteliti ]
dan dikemaskinikan.

N AN e 2 TN NG T EAD
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Pengesahan Data Peribadi dan Perkhidmatan

JeENis
I —

7 Self Senice

 Room Booking

) Time Reporting

D PersonalInformation

) Payroll and Compensation
) Benefts

) Leaming and Development
) Performance Management
D Recruiting Acthiies

) Attendance

= Review Transactions

) Recruiing

) Global Payroll & Absence
IMant

) Workforce Development

) Set Up HRMS

) Worklst

) Reporting Tools

I Change My Password

I My Personalizations

b My System Profle

Home

First (4 40t (2 Last

Customize | Find | E
Name Relationship To Employee ~ Primary Contact
Hjh Maisarah bitiHj shak Mother

Country Address ‘

Email Type Email Address Preferred
Business fahman.rahim@psd.gov bn
Personl fahman rahim@hatmail com

"If you do not have a Government Email Address, please contact your Administration Section / Unit

Nationa 0 —"FD“"““" Homo —"—E;'“I‘:f'f:“ 1 e of it
1 Other

Current Primary Job Information

| o

Change emergency contacts |

" Emergency Contact Verified

Change home/maling addresses

I Address Veriied

Change email addresses

. Email Address Verified

[ Change dependent information

i Dependent Information Verified

Effective |,,. .. (Ministry ~(Department|Department Position |Position Emplo eeSairys-ali.w
Mgy 2 = = 2 hdmin (Y nement
Date Description|ID Description Number (Description Class | Matrix Plan Salary e
Prime HBATAY
¥ PERKHIDMATAN GA
01/02/2012]SA0A ms:efs SAT2700308 AAM - BAHAGAN 70000002 | KERAN TETAP 00006 MR 569,00
GEMS

| GEMSHelp Cene

@
© ). 009

GEMS

| S

—

67. Jika Ada
perubahan
atau
tambahan
bagi
maklumat
keluarga
awda, Klik
“Change
dependent
Information”

7~
.
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Pengesahan Data Peribadi dan Perkhidmatan

¢
o0
0 )eee?
FLL L™

JGEMS

Home  Worklist  AddtollyLinks GENS Help Centre Sign out

My Links ~ Select One: v

7 Sef Senice New Window | Customize Page | &
b Room Booking

b Time Reporting
b Personal Information . .
) Payol and Comensaion | D@peNdent/Beneficiary Personal Information
 Benefts
b Claim/Application Request
| Benefts Information

 Dependents and ,
Beneficiaies Currently you have no dependents setup, click Add Dependent Info Button to add a new dependent

E t:::::g ond Dveopment Add Dependen o 68. Klik “Add Dependent Info”

| Performance Management
b Recruiting Activiies
[ Attendance
= Verfy Employee Information
= Review Transactions

) Recruting

[ Global Payroll & Absence

[Momt

[ Workforce Development

[ Set Up HRMS

> Set Up ELM

> My Content

[ Content Management

> Worklist

> Reporting Tools

- Take a Suney

= Change My Password

= My Personalizations

= My System Profle

Employee ID 70000001 BIN ABDUL RAHIM ABDUL RAHNMAN
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Pengesahan Data Peribadi dan Perkhidmatan

Home Worklist Addto My Links GEMS Help Centre Sign out

My Links Select One:

[ Seff Senvice New Window | Custogize Page | £
[ Room Booking | I
[ Time Reporting
[ Personal Information H :
sl Dependent/Beneficiary Personal Information
7 Benefits EmpliD 70000001 ABDUL RAHMAN BIN ABDUL RAHIM
I» Claim/Application Request|
I* Benefits Information Personal Information
[» Dependents and
Beneficiaries *Date change will take effect: 24122012 [y
[ Leaming and Development “Last Name:
[ Leaming 4 "
[ Performance Management e .
I Recuiting Actidties First Name: A
b Mgndame . *Gender: Male - 69. Rua ng ni
= Verify Employee Information
- Review Transactions *Date of Birth: [ d ka n
[ Recruiting '
[ Global Payroll & Absence Birth Country: BRN
o ith Counry: BRI terpapar.
orkforce Uevelopment *Relationship to Employee: v
b Set Up HRMS ’ ¢ Awda perlu
[ Set Up ELM  Status Information o
: My Content meneliti dan
I Content Management *Marital Status: - Marital Status Date: W
b Wordit kemaskini
E TRﬂPO“'""Q Tools Student: No M Student Status Date: E)
- Change My Password Date of Death: i kan dengan
|~ My Personalizations
- My Systom Profle Occupation = lengkap dan
betul untuk
[ Same Address as Employee
_ pengesahan
Country: BRN @ Brunei Darussalam makl umat
Address: BRN
Edit Address data awda
yang terkini.

["] same Phone as Employee

Submit -
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Pengesahan Data Peribadi dan Perkhidmatan

"
0 )ne
GEMS Addto iy Links GEMS Help Centre Sign out
My Links  Select One:

17 Sef Senice New Window | Customize Page | &)
| Room Booking ==
) Time Reporting 70. Masukkan Nama di ruang
| Personal Information ; : —>) “ ”

e Dependent/Beneficiary Personal Information Last Name
7 Benefs EmpliD 70000001 ABDUL RAHMAN BIN ABOUL RAHIM
) Claim/Application Request i
| Bengfits Information Personal Information |> 71. Masukkan nama di ruang
D Dependents and : “First Name”
Beneficiares “Date change will take effect: 24122012 i

72. Klik “Gender” untuk
) Leaming and Deslopment *Last Name:  Abdul Rahman —) Rl .
Ete?ffglﬂg ’ pilihan jantina

erformance Management e . QM
) Recning Acis First Name:  Sifi Malsara
DAﬂEﬂdance [ . Fema|e v 1 ot "
R — (" Gender: } 73. Klik ikon .Ca!endar Date
= Review Transactions 1 ith: 17122012 i | 2 of Birth”
I Recruting
| oy 5| 74.Kikikon “Look Up Birth
Kk

| Workorce Development [ “Relationship to Employee: Daughter v } Country”

[ Set Up HRMS

) SetUpELN e |

[ My Content 0 : ;

. 75. Klik “Relationship to
g‘it');lrtkeﬁnsltManagemem [’Marital Status: Single M ] Marital Status Date: By )| Emp onee,,

Dself““'gg Tools Student: | Mo v Student Status Date: i

= Take a Suney - -

-Change MM Password Date of Death: i 76. Kllk ﬂMﬂ”tal Status”

= My Personalizaions untuk pilihan taraf kelamin

- My System Profile Occupetion:

: 77. Klik ikon “Calendar
Marital Status Date”
" Same Address as Employee arital Status Uate

N AN e 2 TN NG T EAD
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Pengesahan Data Peribadi dan Perkhidmatan

o
.00
O )iy

Home  Worklist  Addto MyLinks GEMS Help Centre Sign out

My Links ~ Select One:

(7 Self Senice

) Room Booking 78. Masukkan jenis Pekerjaan
b Time Reporting

) Personal Information Occupation: bagi “Dependent” awda yang

) Payroll and Compensation sudah bekerja
 Benefts

b Claim/Appication Request| | ] Same Address as Employee  |dddsassTypac 00NN ¥

I Benefits Information

15 e[]nzﬁpsirﬂeet:s and address | | 79. Tandakan kotak kosong
Country: Brunei Darussalam i i
tersebut jika mempunyai

) Leaming and Development Address: Alamat tempat tinggal yang

) Learing

[ Performance Management Sama

I Recruiting Activties

b Atiace _ 80. Tandakan kotak kosong

= Verify Employee nformation N )

- Review Transactions | tersebut jika mempunyai
P nombor telefon yang sama

) Global Payroll & Abs
Mgm't} - e V| Same Phone as Employee [~ Phone Type: Tome M

[ Waorkforce Development Contact Phone |

[ Set Up HRMS o o f “ ”
 SUp Ll e > 81. |(|I|fll|(0n' Look Up d,i
1 My Content ruang “National Id Type

[ Content Management
[ Worklist

[ Reporting Tools LUt
= Take a Sunvey *Country et ription Naional ID Primary ID

- Change My Password ‘ 1 BRY Q A g

= My Personalizations
Submit

Date of Death: )

= My System Profle
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Pengesahan Data Peribadi dan Perkhidmatan

GEMS Home  Workit  AddtoMyLinks GEMS Help Centre Siqn out

My Links ~ Select Ong: v

3 ?eleoS;nmg:0 " N Window | @
[ Time Reporting

| Personal Information

D Payroll and Compensation
7 Benefts

| Claim/Application Request

| Benefits Information M
' Dependents and
Beneficiaries

Search Results

D Leaming and Development TS5

! Leaming . : - —
) Perfomance Management Country National ID Type Description 82. Kiikijenis warna kad
| Recruiting Actities R Brune Bith Cericate ' .

D Attendance R Green National Reg [0 Card pengenalan awda di ruang
= Very Employee Information Pupl Nationa Reg D Card (™~ “National ID Type

~ Roew Tonsacios Yelow lgional g D Car Description”

) Recniting m
) Gkl Payl & Absenc i )

[Momt

> Workforce Development
> Set Up HRMS

> Set Up ELM

> My Content

> Content Management
) Worklist

) Reporting Tools

= Take & Suney

- Change My Password

- My Personalizations
- tom Profi

Look Up National ID Type

o
=
=

(=e]
=
<>
(]

[mu]
=)
—
=)
o

co
=0
=
<>
<

IS |
= S

jms]
==]
=
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JGEMS

(7 Self Senice
b Room Booking
 Time Reporting
' Personal Information
' Payroll and Compensation
7 Benefits
' Claim/Application Request
> Benefits Information
I Dependents and

-0

Student Mo v

Occupation;

V. Same Address as Employee

Ms 44 \ %00
e ::'..o.-..:.

GEMS

Pengesahan Data Peribadi dan Perkhidmatan

| Wors | Simod

Processing

| GENS Help Centie

Student Status Date: ol

85a. *Peringatan:
Perubahan “Home/Mailing Address ” awda
tidak akan bertukar secara otomatik ,
kerana ini adalah memerlukan pengesahan

Date of Death:

Address Type: (mald Value)

Benefciais | dari “Department Administrator”

) Leaming and Development Country: Brunei Darussalam

' Perormance Management

I Recruiting Acthities Address:

| Attendance

= Verify Employes Information

= Review Transactions
) Recruiting
| Global Payroll & Absence
Mgrm ( 3\
| Workorce Development 83. Masukkan
> Set Up HRMS .
pwork]rst ! Same Phone as Employee  Phane Type: Fome nombor kad
) Reporting Tools Contact Phone | pengenalan di
- ;ha;ge My Fa;mrd o, ruang
- My Personalizations one: P ”
e My System Prie National ID

Customize Find | View All| B g 1of1 X Last 5
! "National ID T ipti ional | Primary |
Country "National ID Type Uescrlugt‘mn | National ID l rimary ID 84. Tandakan kotak
1 BRN Q BC ( Brunei Birth Certficate 70123456 E £ kosong yang
85. Klik , terpapar di ruang
“Submit” [ Sout | “Primary ID”

BAHAGIAN GEMS|JPA®©
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[

Pengesahan Data Peribadi dan Perkhidmatan

L
.‘:..‘
LT

JGEMS

Add to My Links GEMS Help Centre Sian out

My Links  Select One

7 Self Senice Change home/mailing addresses
b Room Booking Address Type  Status As Of Country Address
» Time Regatting " Address Verified
b Personal Information
b Payroll and Compensation
I Benefits
E tearmng 0 Doeiopmon Email Addresses Change email addresses

eaming . .

b Performance Management Email Type Email Address Preferred Email Address Verified
I Recrutting Activities Business rahman rahim@psd.gov.bn
b Attendance ) .
= Veriy Employee Information Personal rahman.rahim@hotmail.com
- W *If you do not have a Government Email Address, please contact your Administration Section / Unit

[ Recruiting

[ Global Payroll & Absence "

[Mgmi Dependent Information Change dependent information |

" Workforce Development National D SEREACRY v, Relationshipto iy o gy

1) Set Up HRMS ] — Employee ¥/ Dependent Information Verified | €=

[ Set Up ELM 01 Other

[ My Content

D Content Management

I Worklst Current Primary Job Information

[ Reporting Tools Sal Next

= Take a Suney Effective |, .. [Ministry |Department|Department Position |Position Employee | Salary ﬁ Monthly ﬁem -

= Change My Password Date Hiistry Description 1D Description Number |Description Class atrix Plan Salary Dat

-~ My Personalizations = o

- My System Profile Prime JABATAN

- PERKHIDMATAN GAJ
01/02/2012|SA0A |Minister's  |SA12700308 AWA - BAHAGIAN 70000002 | KERANI TETAP | 00006 HARI 559.00
-2 GEMS

Primary Job Information Verification

© Primary Job Information Correct
O Primary Job Information Incorrect

86. Tandakan di petak kosong “Dependent Information Verified” sebagai pengakuan maklumat
telah diteliti dan dikemaskinikan.

BAHAGIAN GEMS|JPA©
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Pengesahan Data Peribadi dan Perkhidmatan

‘ ,-::'.‘ \
JGEMS RNl 87. Pastikan
DUSIIESS T, nngpsu.uv.on maklumat aWda
"SegSem‘Bce : | ; o dalam “Current
) Room Booking Brsond rahman rahim@hatmal.com :
) Time Reporing —> Primary '_mb”
) Personal Iformation " you do not have a Government Email Address, please contactyour Administration Section | Unit Informat:on
) Payolland Compensaton adalah betul dan
D Bt Dependent nformation Chagedpencert fmalin | terkini
| Leaming and Development Benelica Relaansin o
) Pertmance Management | National ID —WID Name —LE \ Date of Birth . J/
) Rcniing A p &";ﬂw " Dependent nforgton Verfed , .
i ,
[“Ed"c = 88. Jika maklumat
= Verfy Employee hformaton )
= Review Transactions a.Wda tldfk betul
 Rening diruang “Current
) Gotel Payrl & Absence Primary Job
Jgnt ne MY o i Adnn Information”
ST —-— Date Descrption( 10 Descrption Nomber [Descripion ~~ (Class | Matix M Salry e — f ‘
) SalUp HRNS . A awda perlu klik
Vi i FERHDUATA & “Primary Job
) Repuing Tods 0022012 /SA0IA (Ministers ~ SA2700308 VA BASAGAN 70000002 KERAN TETAP 00006 Hil 55900 Information
 Change My Password Ofice GRS ) i
- My Personalztons \_ —/ Incorrect
- My System Prole (
Edit Primary Job Information Details r \
. . Sala Hext
Efective Reporing To - Employee Salary ﬁ Honthly F;emem 89. Kotak kosong
o emelepormen s " (SHY yang baru akan
Boal @ 0 terpapar dan
\_ perlu awda isikan
Primary Job Informaton Vertfcation dengan lengkap
. Primary Job nformation Correct dan betul
""" \ y
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GEMS

Pengesahan Data Peribadi dan Perkhidmatan

) Persanal Informetion

) Payroll and Compensékion
) Beneits

) Laaming and Detelopment
) Performance Management
D Recruting Acthites

) Attendance

 Very Employee fomaton

= Rewiew Transactions
) Recniing
) Global Payroll & Asence
Mont

 Workforce Development
» et Up HRMIS

) Workdst
) Reporting Tools
[ Change My Password
- My Personglizations
- My System Profle

"y
0 )
'y
JGEMS Hoe | Mot
P LURINEDD i1 Qi pou. yuv. uit
7S¢l Senice
) Room Booking Persond tahman rahim@hotmall com
) Time Reporing

“Ifyou do not have a Government Email Address, please contact your Administration Section /Unit

Dependent Information

| GEUSHel Cene

Chang dependent information

Neioal 1 ﬁf"ﬂ‘m_«a W"—mnmmm
L tmployee  Dependent nformation Verified
0t Other
Current Primary Job Information
Effoctive Wi Ministry ~ {Department Department Position |Position Employes| Salary ::—::g Month Eec_:zment
Date —sw[)escrip_tionm Description Number (Description ~(Class [ Matrx M Salary T
Prime AN
01/022012(SA0TA. |Ninisters ~(SAT2700308 ;ﬁmmﬁﬂm T0000002[KERANI TETAP {00006 GHQJP\ll 5900
Ofice '
GENS

it Primary Job Information Details

Effective |, . |Department|Department |, .. Reporting To ”

Date iy 0 Deseription Posio Name/Departmen) A
JABATAN

0102201 | SAOMK Q) | SAR2QY %%AT 70000002~ | Pentadbiran TETAP | 0006 | WIHART | 559 | 010220 fy
NEGARA y

Primary Job Information Verification

* Primary Job Informaton Corect
 Primary Job nformation Incorrect

| Signout

s “
90. Yang perlu awda

isikan di ruang
“Primary Job
Information Details"
ialah:-

“Effective Date”
“Ministry”
“Department ID”
“Position”
“Reporting to”
“Employee
Class”

“Salary Matrix”
“Salary Admin
Plan”

“Monthly
Salary”

“Next Increment
Date”

Y OW W W W

w

w

w7

*Pastikan maklumat
awda masukkan

adalah yang terkini.
\ /
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GEMS

Pengesahan Data Peribadi dan Perkhidmatan

"

7 3e ey

) oom Bodking

) TieReotng

) Prsond Wi

) Pyl and Compensatin
) Benty

) Leamng and D
) osmance Nvagenen
) Recutng At

) Merdae

= oy Emplye fmetin

~ i s
) Recing

) Glotel Payol & Absece
fini
) W Dl
) S UptRHS

) W

) Repting T

ot y Pssn

ey Posonalzats
e o Pofl

- | oty | CHSHOe | Sl

* Seondy o ot Coret
Sty b maon e

Enployee Conments,

) i ot st
1 onl e e gk |

Secondary Job fomation
g:;ﬂ E_?ﬂhl ity ity Descliplion%ew{]epanmentﬂmriglionﬁ Pt et -LE:wde"d R
— T - JABATANKASTAMUAN_ = 91. Pastikan
b oS0 Dy oe (DY NSORAA.  BLJGRML fhoay fp| ™maklumat
S Tl awda dalam
“Secondary
Pine st AEATANADAT Job

Ut iy S TOELR IEA1E ERAN } Information”
\ 4 adalah betul
dan terkini.

Secondary Job nfomation Verfatio
—

BAHAGIAN GEMS|JPA©




Manual GEMS Ms 49

Yoo 01010 0Y: YO IO N

Pengesahan Data Peribadi dan Perkhidmatan

) |,'.::

JGEMS R R ]
o s2.Ji
S B e T e e " R maklumat
) Room Booking GENS awda tidak
) Time Repoting .

) Persona Information Ll
(A E XTI Primary Job nfomation Verficaton — ruang
B 9 Primry Job foration Coret Secondary
b Leamng and Devlopment | , Job
) PefmareMagenet | Primary Job Information Incorect I ek
) Recrulng Acttes ) da perl
) Aendarce Secondary Job Information aw |(a|'ier u
AT | [efectve (Empl [yl oo Department . |Postion | .. .. {Expected End |
e — e Rl Ministy lﬂmlm[]esmplmnm DeparmientIJesl:npllonm Positon Descripton m “Secondary
) Recning ABATAN KASTAM DA Job
) ot Pyl 8 Abenc 03220120 1|SONMA. Mty of Fnance (0022001 (EKSASDRAA- {00022 KERAN 0032013 Information
flomt BAHAGIAN UTAWA Incorrect”
Vot et i A N
) SlpHRS v S T iy (MG
) Wi ¢ )
) Repoting Toos [
'—Ly—;hage;:‘na‘f:;isu";:rd Edt Secondary Job nfomalion Custoniz ot g Lo 93. Kotak
M oSO ” | kosong yang
e 1 Syt Prfle Efective Empl | . Department . y Reporting To Expected End
Dete  [Red o M.'.['lilﬂ ] _U.?P.@.m_“ﬂl‘_nﬁﬂﬂﬂ‘lflﬂ P.QilﬂQﬂ "M‘mj Dae ) baru akan
— ‘ —_— n terpapar dan
K1 00N |5 PAIA Q) [SH0tA Q SADtA PEITADBRAY |6ty () ()] perlu awda
isikan dengan
Secondary Job Information Verifcation lengkap dan
* Secondar obnomtion Coreet betul
O SeoondaryJob Infonation Icoreet
ﬁ
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Feel
R

7 5ol Senvee
) Room Bling
) Tme Repoing
) Persond romlin
) Payrol and Compensafon
) Benefts
) Leamingand Dvelpment
) Peromance Management
) Recruting Actes
) Atendance
 VeryEnplyee bfmatin
= Reew Transaclons
) Recntng
) Glotel Payrol & Absence
Pont
) Wororce Dselopment
) Set U HRS
) Workle
) Repoting Tooks
" Change My Passhog
My Personalzatons

Ms al

Yool ore

Y
© .‘:.“

5@
{ et g

GEMS

Pengesahan Data Peribadi dan Perkhidmatan

Secondary Job nformation Verification

. Secondary Job Information Correct

Employee Commens

bl

telah demaskn
2) Sttus helamin ubeh kepada Kahwin

=y System Profl

fersebut adalah teratur dan terkini,

) At el umber teleon & pehubungan ecemasan

3 Nama tanagunaan dtambah

Dengan ini saya mengaku bahawa say tlah meneli dan membetulken maklumat yang fperukan den mengesakan bahawa maklumat

A ]

Hereby | declare tat | have checked and updated te required information and veryhatte infornation are carect and up-o-dae,

Employee Verifed

Home \ o | GEMS el Cente | S0 [ . o
isikan di ruang ini
BTN 1A ialah:-
Prime Mt JABATA ADAT
202010 5|SATA SN2 0023418 KERAN
Ofice ISTIADAT NEGHRA > ”Eﬂecﬁve Date”
7 “Empl Red Nbr”
Edit Secondary Job nfomation Cutonize Fod B st gt 2 Lag »  “Ministry”
e ool [, Do Lol Rt » “Department
Date  [Red o iy ) lepmon(ssip - P lameDescripton) (Dt — ID”
fimng| s sm we momw ooy §EE | 2 “Reporting to”
\" » “Expected End
Date”

*Pastikan maklumat
awda masukkan
tersebutadalah
Lyangterkini.

94, Yang perlu awda )

[ 95.D] ruang

“Employee
Comments”
ini perlu awda
isikan komen bagi
maklumat yang
telah di
diperbetulkan dan
yang perlu
dikemaskinikan

\,

J
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Pengesahan Data Peribadi dan Perkhidmatan

Disclaimer,

Dengan ini saya mengaku bahawa saya telah menelti dan membetulkan maklumat yang diperlukan dan mengesahkan bahawa maklumat
tersebut adalah teratur dan terkini,

Hereby | declare that | have checked and updated the required information and veriy that the information are correct and up-to-date

[ Employee Verified ]

=

Relim to Self Senice
\J
4
97. Tandakan “Employee Verified” di kotak
96. Klik “Save” setelah selesai kosong yang tepapar sebagai pengakuan yang
mengemaskinikan semua maklumat telah diteliti dan

dikemaskinikan.
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Pengesahan Data Peribadi dan Perkhidmatan
( 98a.*Peringatan: )

Untuk Pengesahan data ini Cuma sekali sahaja yang perlu dikemaskinikan, jika awda ada sebarang
pertukaran atau maklumat baru (maklumat alamat rumah , email, status kahwin, telefon dan keluarga),
awda bolehlah mengemaskini maklumat tersebut melalui kemudhan yang ada di “Self Service”. Bagi
\ maklumat lain, hendaklah dimaklumkan kepada bahagian Pentadbiran bagi pengemaskiniannya.. )

Disclaimer;

Dengan ini saya mengaku bahawa saya telah meneliti dan membetulkan maklumat yang diperiukan dan mengesahkan bahawa maklumat
tersebut adalah teratur dan terkini,

Hereby | declare that | have checked and updated the required information and verify that the information are correct and up-to-date.

]l Subrito | I
Return to Self Senvice l

98. Klik “Submit to HR”
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ISTILAH/KETERANGAN

Lurrent Primary Job nfarmation

Department Description
Department I
tfective Date

Employee [lass

Employee Lomments
Emplyee Verified

Expected End ate

HR (Human Resource)
Ministry Description
Ministry I

Monthly Salary

Next Increment Date
Personal & Information System
FPusition Description
FPosition Number

Reporting Io

Salary Admin. Plan
Secondary Job Information

Self Service

Verify Employee Information

BAHAGIAN GEMS|JPA©

Maklumat jawatan sekarang

Nama jabatan

Kod jabatan

Tarikh berkuat kuasa

Jenis perkhidmatan

Ruang Catatan

Pengguna mengesahkan semua maklumat
adalah betul

Tarikh dijangka berakhir

Pegawai yang mempunyai peranan HR
Nama kementerian

Kod kementerian

Laji bulanan

Tarikh kenaikan gaji akan datang
Maklumat peribadi

Nama jawatan

Kod jawatan

Melapor kepada

Tanggagaji

Maklumat memangku/diperbantukan/penempatan
Pengguna

Mengesahkan maklumat kakitangan



Manual GEMS

ISTILAH BAGI PLINAT (BLTTON)

Add

Lhange Dependent Information
Lhange Emergency Lontact
Lhange Highest Fducation
Lhange Home/Mailing Address
Lhange Marital Status

Lange Phone Numbers

Jelete

Look lp (District)

Save

Submit to HF

Tambahan

Mengemaskini maklumat tanggungan
Mengemaskini perhubungan kecemasasn
Mengemaskini pendidikan tertinggi
Mengemaskini alamat rumah dan persuratan
Mengemaskini taraf kelaminan
Mengemaskini nombor telefan
Membuang

Mencari Daerah

Telah selesai mengemaskini

Dihantar untuk tidakan pihak HR
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Manual - manual GEMS :
v Bagi Pengguna GEMS (Self Service)

v/ Bagi Pengguna HR (Human Resource)
- Lantikan dan Pertukaran

- Penamatan Perkhidmatan
- Hal Ehwal Perkhidmatan

- Hal Ehwal Cuti dan Kehadiran ;

- Hal Ehwal Peribadi dan Tanggungar

- Hal Ehwal Kelulusan, Pingat

dan Lantikan Jawatankuasa (profile)

v/ Bagi Pegawai Meluluskan

v Pengesaha

v/ Prestasi

Jabatan Perdana Mentel Laman Se



