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“PERUBAHAN TANGGAGAJI KHAS
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P

[ 3elf Senice
[ Manager Self Senice

Workforce Administratiol

[ Workforce Development
[ Qrganizational Development
[ SetUp HRIMS

[ SetUp ELM

[* My Content

[ Content Management

[ Worklist

[ Reporting Tools

= Take a Survey

= Change My Password
= Iy Personalizations

= My System Profila

bgmt

EEE

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.qov.bn

Iy Links éelect{)ne:

GEMS Help Centre

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

e top right-hand corner to get help on GEMS
tionalities.

HEW

Computer Based Training on Absence Request (Malay
Guide):

GEMS News HEER

uew 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.

% Absence Request (Malav Guide)
Quick Links (-]
Ny E-mail Iy Calendar

Ny Payslips Iy Benefits

My Performance My Learning

My Careers My Reports

My Surveys My Time & Attendance

Team Learning Request Absence

My Exam Results

0

My Leave Balance
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[ Self Service
[ Manager Self Service
[ Recruting

* Workforce Administration
 Personal Information
> Job Information
 Absence and Vacation
> Seff Service Transactions

b Worldorce Reports

I Global Payroll & Absence
Mgmt

" Workforce Development

[ Organizational Development

[ Set Up HRMS

b SetUp ELM

[ My Content

[ Gontent Management

[ Worklist

I Reporting Tools

[ PeopleTools

= Take a Survey

= Change My Password
= My Personalizations
= My System Profile

Main Menu >

ﬂ Workforce Administration

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

W :
W Personal Information
i Maintain information about a persan regardless of

Jobs.
= Add a Person

F¥] Manage Hires

F= Moy a Person
b More...

W Self Service Transactions

Administer Seff Semice workfow transactions.

F‘u’u’orkﬁow Inquiry
| Approvals and Delegation

¥ Employee Address Changes
5 Mare...

Home

Job Information

¢

Maintain information about a person tied to a specific
Job record

FE Job Data

F¥] Add Employment Instance

FE Add Addiional Assignment

Workforce Reports
General Workforce Reporting

F¥! Employee Porfolio Report
F¥! Change of Senice Stats R
% Establishment Budgst R

§ More..

Warklist

AddtoMylinks ~ GEMS Help Centre  Sign out

by Links  Select One:

ations, absence an

P

2. Klik
“Job Information”

Absence and Vacation

Identifies absence and vacation, including specific
types of leave. Also allows warking time monitoring

[ Track Absence History
|1 Absence Reports
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[+ Self Senvice
| Manager Self Semice
> Recruting
* Warkforce Administration
[ Brunei Civil Senvice Room
Book
[ Personal Information
[ Job Information
[ Absence and Vacation
[ Self Senice Transactions
[ Workforce Reports
[ Time and Aftendance
Reports
" Benefits
[ Global Payrall & Absence
\gmt
" Workforce Development
> Organizational Development
> Set Up HRMS
> Set Up ELM
> My Cantent
| Content Management
> Worklist
" Reporting Tools
> PeopleToals
- Take a Surey
- Change My Passwaord

- My Personalizations
= Wy System Profile

MS

SR T STHRATHE. S T

Home  Worklisi Add to My Links GEMS Help Cenire Sign out

My Links iSeIect One: v

Main Menu = Workforce Administration =

K‘ Job Information 3. Klik

Waintain infarmation about a person tied to a specific job record “Job Data”
= Employee Exit Interview i Job Data = Add Employment Instance
Employee Exit Intenview errrrminfation including work lacation and Add a new employment arganizational instance for a
compensation defails. PErson.
E Add Additional Assignment -1 Move Assignmnt to another Inst E Demote an Instance
Create an additional assignment record for a person's Mave assignment to another instance maves additional Demotes an Instance which doesnot have additional
organizational instance. assignments associated with an Instance to another assignments to the desired Instance.
Instance.
E Current Job ﬁ Pay Rate Change rx Contract Administration
Maintain data about a current job. Create pay rate changes. ~" Waintain contracts or other writen agreements with their

employees and contractars

1% Update Contracts
1= Define Contract Types
= Define Confract Clauses

1= Define Contract Templates
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6a.*Peringatan: (Bagi ruang “Empl Rcd Nbr ”)
i.Empl Rcd Nbr 1 dan sterusnya adalah maklumat “Secondary Job” (lantikan
Memangku / Penempatan /Peminjaman)

[ Self Sen . 1. . . .. .
[Meanage::];eelfsme ii.Jika tidak ada “Secondary Job”, apabila di klik “Search”, “Work Location
» Recruiting page” secara otamatik akan terpapar.
7 Workforce Administration Job Data \_
[ Personal Informatian Enter any information you have and click Search. Leave fields blank for a list of all values.
= Job Infarmation
I Contract Administration [ Find an Existing Value |
e Expll: g it + 700000 4. Masukkan No. Kad
- Add Additional Empl Red Nbr: = v Pengenalan
Assignment Name: beains with « Kakitangan di ruang
= Mave Assignmnt to 9 “EmpblID”
another Inst Last Name: begins with ~ P
= Demaote an Instance —
s e Second Name; v
= Current Job econd fame begins with
- Pay Rate Change Alternate Character Name: begins with ~
[* Absence and Vacation Middle Name: i v 4 N\
[ Self Senice Transactions begins with 5. Tandakan “Include
[ Workforce Reports Include History VI Correct History sl = History" dan “Correct

[ Global Payroll & Absence

Mgmt [ ] History”
> Workforce Development Search mrsmrgm Mk \_ Yy,

Organizational Development

[

VRIS Search Results > 6. Klik “Search”

I Set Up ELM

[ My Content

I Content Management mpliD Frapl Red NbrName Last Name Second Name Alternate Character Name Middle Name

[Workllst L::- IIA ||1.:. 1::- IIA ||:.L::- IIA ||:-._ *
f EEEEE%OENS 70000001 1 ABDUL RAHMAN BIN ABDUL RAHIM BINABDULRAHIV (blank) 7. Klik rekod“0” untuk

_ Take 2 Surve 700000012 ABDUL RAHMAN BIN ABDUL RAHIM BINABDULRAHIM (blank) (blank) melihat data kakitangan

- Change My Password \ J

= My Personalizations
= My System Profile
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ll> Self Senice

[ Manager Self Semvice
[ Recruiting
 Workforce Administration
[ Personal Information
7 Job Information
[ Contract Administration
= Add Employment
Instance
= Add Additional
Assignment
= Move Assignmnt to
anather Inst
= Demote an Instance
= Current Job
= Pay Rate Change
[ Absence and Vacation
[+ Self Service Transactions
[ Workforce Reports
|\l Global Payroll & Absence
Magmt
[ Workforce Development
[ Organizational Development
[ SetUp HRMS
[ SetUp ELM
[ My Content
[ Content Management
[+ Worklist
[ Reporting Tools
[ PeopleToals
= Take 2 Survey
= Change My Passward
= Iy Personalizations
= lily System Profile

Home Waorklist Add to My Links

{ Work Location '\ Job Information | JobLabor | Payroll | SalaryPlan | Compensation | Job Additional Information |

ABDUL RAHMAN BIN ABDUL RAHIN - EMP

D:

70000001

EmplRcd# 0

GEMS Help

New Windoy

*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
nombor berlari (jika no.
Sekarang “0” maka
isikan “1”)
iii. Setelah awda klik
ikon “+” rekod baru
k akan bertambah
4 : N

8. Klik ikon “+” untuk
menambah rekod baru

GRILT UL e yroll Status; ~ Active i
“Effecive Dater 01012013 Lm : TT—————
*Action: Fromotion — * Remson 3l Giade Advance =
Future
Last Start Date: 0022012 Termination Date:
Expected Job End Date Gl
Position Entry Date: 061212012
Position Number: 00052318 Q4 PEGAWA KAKITANGAN L
Override Position Data ' Position Management Record
Regulatory Region: GOBRN Brunei Darussalam
Company: SAD Prime Minister's Office
Business Unit 8ADTA Prime Minister's Office Department Entry Date:  06/12/2012
Department: SA12700301 JABATAN PERKHIDMATAN AWAM - UNIT PENTADBIRAN DAN KEWANGAN )
Location: BRMN0100035 Bangunan SPA
Establishment ID: Q Date Created: 08122012
JobData Employment Data Benefits Program Participation ~ Appraisal Result
ESavel L Retun to Search | 1 Previous | | 4 Next in Listl Emntifyl () Previous l Ne:dtabl ) Refreshl UpdateIDispIayl ﬂlﬂcludem

Work Location | Job Infarmation | Job Labor | Payroll | Salary Plan | Compensation | Job Additional Information

\ J

9. Klik ikon “Calendar” )
untuk memilih tarikh
Kenaikan gaji ke atas

\ batang tubuh(KBT) y

I
/” 10. Klik pilihan “Action”:
pilih
“Promotion”
kemudian
Klik pilihan “Reason”:
Pilih

\_ “Salary Grade Advance” )




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 maore than 30 days in the past or 30 days in the future. This is nat normally true for this date. Either
acknowledge that the date is OK, or correctthe entered date.
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[» Manager Self Service

[» Recruiting

|~ Workforce Administration

I Personal Information

= Job Information

[» Contract Administration

= Job Data

= Add Employment
Instance

= Add Additional
Assignment

= Move Assignmnt to
another Inst

= Demote an Instance
= Current Job
- Pay Rate Change
[ Absence and Vacation
[» Self Semvice Transactions
[ Warlkforce Reports
[» Global Payroll & Absence
Mgmt
[» Workforce Development
[» Organizational Development
[» 3etUp HRMS
[» SetUp ELM
[» My Content
[» Content Management
[» Worklist
[» Reporting Tools
[» PeopleTools
= Take a Suney
= Change My Password
= My Personalizations
= My System Profile

Waorklst

[ Work Location Y_JobInformation | JobLabor | Payroll | SalaryPlan | Compensation | Job Additional Information |

ABDUL RAHMAN BIN ABDUL RAHIM  EMP

Work Location

ID: 70000001 EmplRcd# 0

Fir

GoTo Rowl #[=]

Add to My Links

Mew Window | Cus

GEMS Help Centre Sign out

MyLinks SelectOne: v

New Window | Customize Page | €

p Processing

HR Status: Active Payroll Status:  Active
‘ElectieDate: 01012013 i spesce | 9|8 S——
*Action: Promation ™ Reasom: v

Future

Last Start Date: 0110212012 Termination Date:

bxected oo En at .

Position Entry Date: 06M212012
Position Number: 00052315 O pEGAWA KAKITANGAN
Override Position Data | [ Position Management Record

Regulatory Region: GOBRN Brunei Darussalam

Company: SA0 Prime Ministers Office

Business Unit: SAD1A Prime Minister's Office Department Entry Date: 0611212012
Department: SA12700301 JABATAN PERKHIDMATAN AWAM - UNIT PENTADBIRAN DAN KEWANGAN
Location: BRN[J 100 035_ Bangunan SPA

Establishment ID:

Q

Date Created: 06212012

112,
*Peringatan:
Tanda
“Processing”
akan
terpapar
setelah
menekan

k ”Note" )

,
11.Klik ikon

Job Data Employment Data

Benefits Program Participation Appraizal Result

& save | S\ Returnto Search | ] Previous in

List | 4[] Nextin Listl Euntify| Pre L| Nexttah| ) Refresh

UpdatefDis-pIayl Zl include History | E¥ Corract

“Note”

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




Home Worklist — Add to My Links MS Help Centre  Sign out

shtedbole Abilob Sl

My Links ~ Select One: v

New Window | Customize Page | ,Egt,

[* Personal Information =
= Job Information

[ Contract Administration a JOb Data Notepad

= Job Data .
- Add Employment Instance

= Add Additional Assignment
= Move Assignmnt to St Noets)

another Inst *ID:| 70000001 ABDUL RAHMAN BIN ABDUL RAHIM Search | Delete |

= Demote an Instance "
Empl Red#: |0 Toansfer |

= Current Job
= Pay Rate Change *Eff Date:|2012-11-27

[> Absence and Vacation
[> Self Service Transactions —_—
> Workiorce Reports Earliest Note Date #  End i) Select All Notes
[ Global Payroll & Absence Clear Selections
Mgmt
[> Workforce Development Add a New Note

[ Organizational Development Return To: Job Data Page
[ Set Up HRMS

[> Set Up ELM
gg};m{)gai 12. Klik “Add a
b Workist g Return To:  Job Data Page New Note”

[ Reporting Tools

[ PeopleToals

= Take a Survey

= Change My Password
= My Personalizations
= My System Profile

Iils

*Sequence: |

There are no existing notes for the spcified search criteria.

A
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MyLinks Select One: -

New Window | Customize Page | &,

[» Manager Sealf Senvice
[» Recruiting

Ve e =| Job Data Notepad - New Note Savea

1 Personal Information
= Job Information ?‘

> Contract Administration - -
Applications

= Job Data

= Add Employment

Instance ' :
- Add Additional ID: 70000001 ABDUL RAHMAN BIN ABDLL Created: 06/12/2012 4:16PM [ 14a. \

ig RAHIM Creator: MOHAMMAD
Assignment . * H .
- Move Assignmntto Empl Red#: 0 FIRDAUS BIN Peringatan:

another Inst Eff Date: 2013-01-01 JULAHEE Pastikan tanda

= Demote an Instance . Last Update:
= Current Job =D by: “Saved” terpapar

- Pay Rate Change f setelah menekan
[+ Absence and Vacation us ”
[> Self Service Transactions ave
> Workforce Reports Subject: \ )
b Global Payroll & Absence Note Text &

lgmt [ \

[» Workforce Development .
[ Organizational Development 13. Isikan

[» SetUp HRMS /“, . ”
b SetUp ELM > Subject

> My Content dan “Note
[» Content Management \ = J ”
; Text
[ Worklist L
[ Reparting Tools . mengikut isi
I PeopleTools _LI 31 14. Klik “Save” &
- Take 2 Survey kandongan
~ Change My Password ReturnTo:  Note Selection Page surat/memo

= My Personalizations d .1 4 ”
- 1y System Profle —rriemeacn 15. Klik “Job Data Page” untuk berkenaan
kembali ke muka hadapan \_ Y,
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[» Self Service
[» Manager Self Senice

[» Recruiting

Waorkforce Administration

[ Personal Information

+ Job Information

[» Contract Administration

= Add Employment
Instance

= Add Additional
Assignment

= Move Assignmnt o
another Inst

= Demaote an Instance
= Current Job
[» Absence and Vacation
[» Self Service Transactions
[ Workforce Reports
[: Global Payroll & Absence
Mgmt
[» Workforce Development
[» Organizational Development
[» Set Up HRMS
[» Set Up ELM
[> My Content
[ Content Management
[» Warklist
[» Reporting Tools
[ PeopleTools
= Take 3 Sunvey
= Change My Password
= My Personalizations
= Iy System Profile

Worklist

GEMS Help Centre Sign out

Add to My Links

Wylinks SelectOne:

New Window | Customize Page | &

[ Work Location {_JobInformation | JobLabor | Payroll || SalaryPlan /JCompensation | Job Additional Information |

ABDUL RAHMAN BIN ABDUL RAHIM  EMP ID: 70000001

EmplRcd# 0 16. Klik “Salary

Work Location I Last Plan”
HR Status: Active Payroll Status:  Active ] =
ocnetse VORBE  seens 0 _ dobindicator, PAmANo> ¥
*Action: Promotion ¥ Reason:  oalary Grade Advance b
Future
Last Start Date: 010272012 Termination Date:
Expected Job End Date il
Position Entry Date: 06122012
Position Number: 00052315 @ pEGAWAIKAKITANGAN
Override Position Data | [ Position Management Record
Regulatory Region: GOBRN Brunei Darussalam
Company: SAD Prime Ministers Office
Business Unit: SADTA Prime Minister's Office Department Entry Date: 061212012
Department: SA12700301 JABATAN PERKHIDMATAN AWAM - UNIT PENTADBIRAN DAN KEWANGAN
Location: BRNO100035 Bangunan SPA
Establishment ID: Q Date Created: 051212012
Job Data Employment Data Benefits Program Participation Appraisal Result
& save | L Retum e Searchl 1/ Previous in -_ssi.l 4] Nextin Listl =] Motify | Previous .'arl Nexttahl ':J Refresh | Update.fDisplayl Z] Include History | [ Correct History

Wark Location | Job Infarmation | Job Labor | Payrall | Salary Plan | Compensation | Job Additional Information

v
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[» Self Service
[» Manager Self Senvice

[» Recruiting

Waorkforce Administration

[» Personal Information
+.Job Information

[» Contract Administration

= Add Employment
Instance

= Add Additional
Assignment

= Move Assignmnt o
ancther Inst

= Demaote 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 HRM3
[» SetUp ELM
[» My Content
[ Content Management
[> Warklist
[» Reporting Tools
[: PeopleTools
= Take 3 Sunvey
= Change My Password
= Iy Personalizations
= My System Profile

Warklist

Add to My Links GEMS Help Centre Sign out

My Links SeIEdOn £ -

New Window | Customize Page | &

| WorkLocation | JobInformation | JobLabor | Payroll | SalaryPlan | Compensation | Job Additional Information |

ABDUL RAHMAN BIN ABDUL RAHIN  EMP ID: 70000001 EmplRcd# 0
Effective Date: 01/01/2013 Effective Sequence: 0 m Job Indicator:  Primary Job Go To Row
Action: Promation Reason:  Salary Grade Advance
Future [ \
l Salary Administration | Q ¢, |rmte—— Q ¢, GradeEntry Date El 17. Klik
: B — S “Look Up” pada
Includes Wage Progression Rule | | Step: Q Step Entry Date EJ > “Sq Iary Administration

Plan” untuk mencari
Tangga gaji

Job Data Employment Data Benefits Program Participation Appraisal Result

& save | L\ Return to Searchl 1/ Previous in 1_:9.‘| 4] Nextin Listl = Notify | Previous tabl Nexttahl fb Refresh | UpdatefDisplayl Hl nclude History | [EF Correct History |

Work Location | Job Information | Job Labor | Payrall | Salary Plan | Compensation | Job Additional Information
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G Eh‘ds Home Worklist Add to My Links GEMS Help Centre Sign out
MyLinks Select One:
> Self Service New Window | B
[> Manager Self Service
s Look Up Salary Administration Plan [ )
- Personal Information 18. Masukkan tanggagaiji
= Job Information SetiD: GOBRN . .
Salary Administration Plan: begins with « kakltangan S-eper:tl
- Add Emplovment | —— Fre—(C T e contoh yang di berikan
Instance \ 4
= Add Additional
Assignmgnt Look Up | Feu! : m SN s — " PR
- ra-ﬂno:teh.:rslsnlgtnmnt to P | 19. Klik ikon “Look up
= Demaote an Instance Search Results 3
I ST > untuk mencari
= Pay Rate Change 77 R : s 2 : TR AR
= ﬁbsence_andﬁacaﬂon 0['.{ Administration Plan crltmn enc C.c-de ?{I T Tangga gajl y
[ Self Senvice Transactions o BB B (blank) —
[- Workforce Reports e S
I Global Payroll & Absence Sl o) e LI
Mgmt 107 B(D} BND (blank)
[> Workforce Development 0108 B(E) BND (blank)
[> Organizational Development 0094 B BMD {blank)
[ Set Up HRMS 0095 1EB2 BND (blank)
s 2 mn o
[ Content Management 0097 B2-3 BND (blank)
b Worklist 0038 B2EB3 BND (blank)
[> Reporting Tools 0099 B3 BND (blank)
[> PeopleTools 102 BAS GRADE (1) BND (blank)
- Take a Survey 0103 BAS GRADE (2) BND blank - ..
- Change Wy Password 0104 BAS SPECIAL BND @; 20. Pilih tanggagaji yang
= My Personalizations o101 BAS(C) BND {blank) Sh—
_ i 0109 BIDAM PELAJAR BND (blank) terpapar
0112 BEM1-ZEBE3 EBMND (blank)
0111 BKN12EB12 BND (blank)
0113 BKMN 13 BND (blank)
0114 BKN 3-4-5EB 6 BND (blank)
0115 BKNF-8EBO BND (blank)
o117 BKM9EB. 10 BMND (blank)
0116 BKN 9-10 EB 11 BND (blank)
0110 BKN12 BHD (blank)
0124 BMR 1.A BND (blank)
0125 BMR 1.B BMD (blank)
0118 BMR 10 BND (blank)
0119 BMR 11 BHD (blank)
0120 BMR 12 BHD (blank)
0121 BMR 13 BWD (blank)
0122 BMR 14 BHD {blank)
0123 BMR 15 BHD (blank)
0126 BMR 2 BND (blank)
0127 BME 3 BND (hlank) _—
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[» Manager Self Semvice

|I* Recruiting

= Workforce Administration

[ Personal Information

= Jab Information

[» Contract Administration

= Job Data

= Add Employment
Instance

= Add Additional
Assignment

= Maove Assignmnt to
another Inst

= Demaote an Instance
= Current Job

- PayRate Change
[» Absence and Vacation
[» Self Service Transactions
[» Workfarce Reports

[ Global Payroll & Absence
Mamt

[» Workforce Development

[ Organizational Development

[» Set Up HRMS

[» SetUp ELM

[» My Content

[» Content Management

[» Worklist

[» Reporting Tools

[» PeopleTools

= Take a Suney

= Change My Passward

= My Personalizations

= My System Profile

Home

Worklist

| Work Location | JobInformation | JobLabor | Payroll | Salary Plan | Compensation | Job Additional Information |

ABDUL RAHNMAN BIN ABDUL RAHINM  EMP

Add to My Links

ID: 70000001 Empl Red #

Find

0

First 4] 1 ora I ast

GEMS Help Centre Sign out

My Links -Seled One:

New Window | Customize Page | &

Effective Date: 01001/2013 Effective Sequence: (0 3 Jobmdicator Primary Job GoTo R0W| 21. Klik ikon
Action: Promaotion Reasom:  Salary Grade Advance
i > “Look Up”
Future
Salary Administration 1096 © Q H Pada
Iy Administration Grade; it Grade Entry Date
o ¥ y “Grade”
Includes Wage Progression Rule | | Step: Q Step Entry Date untuk
mencari gred

Job Data Employment Data Benefits Program Participation ~ Appraisal Result \ gajl j
& save | S\ Returnto Search | 1B Frevious in List | 4B Nextin List | [=] notify | Previnustabl Next tahl ) Refresh | Updataﬂ)isplayl 2 nclude History | ¥ Corect History |

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

v
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A TRLLESINT #ol A oVl o] vl

Wy Links ge@ One: A

[ Self Service
[» Manager Self Semvice
[» Recruiting
Waorkforce Administration LDDK Up Grade
1> Persanal Information
7, JUb |ﬂfﬂrmaﬁ0ﬂ. . . Se‘t“): GOERN
[» Contract Administration o
Salary Administration Plan: 0096

= Add Employment Salary Grade: beging with

Instance N —
- Add Additional Best o e

Assignment

= Move Assignmnt to ;
;nutherlnst LO"RUpl Clear | Cancel |EaswLoukuu

= Demote an Instance
= Current Job Search Results
__-PayRateChange [4] 13013 [}]
[» Absence and Vacation
[» Self Semvice Transactions
> Workforce Reports B.2-Non EB
> Global Payroll & Absence 02 B2-EBK
Mgmt 03 B.2- KBT
[» Workforce Development
[» Organizational Development
[» GetUp HRMS
[» GetUp ELM
[» My Content
[» Content Management
[ Worklist
[» Reporting Tools
[ PeopleTools
= Take a Survey
= Change My Passward
= My Personalizations
= My System Profile

New Window | &

22. . Pilih “Salary Grade” untuk
untuk mengemaskini gred gaji
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MyLinks SelectOne: 2

New Window | Customize Page | &

[» Manager Self Semvice

[ Recruiting 3 : : 75 g
e S [ WorkLocation | Joblnformation | JobLabor | Payroll | SalaryPlan { Compensation | Job Additional Information |
I Personal Information

= Job Information

[ Contract Administration

= Job Data

ABDUL RAHNMAN BIN ABDUL RAHIM EMP ID: 70000001 EmplRed# 10

Find  First A yora B Last ’ ~N
= Add Employment Effective Date: 01/01/2013 Fffective Sequence:  ( 0 Job Indicator:  Primary Job Go To Row 23. Klik
Instance Action: Promotion Reason:  Salary Grade Advance ikon “Look

- Add Additonal .
Assignment Lo Up

= %tﬂmﬂ Salary Administration 0096 Q, #,  Grade: 03 Q¢ GradeEntryDate 01012013 [ pada
- Demate an Instance Plan: _ i ' T ) T “Step”
- Curtent Job Includes Wage Progression Rule | | | Step: e untuk

- PayRate Change. .
> Absence and Vacation mencari
[ Gelf Senvice Transactions Job Data Employment Data Benefits Program Participation  Appraisal Result jumlah gaji
[ Workforce Reports \ )

[ Global Payroll & Absence
Mgmt

[» Workforce Development

[ Organizational Development

[> SetUp HRMS

[> Get Up ELM

[» My Content

[» Content Management

[ Waorklist

[» Reporting Tools

[» PeopleTools

= Take a Sumey

= Change My Password

= Iy Personalizations

= My System Prafile

B Sa'.rel S Return to Searchl 1 Previouz in L:i’.l 4 Nextin Listl = Notify | Pre'.riuus-tabl (=¥ Next tahl ':J Refresh UpdatafDisplayl H nclude History | B Correct History |

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




2
&
a9 g

.'.l.'t" 0-.

&

SETRLLESE T SSTERAS VA M1 v

[» Self Senvice
[» Manager Self Senice
[» Recruiting
Warkforce Administration
b Personal Information
= Job Information
[» Contract Administration

= Add Employment
Instance

= Add Additional
Assignment

= Mave Assignmnt to
another Inst

= Demote an Instance

MS

Look Up Step

SetlD:
Salary Administration Plan:
Salary Grade:

Home

GOBRN

0096
03

Step: =

b

Step Description:

begins with

LUUKUD' Clear | Cancel |E,asic|_ouk|_|u

= Current Job
- PayRate Change
[» Absence and Vacation
[ 3elf Service Transactions
[» Worlforce Reports
[» Global Payroll & Absence
Mgmt
[ Workforce Development
[* Organizational Development
[» GetUp HRMS
[» Get Up ELM
[+ My Content
[ Content Management
[» Worklist
[* Reporting Tools
[ PeopleTools
= Take a Survey
= Change My Password
= My Personalizations
= My System Profile

Search Results

[4] 1-2ef2 [
Step Step Description
i 4480
2 4600

3

(

\_

24. Pilih “Step” gaji yang
tersenarai untuk mengemaskini
jumlah gaji kakitangan tersebut

Worklist

Add to My Links

Sign out

GEMS Help Centre

MyLinks Select One:
New Window | /&,




I - .':l"rl.r'. @

MS

RIS BTN PRV iy

[> Self Senvice
[ Manager Self Senice
[ Recruiting
= Workforce Administration

I Personal Information

7 Job Information

[ Contract Administration

| = JobData

= Add Employment
Instance

= Add Additional
Assignment

= Move Assignmnt fo
another Inst

= Demaote an Instance
= Current Job
- Pay Rate Change
[ Absence and Vacation
[ Self Senvice Transactions
[ Workforce Reports
[ Global Payroll & Absence
Momt
[ Warkforce Development
[ Organizational Development
[ SetUp HRMS
[» SetUp ELW
[> My Content
[ Content Management
> Worklist
[ Reporting Tools
[ PeopleTools
= Take 3 Survay
= Change My Passward
= ly Personalizations
= Wy System Profile

Home

Worklist

| WorkLocation | Job Information | JobLabor | Payroll | Salary Plan

ABDUL RAHMAN BIN ABDUL RAHIN EMP

Compensation |

b Additional Information | >

I0: 70000001

EmpiRcd# 0

Effective Date:
Action:

261212012
Posn Chg

Effective Sequence:

Reason:  Naw Position

Find
0 m Job Indicator:  Primary Job

Salary Administration 0098 O, Al grade:
Plan:

Includes Wage Progression Rule | Step:

s qu Grade EntryDate 261212012 [3]

Current

1Q, J StepEntryDate  26/1212012 [

Job Data Employment Data

Benefits Program Participation

Appraisal Result

[8) save | {E\Return to Search | 4 Previouz in

Add to My Links

GEMS Help Centre

Sign out

MyLinks  Select One:

New Window | Customize Page | £

25. Klik
“Compensation”

/

U

24a.
*Peringatan:
Pastikan “Grade”
dan “Step” sudah
diisi dengan
lengkap

~

_/

| ¥ Nextin Listl ENntify' Pre*.riuustahl Nexttahl h Refreshl UpdateJ'DispIayl (E]IncludeHisturyl [EF Correct History l

Work Location | Joi Information | Job Labar | Payroll | Salary Plan | Compensation | Job Additional Information

r




a?
n‘:. .'.
aleesag
EMS Home Workiist Add to My Links GEMS Help Centre Sign out

THLLESRY, StURAC VT Sirmir

Y

Mylinks Select One: -

I RecrLiting | Work Locafion | Job Information | JobLabor | Payroll | Salary Plan } Compensation _Job Additional Information |
bl ABDUL RAHMAN BIN ABDUL RAHIM EMP D: 70000001 EmplRed# 0 25a.
= Job Information
= Add Employment
- Add Additional Future -
Assignment pilih adalah

I Self Senice New Window | Customize Page | /&
I Manager Self Senice
= Workforce Administration ( \
[ Personal Information
b Contract Administration Compensati Find  First 4 1074 O Last *Peringatan:
e Efectvelate: 0102013 EMective Seauence: 0 L' Jobindicator: Frimary Job Go To Row Pastikan gaji
Instance Action: Promotion Reason:  Salary Grade Advance yang telah di
= Move Assignmnt to Compensation Rate: 4,480,005 BND O L R it | | 11 betul
another Inst \ )

= Demote an Instance
= Current Job
- PayRale Change
> Absence and Vacation Default Pay Companents Confract Change Prorate Option
[ Self Senvice Transactions
[» Workforce Reports
[» Global Payroll & Absence
ligmt . Rate Code
I Workforce Development *Rate Code  Seq Comp Rate Currency Frequency Points  Percent Group
[+ Qrganizational Development prm—— T | —
> Set Up HRMS 1 BRMNTH O 0 4,480.000000 5 BNDG, WM Q =]
[ Set Up ELM
[ My Content Calculate Compensation |
[» Content Management

[» Worklist il 7
b Reporting Tools JobData Employment Data Benefits Program Paricipation Appraisal Result

[- PeopleTools s, ”
G 26. Klik “Save

= Change My Password
= Iy Personalizations [ save | | £ Return to Search | 1] Previous in List | 4] Next in List | (=] Notify | Previous tahl Next tab | ) Refresh | umatemisplayl Zl nclude History | [ Correct History |
- My Svstem Profile

|:3uE:tc|mize|M|Eiii First ™11 of 4 L™ Last

\Work Cocation | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Job Addiional Information




N
L
Y} .;n..,..: °

MS

SNLAEHN] S IURAC TR RSP

[ Self Senvice
[ Manager Self Semice
[ Recruiting
~ Workforce Administration
[ Personal Infarmation
= Job Infarmation
[ Contract Administration

- Add Employment
Instance

= Add Additional

Assignment

= Mave Assignmnt to
anather Inst

= Demate an Instance
= Current Job
= Pay Rate Change
[ Absence and Vacation
[ Seff Senice Transactions
[* Workforce Reports
' Global Payrall & Absence
{Mgmt
[ Workforce Development
[ Organizational Development
[ Set Up HRMS
[ Set Up ELM
[ My Content
[ Content Management
[ Warklist
' Reporting Toals
| PeopleTools
- Take a Survey
~ Change My Password

= My Personalizations
= My System Profile

Home Worklist Addto My Links GEMS Help Centra Sign out
My Links  Select One: A
New Window | &

hktp

Warning - Grade is invalid for salary plan or salary ranges are missing on job row 2012-10-09. (1020 5)

When salary plan and salary grade are assigned default values, it is possible to generate an invalid combination for an employee. If the salary grade table entry is not found, or no
ranges have been entered, this waming will be produced.

Check the employee's salary plan and grade and change grade to a valid entry on the salary grade table using an F4 prampt. If the entry you have chosen is valid on F4, but no range
data is present on the table, you may want to update the Salary Grade table to include appropriate salary ranges.

0K Cancel |

27. Klik “OK” ( 3 kali )




e‘“

olI.

MS

TRLLEE T, S TRAAEIE. BRI

[» Self Senice

| [» Manager Self Service

[» Recruiting

|~ Workforce Administration

[ Personal Information

= Job Information

[» Contract Administration

= JobData

= Add Employment
Instance

= Add Additional
Assignment

= Move Azsignmnt to
another Inst

= Demote an Instance
= Current Job
= PayRate Change
I Absence and Vacation
[» Self Senvice Transactions
[» Workforce 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
= lily System Prafile

Home:

Waorklist

Add to My Links

[ Work Location {_Job Information | JobLabor | Payroll | SalaryPlan | Compensation | Job Additional Information |

ABDUL RAHMAN BIN ABDUL RAHIM  EMP

D: 70000001

EmplRed# 0

Work Location Last

HR Status: Active Payroll Status:  Active =
“Effective Date: 010172013 [ sequence: 0 U “Jobindcator: PAMAND  ~
*Action: Promofion ¥ Reason Salary Grade Advance -

Future
Last Start Date: 01/02/2012 Termination Date:
Expected Job End Date B
Position Entry Date: 0eM2/2012
Position Number: 00052315 QL pEGAWA KAKITANGAN
Override Position Data | | Position Management Record

Regulatory Region: GOBRN Brunei Darussalam

Company: 3A0 Prime Minister's Office

Business Unit: SAD1A Prime Minister's Office Department Entry Date: ~ 0612/2012

Department: SA12700301 JABATAN PERKHIDMATAN AWAM - UNIT PENTADBIRAN DAN KEWANGAN

Location: BRNO100035 Bangunan SPA

Establishment ID:

qQ

Date Created:

061212012

Job Data Employment Data

Benefits Program Participation

Appraisal Result

GEMS Help Centre Sign out

Mylinks SelectOne: %

New Window | Customize Page | &

Saved

éa )

27a.
*Peringatan:
Pastikan
tanda
“Saved”
terpapar
setelah
menekan
llokll

J

=] Sa\.f | £\ Return to Search

1] Previous in _s~?'.| 4 Nextin Listl

> | 28.Klik “Return to Search” untuk kembah ke job data

0

TouS ﬂ||_||M| ¥ NEnes

N———

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




