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[ 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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GEMS Home Workist ~ AddtoMylinks — GEMSHelp Centre  Sign out
by Links ~ Select One: v

[ Self Service Main Menu >
[ Manager Self Service o :
) Rectitng Workforce Administration 2Kk ]
* Workforce Administration . - _ _ | | Job Information

b Personal Information Hire employees, add non-employees, maintain personal and job data, administer global assignments ations, absence an

b Job iformation ﬁ Personal Information A Job Information @ Absence and Vacation

b Rosence ,a”d Vacatlor} | Maintan information about a person regardless of Maintain information about a person tied to a specifc Identries absence and vacation, including specifc

b Sef Senvice Transactions | ™ jpe, job record types of eave. Also allows working time monttoring
I Warldorce Reports : = Add a Person = Job Data [ Track Absence History
| Global Payroll & Absence F¥] Manage Hires F¥] Add Employment Instance ('] Absence Reports

Mgmt E Wodify a Persan = Add Additional Assignment
" Workforce Development 6 More... 5 More...
[ Organizational Development v
| SetUp HRUS W Self Service Transactions W Workforce Reports
> Set Up ELM minister eff sence workiow transactions. eneral Worktorce Reporting

b Administer Seff Senice workf ' General Workforca Repor

U My Content I Workfow Inquiry F¥! Employee Porfolio Report
U Content Management [*) Approvals and Delegation F¥] Change o Senice Stats Rpt
[ Worklist ¥ Employee Address Changes F¥| Establishment Budget Rot
I Reporting Tools 5 More... 8 More...
[ PeopleTools '
= Take @ Survey
= Change My Password
= My Personalizations
= My System Profile
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EMS Home  Workst  AddiolyLinks GEHS Help Centre Sign out
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blyLinks  Select One: v
E;elfSeMge o Main Menu » Workforce Administration = 3. Klik
anager Seff Senice , “ ”

) Recuig ﬁ Job Information ‘Add Employment Instance
v Warkforce -*‘*ﬁmiﬂiEi“'i“f' f Maintain information about @ persan tid to & specific job record

E?eﬁ‘]f”a' '”ff[ma“”” - o \dd Addional ssigament

il , §§Entarjuh information including work location and compensation Craate an addtional assignment record for & person's

b Absencela”d ‘u'acatmrj e, organizational instance.

I 3elf Sendce Transacions
| Workforce Reports
b Glooal Pajrall & Absence = Nove Assignmnt o another st = Demote an Instance = Current Job

gmt E Wove assignment o anather instance moves addiional E Demotes an Instance which doesnot have additional E Waintain data about a current job.
! Warkforce Development assignments associated with an Instance to anofher hatance. assignments to e desired nstance.
 Organizafional Development
1 SetUp HRNS
1 St Lip ELM = Pay Rate Change Contract Administration
0 Hy Content Cregte pay rate changes. Waintain contracts or other writen aqreements with their
) Content Wanagement employees and contractors
b Worklc I Updats Contracts
) Reporing Toos I Defne Contrac! Types
) PapleTtls I Define Contract Cluses

I¥ Define Contract Temples

= Take 2 Suvey
= Change My Password
= My Personalizations
= My System Profile
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s Home Worklist Add to My Links GEMS Help Centre Sign out
MyLinks SelectOne: v
b Self Senice New Window | &,
[» Manager Self Semvice
[ Recruiting
- Worldorce Admiistation Add Employment Instance

I Personal Informaton

 Job Information | [ AddaNewValue |

b Contract Administration 4. Masukkan No. Kad
= Job Data :
b EmpID: Pengenalan
= e “:'ma'm,'—_‘m =0 - > Kakita nggan di ruang
Instance mp n o0 =
- Add Additional

“EmplID”
Assignment
= Move Assignmat to Add il \ )
another Inst
= Demaote an Instance
= Current.Job
[» Self Service Transactions ) ”
[ Workforce Reports 5. Klik “Add
[» Global Payroll & Absence
Mgmt
[ Workforce Development
[ Organizational Development
[ SetUp HRMS
[ SetUp ELMW
[ My Content
[ Content Management
[ Warklist
[ Reporting Tools
= Take a Survey
= Change My Password
= lly Personalizations
= Iy System Profile
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€ )aseeg 8a.*Peringatan: (ruang bagi “Calendar Expected Job End Date”) —
JGEMS]| Bagi tarikh tamat memangku mesti di tambah 1 hari daripada tarikh e
M yang asal kerana ini adalah untuk mencukupkan tempoh hari selama MyLinks SelectOne:
I Self Senice \ kakitangan tersebut memangku New Window | Custorize Page | ]
[ Manager Self Senice
[* Recruiting : : :
i Sl { Work Location { Job Information | Fayroll | SalaryPlan | Compensafion |
[ Personal Information ABDUL RAHMAN BIN ABDUL RAHIM EMP D: 70000001  EmplRed# 2
= Job Information - N
I Contract Administration - ; irct (4] g o4 M 26 .
- Job Dala N xan Find _Fist 411 M Las 6. Klik ikon “Calendar”
= Add Employment HRStatus:  Acie Payroll Status:  Active Caloile Saus andDaes| GoToRow| ¥ untuk memilih tarikh
Instance : - [
= Add Additional *Effective Date: 0110412013 & Sequence: = T TR T memangku
Assignment *Action: Hire T Reasom  lemporan Acting \.
= Move Assignmnt to F e
Alere - 7. Klik pilihan
- Demate an Instance : D6/12001 Termination Date: . p
= Current Jog 161042013 i “Action”: Pilih “Hire”
- Pay Rate Change i e nili
[ Seff Semvice Transactions Position Entry Date: El > kelrandlan If’hk ‘p-I|I|’1’an
[ Workfarce Reports T 2 Reason”: Pilih
sition Number: .
[» Glabal Payroll & Absence T B TemporaryActlng”
Momt Jverride Fositon Dal3 ] Position Management Record \ /
[ Workforce Development -
I Organizational Development *Regulatory Region: GOBRNQ, Brunei Darussalam é o )
> Set Up HRMS e Q 8. Klik ikon “Calendar”
PR o >  untuk memilih tarikh
ED Hy Content *Business Unit: GOBRN Q Govemment of Brunei Departhent Entry Date: 0110412013 3
[ Content Management tamat memangku
b Worklist *Department: Q \_
[ Reporting Tools *Location: Q ( — \
= Take 3 Suvey ; , Q 9.Klik ikon “Look Up”
= Change My Passwaord Establishment ID: Date Created: 061212012
- My Personalizations atau masukkan
Gl Job Data Emplojment Data  Eamings Distioution  Benefts Program Paricip A1pr=—sppratesreesmm > “Position Number”
yang telah awda
\_ ketahui y.
B save | (&1 Previous | Nexttah] fbﬂefresn‘ Emm{




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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[ Recruting
> Workforce Administration
[ Personal Information
= Job Information
[ Contract Administration

= Add Employment Instance

= Add Additional Assignment

= Move Assignmnt to
another Inst

= Demote an Instance

= Current Job

U 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

[ Worklist

> Reporting Tools

[ PeopleTools

= Take a Survey

i

GEMS

Home

&

~ Look Up Position Number

A

begins with
begins with

Position Number:

A

KERANI

[Pnsition Description:

A

begins with
begins with
begins with

[Business Unit:

Department;
Joh Code:

L]

o ol

Position Status: = i M
Job Sharing Permitted H
Reports To Position Number: begins with

o0

m

LnokUp| Clear | Cancel |Basic|_gg|(up

Search Results

Position Position Salary Admin

Department Department Description

Number Description Plan

Worklist

Sign out

GEMS Help Centre

Add to My Links

My Links  Select One:

7

\.

10. Masukkan nama
jawatan memangku di

dalam petak kosong
“Position Description”

.

4 N
11. Klik ikon “Look Up” pada

“Business Unit”untuk
mencari kod kementerian

J

Unit Description

( 1-4of4

Reports
Position To  Re

@ Status Position De
Number

= Change My Password
= My Personalizations

00029122 KERANI
00007864 KERANI SULIT (blank)

D.1-2-3 EB 4-5 50022001
SD022

JABATAN KASTAN DAN EKSAIS DIRAJABAHAGIAN UTANMA 393015 Approved (blank)  (bla
JABATAN KASTAN DAN EKSAIS DIRAJA JABATAN KASTAN DAN EKSAIS DIRAJA 321023 Approved (blank)  (bla




[
¢ ) s

.'g.if.l.

EMS

TRLLESIT, WTRAC P Mt

[ Self Senice
[ Manager Self Service
[ Recruiting
7 Workforce Administration
[ Personal Information
= Job Information
[ Contract Administration

= Add Employment
Instance

= Add Additional

Assignment

= Mave Assignmnt to
another Inst

= Demote an Instance
= Current Jofb
= Pay Rate Change
[ Absence and Vacation
[+ Self Service Transactions
[ Workforce Reports
[ Global Payroll & Absence
Momt
[ Workforce Development
[> Organizational Development
[ 5etUp HRMS
[ SetUp ELMW
[ My Content
[ Content Management
[ Worklist
[ Reporting Tools
[ PeopleTools
- Take a Survey
= Change My Password
= My Personalizations
= My System Prafile

Worklist GEMS Help Centre

Add to My Links

Home

MyLinks Select One: v

New Window | &

Look Up Business Unit

Business Unit: bagins with »
Description:

begins with =

LoukUpl Clear | Cancel |Easianokug

Search Results
DREAN
Business Unit Description
GOBRN Government of Brungi
SAO1A Prime Ministers Office
SB01A Ministry of Dafence
SC01A Ministry of Foreiqn Aff & Trd
SD01A Ministry of Finance .
SEOA  Minist of Home Afrs 12. Pilih “Kod / Nama
SFO1A  Ministry of Educafion = Kementerian”
SHO1A Ministry ofIndus & Pri Res
3J01A Ministry of Religious Affairs
SKO1A Ministry of Development
SLO1A Ministry of Cult, Yth & Spris
SHO1A Ministry of Health
SN01A Ministry of Communications




Home Worklist Add to My Links GEMS Help Centre

llyLivksSelect One:
New Window | h;
- Workforce Administration Look Up Position Number
| Persunal Information
< Job Information 5 T
Position Number: b ith
) Contract Adminigtaton el B 1
- Job Data Position Description: beging with + KERANI
= Add Employment DStance | - pyginess Unit; beging wih v SAMA Q
= Add Addiional Assignment L " ”
= Move Assignmnt to Department: begns with ¥ Q 13 Klik ikon “Look Up
another nst Lm EAER T - untuk mencari kod jabatan
= Demote an Instance - .
= Current Job Position Satus: = A A
i il it 3 Jab Sharing Permitted I
[* Absence and Vacation
[ Self Service Transactions Reports To Position Number: begins with Q
[ Workforce Reports
[ Global Payroll & Absence
Mot Look Up ‘ Clear ‘ Cancel ‘Easic Lookup
[ Workforce Development
[ Organizational Development Search Results
| SetUp HRMS , . . .
! SetlpELl Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search resufts,
" My Content View Al
[ Content Management
! Workist i Shry
! Reportng Touks — Position Description Admin Department Department Description Unit Description
' PeopleTooks Plan
- Takea Sunvey 00000004 TUKANG KAYU TNGKAT KHAS (blank) SE025 PEJABAT DAERAH TUTONG PEJABAT DAERAH TUTONG 354010 A
- Change I EE‘S‘?‘W”“ 00000007 PENOLONG PENMERIKSA KERETA (blank) SN0S4  JABATAN PENGANGKUTAN DARAT JABATAN PENGANGHKUTAN DARAT 359041 A
:: Eaggpnagfng;”s 00000010 KETUA BAHAGIAN KAUNSELLING DAN KERJAYA (clank) SF114  KEMENTERIAN PENDIDIKAN KEMENTERIAN PENDIDKAN 206005 Ag
et 00000012 PEGAWAIETNOLOGI (blank) 5L063 JABATAN MUZIUN JABATAN MUZIUN 152059 Ar
NANAAM A PENY AMAIIT TETAMIUNRERATAR TFL FEAN : KEMENTERIAN KER KEMENTERIAN KER ANN7A &
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FALEAR RITRACTRA ST

_ My Links  Select One: v

" Self Service New Window | E,
[ Manager Self Service

imﬁmmm Look Up Department

i

= Job Informaton ]
I Contract Administration Lk el 7

km'ﬁmh L
begns with + SUNT PETROLEUMN >
-~

14. Masukkan kod Jabatan di
ruang “Department”

= Add Employment nstanc Description:

- Add Addttional Assignment
= [love Assignmnt to

another inst Location SetiD: begins with
= Demote an nstance —
- Current Job Location Code: beging with

~ Pay Rate Change Wanager ID: begins wih
[* Absence and Vacation
[ Self Service Transactions Budget with Department: beging with

[» Workforce Repors

[' Global Payroll & Absence ookl
gt A Sl FERTLT

[ Workforce Development
! Organizational Development Search Results

' SetUp HRNS [q] 1of1 [j]
! Set Up ELI R
" My Content Department Description ~ Company Location SetlD Location Code Manager ID

! Content Management AT UNDPETROLEUMGAD  GOBRN  DRNOTODODT (biank) 16. klik “Kod / Nama

L m e Jabatan”
: l

| PeopleTools

= Take a Survey

= Chanae My Password
= Iy Personalizations

= My System Profile

Company: begins with

k]

b
FE = = R =
‘

2| 15. Klik ikon “Look Up”

L

k)
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[ Manager 3elf Service

[ Recruiting

~ Warkforce Administration

[+ Personal Information

7 Job Information

[ Contract Administration

= Job Data

= Add Employment

Instance

= Add Additional
Assignment

= Move Assignmntto
another Inst

= Demote an Instance
= Current Job
= Pay Rate Change
[» Self Service Transactions
[ Workforce Reports
[ Global Payroll & Absence
Momt
[ Workforce Development
[ Organizational Development
[ 5et Up HRMS
[ Set Up ELM
[ Wy Content
[ Content Management
[ Worklist
[ Reporting Toals
= Take a Survey
= Change My Password
= My Personalizations
= My System Profile

GEMS

Look Up Position Number

Position Humber: beqins with

Position Description: begins with » KERAN|

Business Unit: beginswith v SAD1A Q
Department; beginswith = 34001010 Q

Job Code: begins with = Q
Position Status: = v M
Job Sharing Permitted [

GEMS Help Centre Sign out

Workiist Add to Ky Links

My Links  Select One: v
New Processing

18. Klik

Reports To Position Number: begins with -

l Look Up |

Search Results

17. Klik
ikon “Look Up”
untuk mencari

jawatan

Position  Position Salary Admin Department
Mumber  Descripion  Plan D—‘m—tl}escnnc

00026883 KERANI

D.1-2-3EB4-5 3AD01010 UNITPETROLEUM BAH

Unit Description

jawatan yang
diperlukan

[ 18a. \

*Peringatan:
Pastikan Jawatan yang telah
di klik tersebut mempunyai

maklumat yang lengkap
seperti contoh yang di

\ paparkan /

Job  Position Reports To
Code Status  Position Number

m

DTZIEEET muum.uwmmmmm

00038057 KERANISULT C.1-2EB3

SAD0101001 UNIT PETROLEUN  BAHAGIAN PENTADBIRAN

93015 Approved  (plank) blank)
T9a010 AOOTOVED - WUlaoua]
321023 Approved 00038052 PENGARAH UNIT PETROLEUN
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My Links Select One; v
b Self Senice New Window | CustofProcessing
[» Manager Self Senvice i
- Reaufing Work Location | JobInformation ! JobLabor | Payrol Y SalayPlan | C fion | Job Addtional Informati
L Workorce Administration { Work Location { Job Information | JobLabor | Payroll ! SalaryPlan | Compensation | Job Additional Information |
> Personal Information ABDUL RAHUAN BIN ABDUL RAHIM EMP D: 70000001  EmplRed# 2 19.Klik ikon
= Job Information > “« ”
[ Contract Administration : = ) Note
Work Location sind  First Kl 202 [ Last
— —
= Add Employment HR Status: Active Payroll Status:  Active GoTo RUWl =]
Instance e e ; _
= Add Additional Effective Date:  01/04/2013 Eﬂ Sequence: 0 didator: SecondaryJob - \
Assignment *Action: Hire ~ Reason:  Temporary Acting v 19a.*Pering
= Mave Assignmnt to Future
another Inst — atan: Tanda
- Demote an Instance Last Start Date: 01104/2013 Termination Date: “Processing”
= Cument Job Expected Job End Date  16/04/2013 [3
= Pay Rate Change akan
T e Position Entry Date: 010412013 terpapar
[ Self Senvice Transactions -
: 00026883
[ Workforce Reports (ﬁ,mon Number: % KERAN \ setelah
[ Global Payroll & Absence Override Position Data Position Management Record menekan
llgmt . ,
[» Waorkforce Devempmem Reﬂllmoﬁ’ Re'l_lIOII: GOBRN Brunei Darussalam ”Note”
> Organizational Development Company: SAD Prime Ministers Office
[ SetUp HRMS
> SetUp ELM Business Unit: SAD1A Prime Minister's Office Department Entry Date: | 01/04/2013
[ My Content .
b Content Management Department: SA001010 UNIT PETROLEUM - BAHAGIAN PENTADBIRAN DAN KEWANGAN f \
> Warklist Location: BRNO100001 Ban Bahirah, Jin Menteri Besar 18b
> Reporting Tools . . Q :
> PeopleTools Establishment D: Date Created:/  06/1212012 Maklumat
= Take a Sumvey 4 > “nosition”
= Change My Passward Job Data Employment Data  Earnings Distribution Benefits Program Participation  Appraisal Result p
= My Personalizations terpapar
= Wy System Profile \ J
B zave | E\Return to Search | +[E|Previous in List | 4| Next in List | [=]Natify | Pre'.rinustabl (SFiNext tab | ) Refresh | UpdateJ'DispIayl £ Include History | 5" Correct History |
Waork Location | Job Information | Job Labor | Payrall | Salary Plan | Compansation | Job Additional Information
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MS Home Workiist —AddtoMyLlinks  GEMS Help Centre  Sian out

AL Ll L i

My Links Select One: v

' Recruiting » New Window | Customize Page | n[:%
 Workforce Administration
[ Personal Information m

[ Contract Administration a Job Data Notepad

= Job Data .
- Add Employment Instance

= Add Additional Assignment
= Move Assignmnt to

another Inst *ID:| 70000001 ABDUL RAHMAN BIN ABDUL RAHIM Search | Delete |
= Demote an Instance . ’ﬁ
= Current Job o bt - Transfer |
= Pay Rate Change “Eff Date:| 2012-11-27
e Transac —_— —_—
b Workforce Reports Earliest Note Date # End l Select All Notes
b Global Payroll & Absence |~ Clear Selections
Mgmt
[> Warkforce Development
[ Organizational Development ol Return fo:  Job Data Page
[> Set Up HRMS o ; —_—
b Set Up ELM There are no existing notes for the spgcified search criteria.
[ My Content .
chﬁmmmem 20. Klik “Add a
I Worklist Return To:  Job Data Page New Note”
[ Reporting Tools
[ PeopleTools
= Take a Survey

= Change My Password
= My Personalizations
= My System Profile

F




GEM S Home Worklst Add to My Links GEMS Help Centre Sign out
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MyLinks Select One: b

Self Senice New Window | Customize P Save
| Manager Salf Senice T

Recruiting -
 Workforce Administation Job Data Notepad - Selected Note

I Personal Information
= Job Information
> Contract Administration

'+ Instructions

- JobData *"F":"'E?‘Jf’."f. | & N

= Add Employment

i e 22a.*Peringatan:
- Add Additional D: 70000001 ABDUL RAHMAN BIN ABDUL Created: 061122012 421PH Pastikan tanda
Assionment RAHIM Creator; DAYANGKU ROSNI “Saved” terpapar

= Move Assignmnt i Empl Red#: 2 BINTI PENGIRAN
another Inst Eff Date: 2013-04-01 HAJI CHUCHU setelah menekan

= Demote 2n Instance Sequence: Last Updote: “Save”
- Current Job by: \_ J
= PayRate Change

I Self Senvice Transactions [

I Workforce Reports
 Global Payroll & Absence Subject: MEMANGKU ' N\

L Note Text: HEMANGKU SEMENTARA JAWATAN........ MULAL....HINGGA.....DENGAN DI @ 21 Isikan

Workforce Development ViR I T
bl BAYAR ELAUN MEMANGKU NENURUT SURAT BILANGAN. . BERTARIKH... “subject”

SetUp HRMS
Set Up ELW dan “Note

il | \_ Text”
b Worklist g T mengikut isi

| Reporting Tools kandongan

- Take 3 Surve
FChange s Passward —>| 22.Klik “Save” surat/memo

L iy Personalzations berikan

My System Profile ReturnTo:  Note Selection Page e
e 23. Klik “Job Data Page” untuk \_ Y,
kembali ke muka hadapan




Hae@
¢ .-5,.':‘0.!..
MS Home Warklist Add to My Links GEMS Help Centre Sign out
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lyLinks SelectOne; v

New Window | Customize Page | n

[ Self Senvice

[» Manager Self Senvice
[ Recruiting - : : — :
L Workorce Administration { Work Location { Job Information | JobLabor | Payroll ! SalaryPlan | Compensation | Job Additional Information |
[ Personal Information ABDUL RAHMAN BIM ABDUL RAHIM EMP D: 70000001 EmplRed# 2
= Job Information

[ Contract Administration

= Add Employment HR Status: Active Payroll Status:  Active GoTo RUWl =]
Instance | . . T T 1

- Add Addiional *Effective Date; 010412013 5 Sequence: 0 *Job Indicator. SecondaryJob =
Assignment *Action: Hire * Reason:  Temporary Acting -

= Mave Assignmnt to Future

another Inst R
= Demote an Instance Last Start Date: 0110412013 Termination Date:

= Cument Job Expected Job End Date  16/04/2013 [3
= Pay Rate Change
[» Absence and Vacation
[ Self Senvice Transactions Position Number: 00026823 Q. KerANI

[ Workforce Reports
[ Global Payroll & Absence Override Position Data Position Management Record

llgmt .
b Workforce Development Requlatory Region: GOBRN Brunei Darussalam
> Organizational Development Company: SAD Prime Minister's Office

[ GetUp HRMS
[ Set Up ELM Business Unit: SAD1A Prime Minister's Office Department Entry Date: 01/04i2013

[ My Content .
b Content Hanagement Department: SA001010 UNIT PETROLEUM - BAHAGIAN PENTADBIRAN DAN KEWANGAN

[ Worklist Location: BRNO100001 Bon Bahirah, Jin Menteri Bagar

[» Reporting Tools ) .
b PeopleTaols Establishment D: Q Date Created:  0612/2012

= Take a Sumvey
= Chanage Wy Password Job Data Employment Data  Earnings Distribution Benefits Program Participation  Appraisal Result

= My Personalizations
= Wy System Profile

Work Location Find  First 0502t ast

Position Entry Date: 010412013

> 24. Klik “Save”

rHSa'.re E\Return to Search | +[E|Previous in List | 4| Next in List | [=]Natify | Pre'.rinustabl (SFiNext tab | ) Refresh | UpdateJ'DispIayl £ Include History | 5" Correct History

Waork Location | Job Information | Job Labor | Payrall | Salary Plan | Compansation | Job Additional Information




© Job Information
I Contract Administration
= Job Dala
= Add Employment Instance
= Add Addibional
Assignment
= Move Assignmnt 0

another Inst
= Demote an Instance

= Current Job

= PayRate Change
[ Self Senvce Transactions

fam Profil

Add to My Links

MyLinks SelectOne:

New Windaw | ,'E

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

When Posiion Managementis installed, head counts for each position are compared to the masimum head count on the Specific information page. Cormect position number, change maximum o allow an
adfionalinsmbent, orleave as is.

25. Klik “OK” ( 3 kali )
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EMS Winrklist Add to My Links GENS Help Centre Sign out
MyLinks Select One: -
> Self Senice New Window | CustomizdP Saved
[» Manager Self Service .
 Recting Work Location " Job Information | JobLabor | Payall | SalanPlan | C tion ' Job Additional Informati
L Warforce Administration { Work Location | Job Information | JobLabor | Payroll | SalayPlan | Compensation | Job Additional Information |
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