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MANUAL BAGI MELULUSKAN

“MAKLUMAT KEHADIRAN BEKERJA”
(Melalui Manager Self Service)
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ZGEMS 1. Klik ”Manager Self Service” Home | Workiist | MuttiChannel Console | _Add to Favorites | GEMS Help Centre | Sign out

Mo =
—T =sRifars Main Menu =
+ Manager Self Senvice .
ﬁ lﬁ% 5 Manager Self Service Edit "Manager Self Service” Folder

[» Job and Fersonal Mavigate to self service information and activities for people reporting to you.

Information i i

) ime—:BCS TODAY MGR ATTD GBL = Employee Awards Report =| Review Transactions
[ Compensation and Stock BCS_TODAY _MGR_ATTD_GEL Employee Awards Report =% Review transactions that you have submitted
[» Benefits : —

[ Performance Management
[* Organization Management
[+ Attendance

Compensation and Stock
Manage =alaries for your workforce, either by

Job and Personal Information
Manage job and personal information for your

5 Time Management

=i Manage schedules, view and approve reported and

= Emplovee Awards Report
= Review Transactions
= Direct Repors
[ Recruiting
[ Workforce Administration
[ Benefits
[ Compensation
[ Global Payroll & Absence
IMgmt
[ Payroll Interface
[ Workforce Development
[ Organizational Development
[ Enterprise Learning
[ Set Up HRMS
[ Waorklist
[* Tree Manager
[» Reporting Tools
[ PeopleTools
= Change My Password
= My Personalizations
= My System Profile

payable time, absence and overtime requests,
exceptions, and more.
3 Room Booking

[ Manage Schedules
3 Approve Time and Exceptions

2 More...

Benefits

Benefitz

=l Approve Claim/Application

=l Approve Dependent Info Change

5] Request Claim/Application
3 More...

ﬁ Attendance

=] Manager Time Approval Page

employees.

=] Employee Award Submission

=] Employes Award Approval

= View Emplovee Personal Info
16 More...

i performance Management
|| Plan, evaluate and manage performance and
development for vour workforce.
[ Performance Documents
=] Approve Documents
I=] Team Learning
2 More...

= Direct Reports
Hidden - Direct Reports

individual or by group. Review the compensation
history and total compensation picture for your direct
reports, as well as review their stock option history
and vesting status of =shares.
i=] Reguest Ad Hoc Salary Change
=l Approve Ad Hoc Salary Change
E=] Final Apprvl Ad Hoc Salary Chg

2 More...

Organization Management
COrganization Management

=] Department Budget Proposal
=l View Budget Proposal
=l Approve Budget Proposal

3 More...




Home | Workiist | MultiChannel Console | _Add to Favorites | GEMS Help Centre | _Sign out

[ Self Service Main Menu = Manager Self Senvice =

~ Manager Self Service )
> Time Management Attendance Edit "Attendance” Folder
[ Job and Personal
Information =

anager Time Approval Page
iManager Time Approval Page

[ Compensation and Stock

[» Benefits

[ Performance Management
i anagement

ol me Approval . .
Pane 3. Klik “Manager Time Approval Page”
= View All Attendance

Today
= Employee Awards Report

= Review Transactions 2. Klik “Attendance”
= Direct Reporis :

[ Recruiting

[ Workforce Administration
[ Benefits

[: Compensation

[ Global Payroll & Absence
Magmt

[ Payroll Interface

[ Waorkforce Development
[ Organizational Development
[ Enterprise Learning

[ Set Up HREMS

[ Worklist

[ Tree Manager

[» Reporting Tools

[ PeopleTools

= Change My Passwaord

= My Personalizations

= My System Profile




[ Self Service

- Manager Self Senvice

[ Time Management

[ Job and Personal
Information

[ Compensation and Stock
[ Benefits

[ Performance Management
[ Organization Management
= Attendance

= Manager Time Approval
Page

= View All Atendance
Today
= Employee Awards Report
= Review Transactions
= Direct Reports
[ Recruiting
[> Workforce Administration
[ Benefits
[ Compensation
[ Global Payroll & Absence
lMgmt

[> Payroll Interface

Home | Workist | MuliChannel Console | _Add to Favorites | GEMS Help Centre | _Sign out

Mew Window |

hEtp

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

j." Find an Existing Value Y Add a MNew Value

EmpliD: begins with - J00206999

SetiD: begins with - Q .

Department: begins with <+ a 4. Masukkan Bil K/P dalam
Date Under Report: = - 22032014 ruang ”EmpID”
Approval Status: = - -

Late [l

Clear | Basic Search E Save Search Criteria

Find an Existing Value | Add a Mew Value

5. Masukkan tarikh dalam
ruang “Date Under Report”

6. Klik “Search”




[ Self Semvice

I Manager Self Service
[+ Time Management
[- Job and Personal
Infarmation
[ Compensation and Stock
[- Benefits
[ Performance Management
[ Organization Management
= Attendance

= Manager Time Approval

= Employee Awards Report
= Review Transactions
= Direct Reports
[» Recruiting
[ Waorkforce Administration
[ Benefits
[> Compensation
[ Global Payroll & Absence
IMagmt
[> Payroll Interface
[ Workforce Development
[ Organizational Development
[» Enterprise Learning
[ Set Up HRMS
[ Waorklist
[» Reporting Tools
[- PeopleTools
= Change My Password
= My Personalizations
= My System Profile

J( Manager Time Approval Page |

Worklist

I

GENS Help |

7. Masukkan masa
kehadiran seperti yang
dinyatakan diruang
“Comments”

\

7a. Pilih “Attendance

Department:

Time Entered

Sequence ]
Number Time
1 | 28:30:00AM

Name: ABDUL RAHMAM BIN ABD 7a

N\

Employee ID: 70000001 7b
Date: 03/07/2014

Entered By

MD ALI BIM
HUSSIM

Attendan

e Reason Comment

Datang Kerja

-

Absence From

Absence To

Hormal Workday
Workoff Day
Holiday

Absence
Training
Others

| Override Approval Status

Save for Later |

Last Update Date/Time
030714 9:41:36AM

Last Updated By

Total Hours Clocked:
o

Flag Field

Late

Reason” samada “Datang
Kerja” / “Urusan Rasmi” /
“Urusan Peribadi” / “Balik
Tengahari” / “Balik Kerja”

atau

7b. Jika Pegawai diberikan

cuti setelah memasukkan
maklumat kehadiran,
maklumat kehadiran

hendaklah di “delete” dan
klik “Save for Later”

8. Tandakan petak
“Override Approval Status”

9. Tandakan petak yang
berkenaan pada ruang
“Approval Status”

11

10. Masukkan keterangan
diruang “Comments”

\ 11. Klik “Save” /




