L
Law s @
=ferta g

GEMS QUICK GUIDE

HETE LLIGENT. WNTERAC TIVE. |

LY

Employee
Update Employee Information

This quick guide provides a step by step guide on how
to manage your Personal Information through GEMS
Self Service functionalities.

2] =

View or View or Update

Update personal
dependent Information
Information

Additional Information You Need To Know

GEMS Module Update Employee
Information

Relevant to Employee

Last updated 23 October 2009

Quick Guide Code EDM2A32E

Activity Required Inputs Activity Explanation

1 Updated dependent Employees are able to update their dependent information

information through Employee Self Service.

2 Updated personal information Employees are able to update their own personal
information through Employee Self Service, e.g. to update
phone numbers, email addresses and emergency contacts.

Note:

Information such as change in marital status and address requires Department Administrator's approval
whereas change in name and IC number requires a HR Specialist to update this information directly in the

admin page.
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Process Flow Legends

No. | Process Symbol | Definition
1 B This indicates the start of the whole process.
Prebare
letter
2 12 This box illustrates that the process is done within GEMS.
o sysem
3 .5 This box shows the manual activity that will be carried out external to the system.
Select stamp
4 20 The process illustrated within this box will also be performed in GEMS. However,
Post Letter this process is connected to another HR procedure which is external to the
current activity. The activity may be covered in a different Quick Guide.
5 22" This is called the Decision box where the HR role needs to make a decision
Sendva between various options and there may be a possibility of more than one
outcome.
6 — This indicates the end of the whole process.
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1. View or Update Dependent Information

Self-Service > Benefits > Dependent Information

H

Employee ID 00044444 IM HAJ HASSAN HAIN IBRAHIM B

(Current Dependent Information
Relationship to Employee

Dependent/Beneficiary Personal Information

First [ 1 o1 [ Last
lMarital Status Date

Custornize | Find | View All | i
arital Status

Date of Birth

AISAH HA JIMD. JAAFAR Spouse

Add Dependent Info |

1.1 Click on the |

03/04/1959

Unknown

dependent’s link to

v

access it.

1.2 You will be DependenUBeneﬁciary Personal Information
navigated to the EmplD 00044444 IN HAJ HASSAMN HAJ IBRAHIM B
Dependent/ Dependent/Beneficiary ID 01
Beneficiary
Personal Date change will take effect 18M0/2009
Information where
you are able to view LastName  JIMD. JAAFAR
details of the FirstHame  SIT) AISAH HA
dependent.

Gender Female
Date of Birth  (3/04/1959
Birth Country BRM
Relationship to Employee Spouse

Marital Status Unknown
Student Ma

Date of Death

Occupation

Same Address as Employee

Country: BRM Brunei Darussalam

Address: NO.47, JALAN [STAMA DARUSSALAM,

NEGARA BRUMEI DARUSSALAN.

BRMN

Same Phone as Employee

Phone:

. . Country  National ID Type Description
1.3 Click on the Edit prp—

button to change the
dependent’s details.

Marital Status Date

Student Status Date

Edit Address

First [ 1 or 1 [*] Last
Primary |0

Customize | Eind | View All | 2
National [D

1.3
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1. View or Update Dependent Information n—
Dependent/Beneficiary Personal Information
EmpliD 00044444 IN HAJ HASSAN HAJ IBRAHIM B
1 4 Enter your Transaction D NEXT Approval Status Mew

dependent’s Last DependentiBeneficiary ID 01

Name and First

Name in the f|e|ds *Date change will take effect 15M10/2009 ([

prOVIded' *Last Name | JIMD. JAAFAR

1 5 Select the Gender Of *First Name SITIAISAH HA
the dependent_ *Gender Female [v]

*Date of Birth |03/04/1959 |31

16 Enter the Date Of Birth Country |ERN Q\

Birth or click the
calendar [z button

*Relationship to Employee | Spouse v

to select the values.

I‘F.'Iarital Status | LInknown [V] |r'.'|arita| Status Date ] 1.11
1.7 Enter the dependent’s | | [student No | FBT) [student status Date 5 TRE
Birtrl Country or click |Dateoi Death 5 IRE
the “4 to select a
value. Occupation L

[] same Address as Employee

1.8 Select the options for
Relationship to

Country: BRN|C, Brunei Darussalam
Employee.

Address: BRI Edit Address

1.9 Select the available
options for Marital
Status.

[ same Phone as Employee

1.10 Select the available
options for Student.

Phone:
1.11 Enter the Marital _
Status Date or click i : — Dstcumize | Eind | View All | # : First 4] 1 of1 ¥ Last
h lEJ | *Country *National ID Type Description National IO Primary IO
:/ aelzue to select a RN @ a -
Submit
1.12 Enter the Student
Status Date or click
the [ to selecta
value.
1.13 Enter the Date of Death or click the [5] to select a value. ¢

1.14 Enter the Occupation of the dependent.
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1. View or Update Dependent Information

1.15 Tick the Same
Address as
Employee
checkbox if the
dependent stays in
the same address.

1.16 Click the Edit
Address link if the
dependent stays in
a different address
and update the
address details
accordingly.

1.17 Tick the Same
Phone as Employee
checkbox if the
dependent shares the
same phone number.

1.18 Enter the Phone of
the dependent if the
phone number is
different.

1.19 Enter the National ID
Type of the
dependent.

1.20 Enter the National ID
of the dependent.

1.21 Tick the Primary ID
checkbox.

1.22 Click the Submit
button to complete the
updates.

B

Dependent/Beneficiary Personal Information

EmpliD 00044444 IN HAJ HASSAN HAJ IBRAHIM B

Transaction D NEXT Approval Status Mew
Dependent/Beneficiary 1D 01
*Date change will take effect 15M10/2009 |[=)
*Last Name | JIMD. JAAFAR
*First Name SITIAISAH HA
*Gender Female [v]
*Date of Birth |03/04/1959 |1
Birth Country | BRN | Q)
*Relationship to Employee | Spouse [v]
“Marital Status | Unknown  [+| Marital Status Date 31
Student Mo [V] Student Status Date ]
Date of Death ]
Occupation

||:| Same Address as Employee

Country: BRN|C, Brunei Darussalam

Address: BRI

|:| Same Phone as Employee

Phone: I

— _ __
mize | Eind | V First (4] 4 or 4 [¥]

*Country *National ID Type Description National 1D
1/BRN C-\I Q Elg El.Zl =
1 2
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2. View or Update Personal Information —n

Self Service > Personal Information > Personal Information Summary

2.1 You will be navigated
to the Personal
Information page
where details such
as your Job
Information and
Mailing Address can
be viewed.

2.2 Click on the Change
home/ mailing
address button.

2.1

Personal Information
HAJ IBRAHIM B IN HAJI HASSAN

Official Hame  Ha | IBRAHIM BIN HAJI HASSAN

Job Information

Department  FEJABAT KETUA PENGARAH

Job Title KETUA PENGARAH PERKHIDMATAMN AVVAN
Position Title KETUA PENGARAH PERKHIDMATAMN AW

Address Type Status As Of Country Address

MO 15 JALAM ISTAMA DARLISSALAM
KAMPONG SUMBILING

Home Current 15/04/2009 BRM oop
BRM
JABATAN PERKHIDMATAR AWAM
JABATAN PERDAMA MENTERI
Mailing Current 1000412009 BRHM JABATAN PERKHIDMATARN AVWAM
BSB
BRM
| Change home/mailing addresses “
Phone Numbers
Phone Type Phone Number Extension Preferred
Iain 02261177

Change phone numbers |

Employee Information

Gender: Male

Date of Birth: 0212955
Birth Country:

Birth State:

Military Status:
Original Start Date: 1710811982

Highest Education Level: Bachelor Dearee

Contact the Human Resources department if any of your Employee Information is incorrect.

Return to Personal Infermation
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2. View or Update Personal Information —n

2.3 You will be taken to the Home and Mai"ng Address
Home and Mailing Address

page. Betty Locherty

Address Type  Status As Of Country Address 2.4

2.4 Click the Edit button to Home Current 12001/2008 BRN ~ SIMPang 555-53

change your home address. Kampong Manggis

Mailing Current 04071979 Ugs D43 Robinson St Edit

2.5 Enter your new address into Buffalo, NY 74340
the fields on the Edit Home
Address page. Do not forget
to specify when the change
will take effect.

2.6 Click on the Save button.

Edit Home Address

Country: Brunei Darussalam Change Country
Address 1: Simpang 555-55

Address 2. | Kampong Manggis|

Address 3

Address 4.

City: BSB District: Q Post
Code:

County: BRM

Date Change Will Take Effect:

Oin this date: I 15/10/2009 |[5) Eﬂmpl&: 31/01/2000)

Q HINT: Click on the Calendar icon B to bring up a pop-up calendar that you can use to choose a date.
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2. View or Update Personal Information

2.7 You will be navigated back to
the Home and Mailing
Address page.

2.8 Click on the Return to
Personal Information link.

a

Home and Mailing Address
HAJI IBRAHIM B IN HAJI HASSAN

Address Type  Status As Of Country Address
MO 15 JALAM ISTANA
DARLUSSALAM
Home Current 1510412008 BRN KAMPOMNG SUMBILING Edit
B=B
BRM
JABATAM PERKHIDMATAMN AVVAM
PERDAMNA MEMTERI
Mailing Current 1000472009 BRM AM PERKHIDMATAN AWAK  Edit

I Return to Personal Information

2.9 The changes made to the
Home address will be
Submitted for Approval.
Note the status of the new
home address.

Personal Information

HAJIIBRAHIN B IN HAJI HASSAN

Official Name 1 )| IBRAHIN BIN HAJI HASSAN

Job Information

Department  pE JABAT KETUA PENGARAH

Job Title KETUA PENGARAH PERKHIDIMATAN AWAR

Position Title  KETUA PENGARAH PERKHIDMATAN AW

Address Type Status As Of Country Address

MO 15 JALAM ISTANA DARUSSALAM
KAMPOMNG SUMBILING

B3B

BRMN

JEBATAN PERKHIDMATAM A4WAM
JEBATAMN PERDAMA MENTERI
JEBATAN PERKHIDMATAM A4AM
B3B

BRM

Simpang 555-55

Kampong Manggis

B3B

BRM

Home Current 15/04/2009 BRN

Mailing

Current

10/04/2009  BRN

Submitted for

AL Approval

15M10/2009  BRM

Q HINT: Click on the Calendar icon B to bring up a pop-up calendar that you can use to choose a date.
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2. View or Update Personal Information —n
Phone Type Phone Number Extension Preferred
Home 555/123-4567 =
Main 585/123-4567 i

2.10 Click on the Change Phone

Numbers button in the
Personal Information page. j_Change phone numbers

2.11 You will be taken to the Phone Numbers
Phone Numbers page.

Betty Locherty

Enter your phone numbers below

2.12 Enter the new phone number Phone Numbers _
to edit the existing one. Lnopa Type “Lotephodas

212 |

Extension Preferred 2.13

O
2.13 Click on the corresponding Main [5551123-4567 3 Delete
Delete button to delete a

phone number.

I Add a Phone Mumber 2.14

2.14 Click on the Add a Phone . _
Number button to add a Required Fleld

phone number and enter the 216
details of the new number.

Ratum to Personal Information

Phone Numbers ¢
Betty Locherty

Enter your phane numbers below.

Phone Numbers

Phone Type *Telephone Extension Preferred
Home |555/1123-4567 | i Delete
2.15 Select the phone type and | ™Main [5551123-4567 | Delete
insert the new phone number ] | m F Delste
you want to add. Business
campus
. Dormitory
2.16 Click the Save button when | |gax J
you are done. @E
1Pager 1
_|F'ager 2 lian
Telex

Q HINT: Click on the Calendar icon B to bring up a pop-up calendar that you can use to choose a date.
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