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Personalize Content Layout Thursday, December 6, 2012

[» Self Service
[ Manager Self Senice

[+ Berruiting

R L L AR ‘
[ Workforce Development

[ Qrganizational Development

[ SetUp HRIS

[ SetUp ELM

[» My Contant

[ Content Management

[» Worklist

[ Reporting Tools

= Take a Survey

= Change My Password

= My Personalizations

= My System Profile

BEE

Discussion Forums
Mo Discussions available

[ 1. Klik “Workforce Administration”

-

Welcome

Welcome to GEMS!

" Towards Excellent, Interactive and Integrated Public Service
in line with 21st Century's Civil Service Vision"

For any inquiries, please contact GEMS Helpdesk at +6732382407 or email at gems.helpdesk@psd.gov.bn

GEMS Help Centre

MyLinks SelectOne:

GEMS Help Centre

Please click here or on "GEMS Help Centre" link at

¢ top tight-hand corner to get help on GEMS
tionalities.

KEW

Computer Based Training on Absence Request (Malay
Guide):

* Absence Request (Malay Guide)

GEMS News |
wew Data Bagi Pegawai dan Kakitangan Kerajaan
Assalamualaikum / Salam Sejahtera,

Bagi pihak Pengurusan GEMS, kami ingin memperkenalkan mengenai proses Pengesahan Data di
dalam GEMS, yang mana pegawai dan kakitangan kerajaan akan dapat mengesahkan dan
mempastikan data peribadi dan data perkhidmatan mereka adalah betul dan terkini.

Pada masa ini, proses ini kini boleh digunakan oleh jabatan - jabatan dibawah Jabatan Perdana
Menteri, Kementerian Kewangan, Kementerian Perhubungan, Kementerian Hal Ehwal Ugama dan
Kementerian Pertahanan dan akan dilancarkan kepada kementerian - kementerian dan jabatan -
jabatan yang lain secara bergilir - gilir, Aktiviti - aktiviti mass briefing dan roving, yang bertujuan
untuk memperkenalkan dan menerangkan mengenai proses berkenaan kepada setiap kementerian -
kementerian dan jabatan - jabatan, akan dimaklumkan kemudian.

Sekiranya ada sebarang pertanyaan sila hubungi GEMS Helpdesk.

Quick Links H
ly E-mail My Calendar

Iy Payslips Ny Benefits

My Performance [y Learning

My Careers [y Reports

My Surveys My Time 8 Attendance
Team Learning Request Absence

My Exam Results

My Leave Balance




+ Workforce Administration
 Personal Information
> Job Information
 Absence and Vacation
I Seff Service Transactions
> Workforce Reparts

I Global Payroll & Absence
Mgmt

[ Warkforce Development

[ Qrganizational Development

[ Set Up HRMS

[ Set Up ELM

[ My Content

[ Gontent Management

[ Worklist

[ Reporting Tools

[ PeopleTools

= Take 8 Survey
= Change My Password

= My Personalizations
= My System Profile

Home  Waorklist

AddtoMylinks ~ GEMS Help Centre  Sign out

My Links  Select One:

ﬁ Workforce Administration

Hire employees, add non-employees, maintain personal and job data, administer global assignments, I3

....................

Jobs.
= Add a Person

¥ Manage Hires
F¥! Modiy & Person

6 More...

W Self Service Transactions

Administer Seff Senice workfow transactions.

¥ Warkfow Inguiry
| Approvals and Delegation

= Employes Address Changes
5 More...

ﬂ

Job Information

2

Maintain information about a person tied to a specific

[ob record
[ Job Data

F¥! Add Employment Instance
= Add Additional Assignment

b More...

Workforce Reports
General Workforce Reporting

% Employes Portflio Repor
I Change of Senice Stats R
= Establishment Budggt R

§ More...

2. Klik
“Job Information”

ations, absence and vacation.

W Absence and Vacation
Identfies absence and vacation, including specific

types of leave. Also allows warking time monitoring

I Track Absence History
| Absence Reports
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[ Self Senice
[ Manager Self Senice
[ Recrutting
I Brunei Civil Senice Room
Book
[ Personal Information
> Job Information
[ Absence and Vacation
[ Self Senice Transactions
b Warkforce Reports
[ Time and Attendance
Reports
[ Benefits
[* Global Payrall & Absence
Vgmt
[ Workforce Development
[> Organizational Development
[> Set Up HRMS
> Set Up ELM
[ My Content
[ Content Management
[ Worklist
[* Reparting Tools
[ PeopleToals

= Take a Survey
= Change My Password

= My Personalizations
= My Svstem Profile

Main Menu > Workforce Administration =

V;J Job Information

Maintain information about a person tied o a specific job record

-=—1 Employee Exit Interview

—

Employee Exit Interview

Add Additional Assignment

Create an additional assignment record for a person's

organizational instance.

=1 Curent Job

Maintain data about a current job.

Worklist

3. Klik
“Job Data”

Addto My Links

GEMS Help Cenire Sign out

My Links | Select One: v

—=t Job Data =
mwionincludingworklocationand ﬁ

compensation details.

—— Move Assignmnt to another Inst o

Iave assignment to another instance maoves additional
assignments associated with an Instance to another
Instance.

lllll

2]
II.

Pay Rate Change
Create pay rate changes.

Add Employment Instance

Add a new employment organizational instance for a
person.

Demote an Instance

Demates an Instance which doesnot have additional
assignments to the desired Instance.

Contract Administration

Iaintain contracts or other writien agreements with their
employees and contractors

1= Update Contracts

1=l Define Contract Types
1=l Define Confract Clauses

1= Define Contract Templates
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Self Semvice
Manager Self Service
Recruiting
~ Workforce Administration
[ Personal Information
= Job Information
[ Contract Administration

= Add Employment
Instance

= Add Additional

Assignment

= Mave Assignmnt to
another Inst

= Demote an Instance
= Current Job

= Pay Rate Change

[* Absence and Yacation
[ Self Service Transactions
[ Workforce Reports

[ Global Payroll & Absence
Mgmt

[ Workforce Development
Organizational Development
Set Up HRMS

Set Up ELM

My Content

Content Management
Worklist

Reporting Tools
PeopleTools

- Take a Surey

- Change My Password

= My Personalizations

= My System Profile

[
[
[

—_— Y —— —— — —

JobData \_

6a.*Peringatan: (Bagi ruang “Empl Rcd Nbr ”)
i.Empl Rcd Nbr 1 dan sterusnya adalah maklumat “Secondary Job” (lantikan
Memangku / Penempatan /Peminjaman)
ii.Jika tidak ada “Secondary Job”, apabila di klik “Search”, “Work Location
page” secara otamatik akan terpapar.

Enter any information you have and click Search. Leave fields blank for a list of all values.

f Find an Existing Value |

EmplID: begins with * 70000001 4. Masukkan No. Kad
Empl Red Nbr: - v Pengenalan

Name: begins with Kakitangan di ruang
Last Name: beging with ~ “EmplID”

Second Name: begins with +

Alternate Character Name: beging with

A

Middle Name: begins with ~ 5. Tandakan “Include
Include History ¥l Correct History H—Case-Sensitive > History” dan “Correct
'—] History”
Search Llear 0asic search B odve aearch LItena \ J
4 R
Search Resuils > 6. Klik “Search”

[mal

70000001 1
700000012

mpllD Fmpl Red NbrName

Last Name Second Name Alternate Character Name Middle Name

BARE LUk Li

ABDUL RAHMAN BIN ABDUL RAHIM BINABDULRAHIM (blank)
ABDUL RAHMAN BIN ABDUL RAHIM BINABDULRAHIM (blank)

7. Klik rekod“0” untuk

melihat data kakitangan
\. J
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[ Manager Self Senice

[» Recruiting

= Workforce Administration

[» Personal Information

= Job Information

[» Contract Administration

=JobData

= Add Employment
Instance

= Add Additional
Assignment

= Mave Assignmntto
anather Inst

= Demote an Instance
= Current Job
- Pay Rate Chanae
[ Absence and Vacation
[ Self Service Tranzactions
[» Workforce Reports
[ Global Payroll & Absence
lMgmt
[ Workforce Development
[» Organizational Development
[ Set Up HRMS
[+ Set Up ELM
[» My Content
[» Content Management
[ Worklist
[» Reporting Tools
[» PeopleTools
= Take 3 Survey
= Change My Password
= My Personalizations
= My System Profile

Home Waorklist Add to My Links GEMS Help Centre Sign out

MyLinks Select One:

New Window | Customize Page | [&

/ Work Location | Job Information / JobLabor | Payroll | SalaryPlan | Compensation | Jab Additional Information |

ABDUL RAHNMAN BIN ABDUL RAHIM  EMP ID: 70000001 EmplRcd# 0

First 4] 4 o3 B Last

Find

HR Status: Active Payroll Status:  Active GoTo RUWl El
*Effective Date: 2711112012 [ Sequence: 0 *Job Indicator; PrimanyJob
*Action: Transfer ¥ Reason:  Reorganization v
Current
Last Start Date: 010212012 Termination Date:
Expected Job End Date e
Position Entry Date: 09102012
Position Number: 70000002 Q' KeramI
Override Position Data | Position Management Record
Reqgulatory Region: GOBRN Brunei Darussalam f \
Company: SAD Prime Minister's Office Al g
. . N Ini adalah contoh unit
Business Unit: SADIA Prime Ministers Office Department Entry Date: ~ 09110/2012 | lu di
l asa an eriu ai
Department: SA12700308 JABATAN PERKHIDMATAN AWAM - BAHAGIAN GEMS > tuk y K g 3 it
SE— - r ni
ocation: BRNOT00035 Bangunan SPA CLE :pa 2
) aru
Establishment ID: Q DateCreated:  10/1212012 J
Job Data Employment Data Benefits Program Participation ~ Appraisal Result
B Sa'.rel Ll Return to Searu:hl 17 Previous in List | 4] Nextin Listl = Motify | Previous :.au:l Nemabl 'b Refresh UpdatefDispIayl Z Include History | [E7 Correct History |

Waork Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Job Additional Information

-
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[» Self Senice
[ Manager Self Service

[ Recruiting

= Workforce Administration

[ Personal Information

= Job Information

[ Contract Administration
= JobData

Worklist

| Work Location \_Job Information | JabLabor | Payrall | SalaryPlan | Compensation | Job Additional Information |

ABDUL RAHMAN BIN ABDUL RAHIM EMP

ID: 70000001

EmplRcd# 0

Add to by Links

*Peringatan: \

i. Sebelum awda klik ikon
“+” pastikan tarikh yang
hendak
dikemaskini tersusun
ii. Jika tarikh adalah
tarikh yang sama sila
isikan di ruang
“Sequence” dengan

= Add Employment i Payroll Status:  Active nombor berlari (]lka no.
Instance “A” . .
- had Addiional 2711112012 [ Seene 7 b ndicaior TTTETIT b Sekarang “0” maka isikan
Assignment Transfer Y Reason:  Reorganization F{[— “1 ”)
= Move Assignmnt to o o
= Demote an Instance Last Start Date: 0110212012 Termination Date: “+” rekod baru akan
= Curcent Job Expected Job End Date E}
= PayRate Change bertambah
[ Absence and Vacation Position Entry Date: 091072012 :
I Self Senice Transactions 3 (" oo A
> Workforce Reports Position Number. TQUUUW & Kerani 8. Klik ikon “+” untuk
Dﬁlgor?l?l Payrall & Absence T | mManagememﬂecom > . menambah rekod baru i
[ Workforce Development Regulatory Region: GOBRN Brunei Darussalam -
[ Organizational Development c ) . - ( )
b Set Up HRIS ompany: SA0 Prime hinster's Ofice 9. Klik ikon “Calendar”
> SetUp ELM Business Unit: SA01A Prime Minister's Office Department Entry flate: ~ 0910/2012 . .
b Wy Content a " > untuk memilih tarikh
 Content Management Department; SA12700308 JABATAN PERKHIDMATAN AWAM - BAHAGIAN GEMS bertukar unit dalam Jabatan
[ Worklist -
Location:
b Reporing Tools BRNO100035 Bangunan SPA \_ : )
b PeopleTools Establishment ID: Q Date Crefted: 1011212012 \
_Eizenageshwygasswurd 10. Klik p”ihan
L ! — )
- My Personalizions Job Data Employment Data Benefits Program Participation ~ Agpraisal Result “pction”:Pilih ”Transfer”
= My System Profile . . ong
kemudian klik pilihan
: otst| Evoty | @7 - - “R ”:Pilih
E]Sa‘.rel Q\ReturntnSearchl +F Previous | A Nextin Ll&tl ENntlfyl Pre :.z-'.'-:l Nexttabl ) Refresh Update.fDlspIayl £ Incluge His eason il
{4 8 Q V4
Work Location | Job Information | Job Labar | Payroll | Salary Plan | Compensation | Job Additional Information \ Reorganlzatlon )
a - N
>

11.Klik ikon “Look Up”




9a.*Peringatan:
Jika terdapat “Error message” ketika awda klik di ruang ikon
kalendar setelah mengisikan tarikh, Awda Cuma perlu
kilk “Ok” sahaja

Warning - date out of range. (15,9)

The date entered is either more than 30 days in the past or 30 days in the future. This is not normally true for this date. Either
acknowledge thatthe date is OK, or correctthe entered date.
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[> Self Service
[ Manager Self Service
[» Recruiting
— Workforce Administration
[> Persaonal Information
= Job Information
[ Contract Administration
= .JobData
= Add Employment
Instance
= Add Additional
Assignment
= Move Assignmnt to
another Inst
= Demote an Instance
= Current Job
- Pay Rate Change
[ Absence and Vacation
[+ Self Service Transactions
[ Woarkforce Reports
[+ Global Payroll & Absence
Mgmt
[> Workforce Development
[+ Organizational Development
[» SetUp HRM3
[ SetUp ELM
[ My Content
[> Content Management
[ Worklist
[- Reporting Tools
[ PeopleTools
= Take a Sunvey
= Change My Password
= My Personalizations
= My System Profile

Look Up Position Number

Home Add to My Links

Worklist

GEMS Help Centre

Sign out

Select One:

My Links

New Window | 5

12. Masukkan nama jawatan

Bosition Mumber- hegins with =
Position Description: begins with + %GKERANI
Business Unit: begins with ~ QL
“Department. R &
Job Code: begins with - QL
Position Status: = hd
Job Sharing Permitted ]
Reports To Position Number: begins with - aQ

LookUp | cClear | cancel |gasicLookup

Search Results

diruang “Position
Description”

13. Klik ikon “Look Up”
untuk mencari “Kod

Kementerian”

Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.

View All

Position

Number P0Sition Description
00000004 TUKANG KAYU TINGKAT KHAS

00000007 PENOLONG PEMERIKSA KERETA

00000010 KETUA BAHAGIAN KAUNSELLING DAN KERJAYA
00000012 PEGAWAI ETNOLOGI

00000013 PENYAMBUT TETAMU/OPERATOR TELEFON
00000018 PENYELENGGARA STOR TINGKAT |

00000021 PEGAWAI PENTADBIR TINGKAT KHAS
00000024 PEMBERITA

00000037 JURUTERA PEMBINAAN

00000039 PENGAWAS MEKANIK (KENDERAAN)

00000042 PEMANDU TINGKAT KHAS

00000046 PENGURUS ESTET

00000048 PENOLONG PEGAWAI DERMASISWA

00000050 PENGAWAS TINGKAT I

00000053 PENYELENGGARA STOR TINGKAT KHAS
00000055 ATEMDAN MAKMAL

00000060 (blank)

00000066 PENOLONG OPERESEN KANAN

00000069 PEMANMDU KERETA TINGKAT I

00000071 TUKANG KAYU

00000073 PENGENDALI MESIN PEMBUAT PLATE TINGKATANIII

DOOOO0T0 fhlanl-

Salary

Admin Department Department Description

Plan

(blank) SE025 PEJABAT DAERAH TUTONG

(blank) SMO54 JABATAM PEMGANGKUTAN DARAT
(blank)SF114 KEMEMNTERIAN PEMDIDIKAMN

(blank) SLOGS JABATAN MUZIUM

(blank) SL106 KEMENTERIAN KEBUDAYAAN, BELIA DAN SUKAN
(blank)SF114 KEMENTERIAN PEMDIDIKAN

(blank) SA006002 JABATAM AUDIT

(blank) SADSE JABATAM RADIO TELEVISYEN BRUNEI
(blank) SK084 JABATAMN KERJA RAYA

(blank) SB104 KEMENTERIAN PERTAHANAN
(blank)SM113 KEMENTERIAN KESIHATAN

(blank) SKO57 JABATAM KEMAIUAN PERUMAHAN
(blank)SF114 KEMENTERIAN PENDIDIKAN

(blank) SA002 JABATAM ADAT ISTIADAT NEGARA
(blank) SEQ0ZV PEJABAT DAERAH TEMBUROMG
(blank)SM113 KEMEMNTERIAN KESIHATAN

(blank) SEQS0 JABATAM PEMNJARA

(blank) SAQSE JABATANM RADIO TELEVISYEN BRUNEI
(blank) SK094 JABATAN UKUR

(blank)SL128 JABATAM BELIA DAN SUKAMN

(blank) SA0TE JABATAM PERCETAKAN KERAJAAM

fhlanl Ay CNEND

IADATARLOIL D (L]

Unit Description

PEJABAT DAERAH TUTONCG
JABATAMN PEMGANGKUTAMN
KEMENTERIAN PEMDIDIKA
JABATAN MUZIUM
KEMENTERIAN KEBUDAYA
KEMENTERIAN PEMDIDIKA
BAHAGIAN PEMNTADBIRAM
JABATAM RADIO TELEVISYE
JABATAN KER.JA RAYA
KEMENTERIAN PERTAHAN,
KEMENTERIAN KESIHATAN
JABATAM KEMAIUAN PERL
KEMENTERIAN PEMNDIDIKA]
JABATAMN ADAT ISTIADAT INE
PEJABAT DAERAH TEMBUF
KEMENTERIAN KESIHATAN
JABATAMN PENJARA
JABATAN RADIO TELEVISYE
JABATAN UKUR

JABATAM BELIA DAMN SUIKATL
JABATAN PERCETAKAN KE!

LADATARL O IL]




Home Wiorklist Add to My Links GEMS Help Centre Sign out

MyLinks Selact One: v

New Window |

hiEkp

[ Manager 3elf Senice
[ Recruiting . .
7 Workforce Adminisrafion Look Up Business Unit

[ Personal Information

= Job Information . T —
b Contrat Adinitraion | oSS U begins it +

Descripton: - beginsvith «

= Add Employment
Instance

- Add Addtional LookUp | Clear | Cancel |BasicLookup
Assignment
) —':'—raﬂﬁ:fh:rsm SF ot Search Results
= Demote an Instance [4] H30f13 [}]
= Current Job Business Unit Description
- Pay Rate Change GOBRN Government of Brunei
b Absence and Vacation SAD1A  Prime Ministers Office
Eiﬂ{gg@:‘;{;ﬁm"”s S04 Minisky of Defence
b Global Payroll & Absence SCO1A Ministry of Foreiqn Aff & Trd
Mt D014 Ministry ofFinance 14. Pilih “Kod / Nama
> Workforce Development SE0MA Ministry of Home Affairs Kementerian”
[ Organizational Development SF01A Winistry of Education = .
b Set Up HRUS SHO1A  MinistrofIndus & PriRes (yang tersenarai)
v SetUpELN 8014 Ministy of Religious Affairs
Egﬂﬁzm‘;wmem SKO1A  Hinishy of Development
b Workist 3L01A M!H!Stﬂf aof Cult, Yth & Spris
> Reporting Tools aM01A [inistry of Health
i PeopleTools SNO1A Ministry of Communications
- Take a Survey

= Change My Password

= Iy Personalizations
- My System Prafile
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[» Self Service

[» Manager Self Service

[+ Recruiting

~ Workforce Administration

[» Personal Information

= Job Information
[» Contract Administration
= Job Data
= Add Employment

Look Up Position Number

Position Number: begins with

Position Description: begins with ~ %KERANI

[» Absence and Yacation
[+ Self Service Transactions
[ Workforce Reports

[ Global Payroll & Absence
Mgmt

[» Warkforce Development

[» Organizational Development

[ Set Up HRMS

[ Set Up ELM

[+ My Content

[» Content Management

[ Worklist

[ Reporting Tools

[ PeopleTools

- Take a Survey

= Change My Password

= My Personalizations

= My System Profile

LookUpl Clear | Cancel |ElasicL00kug

Search Results

Instance Business Unit: begins with + SAD1A Q.
= Add Additional Department: begins with ~ Q
Assignment =
- Move Assignmnt to ob Code: Degins wiin-— ~ =3
anofher inst Position Status: = -
= Demote an Instance
= Current.Job Job Sharing Permitted ]
- / P . .
Pay Rate Change Reports To Position Number: begins with ~ Q

Home

Worklist

Add to My Links GEMS Help Centre

Sign out

MyLinks SelectOne:

New Window | &)

15. Klik ikon “Look Up” untuk
mencari kod jabatan dikotak
kosong Department.

Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.

View All

Position Description

00000004 TUKANG KAYU TINGKAT KHAS
00000007 PENOLONG PEMERIKSA KERETA

00000010 KETUA BAHAGIAN KAUNSELLING DAN KERJAYA
00000012 PEGAWA ETNOLOGI

00000013 PENYAMBUT TETAMU/OPERATOR TELEFON
00000018 PENYELENGGARA STOR TINGKAT |

00000021 PEGAWA| PENTADBIR TINGKAT KHAS
00000024 PEMBERITA

00000037 JURUTERA PEMBINAAN

00000039 PENGAWAS MEKANIK (KENDERAAN)

00000042 PEMANDU TINGKAT KHAS

00000046 PENGURUS ESTET

00000048 PENOLONG PEGAWAI DERMASISWA

00000050 PENGAWAS TINGKAT II

00000053 PENYEL ENGGARA STOR TINGKAT KHAS
00000055 ATENDAN MAKMAL

00000060 (blank)

00000066 PENOLONG OPERESEN KANAN

00000069 PEMANDU KERETA TINGKAT Il

00000071 TUKANG KAYU

00000073 PENGENDALI MESIN PEMBUAT PLATE TINGKATANIII

00000078 (blank)

Salary

Admin Department Department Description Unit Description

Plan

(blank) SE025 PEJABAT DAERAH TUTONG PEJABAT DAERAH TUTOMNG
(blank) SNO54 JABATAN PENGANGKUTAM DARAT JABATAN PEMNGANGKUTAN
(blank) SF114 KEMENTERIAN PEMDIDIKAN KEMEMTERIAN PEMDIDIKAR
(blank) SLOGE JABATAN MUZILIM JABATAN MUZILIM

(blank) SL106 KEMENTERIAN KEBUDAYAAN, BELIA DAN SUKAN KEMEMTERIAN KEBUDAYAS
(blank) SF114 KEMENTERIAN PEMDIDIKAN KEMENTERIAN PENDIDIKAR
(blank) SAD0G00Z  JABATAN AUDIT BAHAGIAM PENTADBIRAM
(blank) SAQ08E JABATAN RADICO TELEVISYEN BRUMEI JABATAN RADIC TELEVISYH
(blank) SKOS84 JABATAN KERJA RAYA JABATAN KER.JA RAYA
(blank) 58104 KEMENTERIAN PERTAHANAN KEMEMNTERIAN PERTAHAN
(blank) SM113 KEMEMTERIAMN KESIHATAN KEMEMTERIAM KESIHATAMN
(blank) SKO57 JABATAN KEMAJUAN PERUMAHAMN JABATAN KEMAJUAN PERUI
(blank) SF114 KEMEMTERIAMN PEMDIDIKAN KEMEMTERIAM PENDIDIKAN
(blank) SAD02 JABATAN ADAT ISTIADAT NEGARA JABATAM ADAT ISTIADAT ME
(blank) SEOZ2T PEJABAT DAERAH TEMBUROMNG PEJABAT DAERAH TEMBUR
(blank) SM113 KEMENTERIAN KESIHATAN KEMEMTERIAN KESIHATAN
(blank) SEOS0 JABATAN PEMJARA JABATAN PEMJARA

(blank) SADSE JABATAN RADIC TELEVISYEN BRUMEI JABATAMN RADIO TELEVISYE
(blank) SKO094 JABATAN UKUR JABATAN UKUR

(blank) SL128 JABATAN BELIA DAN SUKAN JABATAM BELIA DA SUKAN
(blank) SAQ07E JABATAN PERCETAKAN KERAJAAN JABATAN PERCETAKAN KEF

(blank) SE0S0

JABATAMN BURLH

JABATAN BURLIH
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GEMS Home Worklist Add to My Links BEMS Help Centre

WL BTN ST

My Links Select One: A

e New Window | h@,
[ Manager Self Service
' Recrutting

-~ Workforce Administraton Look Up Department

[ Personal Information

< Job Information .
| Contract Administration Setl A r

SEAE —— = 16. Masukkan nama Jabatan
- Ad Employment nstance (| Deseription: begins wih v S4PERKHDMATAN AWAN > " ) B

- Add Addonal Assianment diruang “department

= Move Assignmnt to

anather nat Location SetiD: begins with ¥
= Demote an Instance

= Current Job
= Pay Rate Change Manager ID: begins with
[ Absence and Vacation
[ Self Service Transachons Budget with Department: begins wih +
[» Waorkforce Reports
| Global Payrol & Absence
it LookUp | |Clear | Cancel |paqie Lookup
[ Workforce Development
! Organizational Development Search Results
[ et Up HRMS [i] 140f5 [}]
) Set UpELH - -
) My Content Department Description Company Location $etiD Location Code Manager D
' Content Management SATM010  NSTITUT PERKHIOMATAN AWAN SA0  GOBRN BRN0100042  (blank)
D Worklst SAIZ7007 INSTMUTPERKHDMATANAWANM — SAD  GOBRN BRNO100035  (blank) 18. Pilih dan klik “Kod /

1

) Reporting Tools SAIT  PERKHDMATAN AWAN SAD  GOBRN  BRNO0DO3S  (bank) Nama Jabatan”
1
1

Company: begins wih

Location Code: beging wih =

> 17. Klik ikon “Look Up”

o 0 0 0

" PeopleTools SADS2  SURUHANIAYAPERKHDMATAN AWAMSAD  GOBRN  BRNO10D03S (blank)

et SAI27024 - UNTKERJAYA PERKHDMATANAWAN A0 GOBRN  BRNDI0OD3S  (blank)
= Change My Password

= My Perzonalizations
= lly System Profie




[> Self Service
[ Manager Self Service
[» Recruiting
> Workforce Administration
[> Personal Information
= Job Information
[> Contract Administration
= .JobData
= Add Employment
Instance
= Add Additional
Assignment
= Move Assignmnt to
another Inst
= Demote an Instance
= Current Job
— Pay Rate Change
[ Absence and Vacation
[> Self Service Transactions
[ Warkforce Reports
[+ Global Payroll & Absence
Mgmt
[ Workforce Development
[ Organizational Development
[ Set Up HRMS
[» SetUp ELM
[+ My Content
[> Content Management
[» Worklist
[ Reporting Tools
[: PeopleTools
= Take a Survey
= Change My Password
= My Personalizations
= My System Profile

Look Up Position Number

Position Number: begins with -

Home Worklist Add to My Links GEMS Help Centre Sign out

telah di isi dengan lengkap dan betul

Select One:

My Links

18a. *Peringatan:
Pastikan “Position Description,
Business Unit dan Department”

New Window | 5

Position Description: begins with ~ SKERANI
Business Unit: begins with + SAD1A 20. Klikjawatan ( \
Department: begins with ~ SA127 Q yang 20a. *Peringatan:
Job Code: T . H
N i i diperlukan Pastlkan. Jayvatan yang
Job Sharing Permitted - telah di klik tersebut
Reports To Position Number: begins with a mempunyai maklumat

| | yang lengkap seperti

Clear Cancel | Basiclookup .
19. Klik \ contoh yang di paparkan )

ikon “Look Up”

Reports

Job

Position
Status

To
Position
Number

293015 Approved (blank) |

293015 Approved (blank) |

ek b

roved 00026748 |
393015 Approved 00026682 |
roved (blank) |

293015 Approved 00027886 |

293015 Approved 00052117 |

393015 Approved (blank)

393015 Approved 00052117 |

293015 Approved 00026702 |

393015 Approved 00014189 |

293015 Approved 00027835 |

393015 Approved DO026695 |

393015 Approved (blank) |

393015 Approved (blank) |

SA12700401 JABATAN PERKHIDMATAN AWAM UNIT PENGAMBILAN KEANGGOTAAN PERKHIDMATAM AWAM 393015 Approved (blank) |

SA12700401 JABATAN PERKHIDMATAN AWAM UNIT PENGAMBILAN KEANGGOTAAN PERKHIDMATAN AWAM 393015 Approved 00026741 |

SA12700401 JABATAN PERKHIDMATAN AWAM UNIT PENGAMBILAN KEANGGOTAAN PERKHIDMATAN AWAM 393015 Approved 00026740 |

293015 Approved (blank) |

293015 Approved 00026730 |

293015 Approved (blank) |

:osﬂ Position Description M Department Department Description Unit Description
umber Plan
Dl F KERAMI (blank) SA12T7 JABATAM PERKHIDMATAMN AVAM JABATAMN PERKHIDMATAMN AWAM
00026754 KERANMI (blank) SA127002 JABATAM PERKHIDMATAN ANVAM BAHAGIAN PERKHIDMATAN KAUNSELING
i e 8 A Qi i 1 i 1 i e 11 i
l 00026683 KERAM D.1-2-3 EB 4-5 SA12700301 JABATAN PERKHIDMATAN AWAM UNIT PENTADBIRAN DAN KEWANGAM
Vi = i a1y W . = Y 1 Y 0 0 0 Y A
00037905 KERANI D.1-2-3 EB 4-5 SA12700301 JABATAN PERKHIDMATAN AWAM UNIT PENTADBIRAMN DAN KEWANGAM
00026704 KERANMI D3-4EB 56 SA12700302 JABATAN PERKHIDMATAN AWAM UNIT SUMBER MAKLUMAT
00026705 KERANI (blank) SA12700302 JABATAM PERKHIDMATAN AWAM UNIT SUMBER MAKL UMAT
00026706 KERANI D.1-2-3 EB 4-5 3A12700302 JABATAN PERKHIDMATAN AWAM UNIT SUMBER MAKLUMAT
00037906 KERANI D3-4EB5-6 SA12700302 JABATAN PERKHIDMATAN AWAM UNIT SUMBER MAKLUMAT
00052312 KERANI D.1-2-3 EB 4-5 SA12700303 JABATAN PERKHIDMATAN AWAM UNIT PERKEMBANGAN JAWATAN-JAWATAN LITAMA
00026708 KERANI D.1-2-3 EB 4-5 SA12700304 JABATAN PERKHIDMATAN AWAM UNIT PENGURLISAN KUIALITI
00026696 KERAMI D.1-2-3 EB 4-5 SA12700307 JABATAN PERKHIDMATAN AWAM UNIT PENGURLUISAN REKOD
00026697 KERAMI (blank) SA12700307 JABATAM PERKHIDMATAN AWAM UNIT PENGURUSAN REKOD
00027896 KERAMI D.1-2-3 EB 4-55A127004  JABATAN PERKHIDMATAN AWAM BAHAGIAN KEANGGOTAAN DAN PENTADBIRAMN LATIHAMN
00026743 KERANMI D.1-2-3 EB 4-5 SA12700401 JABATAN PERKHIDMATAN AWAM UNIT PENGAMBILAN KEANGGOTAAN PERKHIDMATAN AWAM 393015 Approved 00026742 |
00026745 KERANMI (blank)
00052321 KERANMI (blank)
00052323 KERANMI (blank)
00026731 KERANMI (blank) SA12700402 JABATAM PERKHIDMATAN AWAM UNIT PROGRAM PENGGANTIAN DAN KEMAJUAN KERJAYA
00026732 KERANI D.1-2-3 EB 4-5 SA12700402 JABATAM PERKHIDMATAN AWAM UNIT PROGRAM PENGGANTIAN DAN KEMAJUAN KERJAYA
00026724 KERANMI (blank) SA12700403 JABATAM PERKHIDMATAMN AWARM UNIT PENGURUESAN LATIHAN DALAM PERKHIDMATAMN
00026725 KERANI D.1-2-3 EB 4-5 SA12700403 JABATAN PERKHIDMATAN AWAM UNIT PENGURLISAN L ATIHAN DALAM PERKHIDMATAM

293015 Approved 00026722 |
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[» Self Service
[» Manager Self Senice
[» Recruiting
== Workforce Administration
[» Personal Information
= Job Information
[» Contract Administration

= Add Employment
Instance

= Add Additional
Assignment

= Move Assignmnt to
another Inst

= Demaote an Instance
= Current Jab
= Pay Rate Change
[» Absence and Vacation
[ Self Senvice Transactions
[» Workforce Reports
[» Global Payroll & Absence
Mgmt
[» Workforce Development
[» Organizational Development
[ SetUp HRMS
[» SetUp ELM
[» My Content
[» Content Management
[» Worklist
[» Reporting Tools
[» PeopleTools
= Take a Survey
= Change Wy Password
= My Personalizations
= My System Profile

Worklist Add to My Links GEMS Help Centre Sign out

MyLinks SelectOne: -

New Window | Custh Processing

| Work Location | JobInformation | JobLabor | Payroll | SalaryPlan | Compensation | Job Addifional Information |

ABDUL RAHMAN BIN ABDUL RAHIM  EMP I0: 70000001 EmplRed# 0
Eind  First M4 ofa M Last ( 21a. \
* A o
HR Status: Active Payroll Status: ~ Active Ml = Peringatan:
*Effective Date: 271112012 [+ Sequence: 0 *Job Indicator; A Jo0  ~ Tanda
*Action: Transfer * Reason:  Reorganization - “Processing”
Current akan
Last Start Date: 010212012 Termination Date: te rpapar
Expected Job End Date e setelah
Position Entry Date: 201112012 menekan
Position Number: Po026883 O keRrai \ “Note” )
Override Position Data | Position Management Record
Regulatory Region: GOBRN Brunei Darussalam 21.Klik ikon )
Company: SAD Frime Ministers Office “Note"
Business Unit: SADYA Prime Winisters Office Department Entry Date: 2012
Department: SAT2700301 JABATAN PERKHIDMATAM AWAM - UNIT PENTADBIRAN DAN KEWANGAN
Location: BRMO100035 Bangunan SPA ZOb *Ini adalah
Establishment ID: Q Date Created: 101202012 merupa kan contoh
Job Data Employment Data Benefits Program Participation Appraisal Result Unit Baru yang
telah di tukar
=] Savel Ll Return to Searchl +{8 Previous in List | HE] Mextin Listl =] Notify | Previous :5l:| Nexttahl ":J Refresh | UpdatefDispIayl £l Include History | & Correct Histon |

Wark Location | Job Information | Job Labar | Payroll | Salary Plan | Compensation | Job Additional Information




MS » Worklist  AddtoMyLinks ~ GEMS Help Centre Sign out

My Links ~ Select One: M

New Window | Customize Page |

7 Workforce Administration
| Personal Information Job Data Notepad
= Job Information

b Contract Administration ) Instructions |
= Job Data
. ~ Selection Criteria * Selected Notels

= Add Employment Instance
= Add Additional Assignment *ID: (70000001 ABDUL RAHVAN BIN ABDUL RAHIM Search | Delete

= Move Assignmnt to “Empl Rodé:
another Inst
= Demate an Instance *Fff Date: |2012-12-31

Transfer

Il

_—g”"e;t‘]“gh *Sequence:

= Pay Rate Change _— _—

D Absence and Vacalion Earliest Note Date M End Eﬂ
[' Self Senice Transactions
[ Workforce Reports

" Global Payroll & Absence Add a New Note

Select All Notes
Clear Selections

Return Jo: Job Data Page
" Workforce Development There are no existing notes for the spefified search criteria.

[ Set Up HRMS 22. Klik “Add a
[ Set Up ELM Return To: Job Data Page New Note”

=~ Take a Survey

= Change My Password
= My Personalizations
= My System Prafila




GEMS Home  Worklist — Addto My Links GEMS Help Centre Sign out

My Links ~ Select One: hd

New Window | Customize Page | ,EJ,

[ Manager Self Senice
[ Recruiting Saved
= Workforce Administration

" Personal Information % Job Data Notepad - New Note T

7 Jab Infarmation -
[* Contract Administration i

= Job Data
= Add Employment Instance
- Add Additional Assignment ( 24a. \
= Move Assignmnt to 1D: 70000001 ABDUL RAHMAN BIN ABDUL Created: 26/11/2012 2-40PM *Peringatan:
anather Inst RAHIM Creator: MOHAMMAD . g :
= Demaote an Instance Empl Red#: () FIRDALS BIN PaStIkan ta nda
-gurreFr;t Jugh Eff Date: 2012-12-31 st Ut JULAHEE “Saved” terpapar
= Pay Rate Change ] a ate:
[> Absence and Vacation Sequence: ( by: setelah menekan
[ Self Senvice Transactions \ “Save” J
[ Workforce Reports

[* Global Payrall & Absence

o (ﬁmw; } ~ )
orkforce Development h 8
[ Organizational Development ote Text: " 23. Isikan

I Set Up HRMS “Subject”

[> Set Up ELM «
[ My Content dan “Note

' Content Management Text”

[ Worklist . . .
I Reporting Tools N mengikut isi

I PeopleTools kandongan

e k ) surat/memo
= Change My Password >
= My Personalizations Save 24. Klik “Save” berkenaan

= My System Profile k )

Return To: Mote Selection Page

Job Data Page

25. Klik “Job Data Page” untuk
kembali ke muka hadapan




L
© _.-: el

.'?.'l’" .-.

GEMS

STRLLISENT S TERASTR MrsRTr

Home Worklist Add to My Links GEMS Help Centre Sign out

MyLinks SelectOne: -

New Window | Customize Page | /&,

[» Manager Self Senice
[» Recruiting
=~ Workforce Administration
1 Personal Information ABDUL RAHMAN BIN ABDUL RAHIM  EMP I: 70000001 EmplRed # 0
= Job Information
[» Contract Administration
= Job Data
= Add Employment
Instance

| Work Location | JobInformation | JobLabor | Payroll | SalaryPlan | Compensation | Job Addifional Information |

Find  First 4 4 or3 B Last
HR Status: Active Payroll Status:  Active GoTo Fm““| =]
- Add Additional *Effective Date:  27/112012 5] Sequence: 0 *Job Indicator; PrimanJeb  ~

Assignment =action: Transfer T Reason:  Reorganization v

= Move Assignmnt to
another Inst o
= Demote an Instance Last Start Date: 0022012 Termination Date:

- Current Job Expected Job End Date g
= Pai Rate Change

[» Absence and Vacation Position Entry Date: 27112012
[» Self Senvice Transactions I —
> Workforce Reports Position Number: poo2ssss QA keran
[+ Global Payroll & Absence Qverride Position Data | Position Management Record
Mgmt
[» Workforce Development Regulatory Region: GOBRN Brunei Darussalam

[» Organizational Development
b Se?Up HRMS ’ Company: SA0 Prime Minister's Office

Current

E ﬁﬂéﬂ? tEU;' Business Unit: SAD1A Prime Minister's Office Department Entry Date:  27/11/2012
y Conten
> Content Management Department: SA12700301 JABATAN PERKHIDMATAN AWAN - UNIT PENTADBIRAN DAN KEWANGAN

I Warklist Location: BRN0100035 Bangunan SPA

[» PeopleTools Establishment ID: Q Date Created: 101202012
= Take 3 Survey
- Change hiv Password Job Data Employment Data Benefits Program Participation Appraisal Result

- My Personalizations 4 26. Klik “Save”
= My System Profile

=] Savel Ll Return to Searchl 1 Previous in '_:e:l HE] Mextin Listl =] Notify | Previous :ai:l Nexttahl ":J Refresh | UpdatefDispIayl £l Include History | & Correct History |

Wark Location | Job Information | Job Labar | Payroll | Salary Plan | Compensation | Job Additional Information




Workforce Administration
[ Personal Information
= Job Information
[ Contract Administration

= Add Employment Instance

= Add Additional Assignment

= Move Assignmnt to
another Inst

= Demote an Instance

= Current Job

- Pay Rate Change
[ Absence and Vacation
[ Self Senvice Transactions
[ Workforce Reports
[> Global Payroll & Absence
Mgmt
[> Workforce Development
[ Organizational Development
[> Set Up HRMS
[ Set Up ELM
[ My Content
[ Content Management
[ Worklist
[ Reporting Tools
[ PeopleTools
~ Take a Survey
= Change My Password
= My Personalizations
= My System Profile

-

Home

Warning - Head count of 4 exceeds maximum head count of 1 for position. (1000,156)

Worklist

Add to My Links

GEMS Help Centre  Sign out

My Links Select One:

New Window | &

When Posttion Management is installed, head counts for each posttion are compared to the maximum head count on the Specific Information page. Correct posttion

number, change maximum to allow an additional incumbent, or leave as is.

Cancel

27. Klik “OK” ( 2 kali )
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[» Self Service
[» Manager Self Senice
[» Recruiting
== Workforce Administration
[» Personal Information
= Job Information
[» Contract Administration

= Add Employment
Instance

= Add Additional
Assignment

= Move Assignmnt to
another Inst

= Demaote an Instance
= Current Jab
= Pay Rate Change
[» Absence and Vacation
[ Self Senvice Transactions
[» Workforce Reports
[» Global Payroll & Absence
Mgmt
[» Workforce Development
[» Organizational Development
[ SetUp HRMS
[» SetUp ELM
[» My Content
[» Content Management
[» Worklist
[» Reporting Tools
[» PeopleTools
= Take a Survey
= Change Wy Password
= My Personalizations

GEMS
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= My System Profile

Worklist

Add to My Links GEMS Help Centre Sign out

MyLinks SelectOne:

New Window | Customize Page | /&,

| Work Location | JobInformation | JobLabor | Payroll | SalaryPlan | Compensation | Job Addifional Information |

Saved

ABDUL RAHMAN BIN ABDUL RAHIM  EMP D: 70000001 EmplRed# 0

First [

-1nf3u@

Find

HR Status: Active Payroll Status:  Active Ml =
*Effective Date: ~ 27/11/2012 [ Sequence: 0 *Job Indicator: FrimaryJob ¥
*Action: Transfer * Reason:  Reorganization -
Current ( 27 \
Last Start Date: 0110212012 Termination Date; * a.
Expected Job End Date e Peringatan:
- Pastikan
Position Entry Date: 27112012
- I — tanda
Position Number: poozeses O wgRani “Sqved”
Override Position Data | Position Management Record ave
) . te rpapar
Reqgulatory Region: GOBRM Brunei Darussalam
o setelah
Company: SAD Prime Minister's Office k
) ) menekan
Business Unit: SAD1A Prime Minister's Office Department Entry Date: 271112012 “ ”
Save
Department; SA12700301 JABATAN PERKHIDMATAN AWAM - UNIT PENTADBIRAN DAN KEWAMGAN \ J
Location: BRMO100035 Bangunan SPA
Establishment ID: Q Date Created: 1011212012
Job Data Employment Data Benefits Program Participation Appraisal Result ‘
I 2| 28. Klik “Return to Search” untuk kembali ke job data
=] Savel S\ Return to Searchl & Previous in List | +E Nextin Listl =] Notify | Previous :au:l Nexttahl ":J Refresh | UpdatefDispIayl £l Include History | & Correct History |

Wark Location | Job Information | Job Labar | Payroll | Salary Plan | Compensation | Job Additional Information

-




