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Copyright

All rights reserved. No part of this documentation may be copied, photocopied,
reproduced, translated, microfilmed, or otherwise duplicated on any medium without
prior written consent of UBS Corporation Sdn. Bhd.

No patent liability is assumed with respect to the use of the information contained
herein. Every precaution has been made to supply complete and accurate information.
However, UBS Corporation Sdn. Bhd. resunes no responsibility for its use, or for any
infringement of patents or others right of third parties which would result.

Disclaimer

No person should rely on the contents of this publication without first obtaining advice

from a qualified professional person. This documentation is provided on the terms and
understanding that (1) the author and editor and copyright owner are not responsible

for the results of any actions taken on the basis of information in this documentation,

nor for any error in or omis sion from this documentation; and (2) the author and

editor and copyright owner are not engaged in rendering legal, accounting,
professional or other advice services. The author and editor and copyright owner
expressly disclaim all and any liability and responsibility to any person, whether a
purchaser of related software or reader of this documentation or not, in respect of

anything, and of the consequences of anything, done or omitted to be done by any
such person in reliance, whether wholly or partially, upon the whole or any part of the
contents of this documentation.

UBS CORPORATION SDN BHD (441389 -K)
Suite 1B-6, Level 6, Block 1B, Plaza Sentral,
Jalan Stesen Sentral 5, 50470 Kuala Lumpur.
Malaysia.
Website: http.//www.ubs -software.com
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Introduction

UBS HRMS is specially designed application software to manage personnel effectively and efficiently
for small and medium-sized enterprise. It promotes a paperless environment for all human resource
related procedure. As such, it reduces bureaucracy, increases speed of processing for relevant
approvals and enhances cross functional (vertical and horizontal) communications within an
organization. It contributes t the increase in productivity of an organization.

Getting Started

Double click UBS Human Resource Management System shortcut icon on the desktop to access

to the system. A default coBdppca nbyutntaome twa |Up dbaet ggiwewn
name orAdad ibcukt tion t o i n ®rapany. Diferentcbngany sheuld keep into

different data folder.

Create Database
After select the company name, the system will automatically generate the data files into the folder
you have selected.

User Login
Enter the Login ID and Password to access into the system. The default Login ID = UBS and
Password = UBS.

Recommended steps in setting up UBS HRMS:

Install HRMS into hard disk

Administrator login

Housekeeping-> Setup -> General Setup --> Sharing ---> Smart Lock
Housekeeping-> Impor t and Export (for existing HRMS or Payroll user)
Housekeeping-> Setup -> General Setup

HR Department -> Miscellaneous Files

HR Department -> Miscellaneous Files (2)

Housekeeping-> Setup -> Default Setting

HR Department -> Tip -> Tip Scheme

10. HR Department-> Tip -> Default Tip Scheme

11. HR Department -> Employee -> Personnel File

12. Housekeeping-> Re-Calculate Leave (for new HRMS & Payroll user)
13. Housekeeping-> Administrative Tools -> Group Policy

14. Housekeeping-> Administrative Tools -> User Manager

15. Housekeeping-> Administrative Tools -> Department Approval

16. Housekeeping-> Change Password

17. Housekeeping-> Direct Access

18. Housekeeping-> Setup -> Enquiry Setting

19. HR Department -> Employee -> Salary

20. HR Department -> Employee -> Tip

21. HR Department-> Training -> Trainer

22. HR Department -> Manpower

23. HR Department -> Budget

24. HR Department -> Standard Documents (setup path to file location & change letter contents
according to company®6s policy)

©CoNOA~ALONPE

Please refer to the respective chapter and section for detailed process and explanation.
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Chapter1 HR DEPARTMENT

Overview:

Page 6 of 223

The main functionality of the system is to setup and manage the employees file. Then, the system has
the benefit to setup and schedule loan installments for the employees. And, it assists users to project,
compare and evaluate manpower utilization and budget plan. Besides, the module provides an easy

providing common

solution by

sampl e

documents for

Lastly, this module contains various required miscellaneous files setup options, such as state, race,
branch, department, skill, leave, claim and etc. It is advisable that user should begin the initial operation

of the system by starting off with the miscellaneous files setup.

1.1 Employee

There are 8 categories of maintenance module incorporated under this main feature for keeping
track, storing history and managing of human resources details in term of personnel file, salary,

experience, club & society, reward & disciplinary, accident, career movement and skill.

1.1.1 Personnel File

Menu Location: HR Department A Employee A Personnel File
Description: This maintenance module contains 8 option pages to facilitate users processing
other inform

the empl oyeesé
education background, employment history, benefit and training.

per sonal

det ai

s and

User actions that can be performed include adding, searching, editing, deleting and printing of
empl oyeesd records.

i  Create/Add new employee data

1.Cl i &dd0 ibutt on and enter the relevant
(i) Personal
** Personnel File Maintenance
Employee No. | E00L Mame | AGNES TAN YING YING Initial | T¥T
Statutory || Job || Family || Education Background || Employment Histary || Benefit || Training
Badge No. E0OLTYYOL Date of Bith | 37041950
Address 12-K, LORONG SULATMAN WewIfCho. | 500403-03-5466
TAMAN HIJAU 0ld 14C Mo 1864988
Post Code 13400 Town | CHERAS 1HC Calour E
State KUiLa LUMPUR | Mationality MY v | Jex Fenmale v
Phane N, 03-84697997 Race CHINESE v
Phone No, (2) | 03-89464677 Bumipitra No v
Emal Address | AGNESBHOTMATL . COM Religion BUDDHISH v Fut Phto
Permanent :- Emergency Contact :-
Address 22 JALAN WIRD Person MR, JOHHSON
34350 IPOH Relationship | FTISEAND
PERAK Fhone No. 012-3214143
Fhone Mo, 05-7489671
Employee No. : Assign each employee with an identification code (maximum 6

characters).

nf or mat

It is a compulsory field and does not allow for modification after saving

the record.
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Name . Enter the employeeds full name ( maxi
Initial . Indicate each employee with an unique initial letter not exceeding 3
alphabets.
Badge No. : Enter the employeeds badge number, i
Address : The employeeds current contact addre
Post Code : Post code of the contact address.
Town : Location town/area of the address.
State . State or province of the address.

(New state item can be maintained in HR Department A
Miscellaneous Files A State)

Nationality : Select the appropriate nationality or citizenship of the employee.
Phone No. : Telephone numbers of the employee.
Al ternatively, user may key in the emg

the next field Phone No. (2)
Email Address : Email address of the employee, if applicable.

Date of Birth . DOB of the employee (dd/mm/yyyy).

Newl/CN o. : Empl oyeebs new identity card number .
Old I/C No. : Empl oyeebds old identity card number.
I/C Colour : Specify colour of the old identity card if applicable. (One alphabet only)

Sex . Femaleor Male

Race . Chinese Indian, Malayor Others

Bumiputra . Yesor No

Religion . Buddhism, Christianity, Hindu, Islam or Others

Permanent

This section can be used t o Adgdtessraed PhdneNoe mpl oy e ¢
which is different from the current contact address stated above. For instance, it may be
home town of the employee.

Emergency Contact

This section is used to store Person to contact, Relationship with the employee and
Phone No. of the contact person, in the event of emergency.

2. Click BubPhothe WHutton to | oadytekedspphioitoglramphemplo
directory that you have saved. The system supports all graphics files, eg. BMP, JPG or others.

3. Proceed to next page Statutory .
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(ii) Statutory

* personnel File Maintenance |X\
Emplayes Ko, E0oL hlame AGNES TAN YING YING Intidl | TYY
Personal | Statutory | 1ob || Family || Education Backaround || Employment Histary || Benefit || Training
Account No. :- Work Permit :- Passport :-

EPF 45678913 Work Permit b, Passport Mo,

Incame Tax 56, 4897646-65 Valid Date From Fa Expire Date T
=P 149797978M Expire Date ;o

Tabung Haji

ASN

Transport CaR v

Remark s

Highest Education Qualfication Degree v

Save Cancel

Account No.

This section i s us edEPFdncome olaxe SOCB@ Tabump Hayy e e 6 s
and ASN number.

Field width to store each account number is 10, 15, 10, 12 and 12 characters
respectively.

Work Permit

For foreign workers, this dMb&kParmiNo.i Ot o store
characters) as well as Valid Date and Expire Date (both in dd/mm/yyyy format).

To check for overdue working permits, go to Enquiry A Work Permit Expire

Passport

For foreign workers, this sPassgort/don (12 sharacters)st or e
and Expire Date (dd/mm/yyyy format).

To check for expired passports, go to Enquiry A Passport Expire

4. Then, continue with the rest of setup and enter the relevant information.

Transport : Select the transport/vehicle that the employee possess to come to
work.
(New transport type can be created in HR Department A
Miscellaneous Files A Transport )

Remark : Any additional note in explaining more matters related to the employee.
Highest Education
Qualification : Sel ect the employeebs highest academ

such as PhD Master, Degree, Higher Diploma, Diploma, Certificate,
Secondaryor Others.

5. After that, proceed to next page Job.
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** Parsonnel File Maintenance |§\
Employee o, | EDOL Hame: AGNES TAN YING YING Inkial  TYY

Personal || Statutory | Job | Famiy || Education Background || Employment History || Benefit || Training

Jab Title HROL | HUMAN FESOURCE MANAGEE Syl

Joh Status e v | wanacErEnT 1. GIVE BRIEFING ON COMPANY 4

POLICY TO ALL NEW EMPLOVEES.
Branch BELL v | MAIN BRANCH KL 2. DEAL WITH GOVERNMENT BODY

Department ACCT
Line No.

Category

Date Terminate P
Reason

Pay Status hetive

[rate Join 02/02/1993
Date Confirm | 01/05/1893
Date Promote | 0170171995

Termination of Service :-

(N BEHALF OF MANAGING
DIRECTOR.

* | ACCOUNTS
v

v

¥

Save Cancel

Job Title

Job Status

Branch

Department

Line No.

Category

Date Join

Date Confirm

Date Promote

Select the employeebs job title.
(New type of job title can be created in HR Department A
Miscellaneous Files A Job Fu nction )

Select the employeeds job status.

(New type of job status can be created in HR Department A
Miscellaneous Files A Job Status )

: Specify the location branch where the employee is from.

(New branches other than the existing records can be created in HR
Department A Miscellaneous Files A Branch)

: Specify the operational department where the employee is designated.

(New department other than the existing records can be created in HR
Department A Miscellaneou s Files A Department )

: Specify the destination line number where the employee is working in.

(New line number can be maintained in HR Department A
Miscellaneous Files A Line No. Please refer to chapter 1.6.7 for
further details.)

: Specify the category or group where the employee is working in.

(New category can be maintained in HR Department A
Miscellaneous Files A Category . Please refer to chapter 1.7.8 for
further details.)

: The system current date. User may change to the appropriate date

when the employee joined the organization (dd/mm/yyyy).

. Initially, leave this field blank.

Update the date (dd/mm/yyyy) when the employee has obtained
his/her confirmation to the job.

. Initially, leave this field blank.

Update it manually when the employee was granted job promotion.

COPYRIGHT © UBS CORPORATION SDN BHD



EEUBS

User Business Systen Human Resource Management User Manual Page 10 of 223

Note:

1. Date Join cannot be left blank or emptied because
this date will be used as the base to calculate the
annual leave entitlement and leave balance days
(in the next index page Benefit).

2. Usermay check f or Date€onérmpl
in module Enquiry A Confirmation.

The date to be confirmed is system-formulated
based on the general confirmation month preset in
Housekeeping 4 Setup 4 General Setup - ->
Other

All employees will apply this general setup unless
the particular job title
specifically reassigned in Housekeeping A Setup
A Default Setting 4 Confirmation Month.

For instance, certain categories of executive
employees might have longer confirmation period,
such as 6 months or more.

3. Date Confirm will determine the number of leave
days entitled for each employee during the year.
For instance, annual leave entitlement is only
effective after confirmation of the respective
employee. Please refer to chapter 1.7.15 Leave
Scheme for further details.

4. Date Promote cannot be earlier than Date
Confirm, and these two dates cannot be earlier
than Date Join.

y

Termination of Service

This section is used for recording of the par:t
unforeseen future.

(i) Enter the Date Terminate for the employee concerned. It represents the effective
date for employment terminated. Date Terminate cannot be earlier than Date
Join, Date Confirm and Date Promote .

(i) User must specify the Reason of termination such as Resignation Retirement,
Retrenchment Dismissalor Others.

(iii) Indicate remark for the termination in the next column provided.

(iv) An employee who has terminated contract of service should be classified as non
active status.
After the month salary processing, set the salary Pay Status t oNofirActived s o t hat
to stop salary processing for the following months.

At the end of this process, the employee will be marked as resigned staff but the data

still retain in the syst em.atabase frorethesyseem,t he ent i
user must perform delete action. But, prior to this, user has to delete all related files in

other modules pertaining to the respective employee, eg. loan, training etc.

Specific
Job Function I ndi cate t he enfprction duged and respangbilities. ¢ |
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Note:

1. Once user has inputted Date Terminate, reminder can be
viewed in Enquiry 4 Termination.

2. When it reaches the particular Date Terminate, user must
change Pay Status t oNorftActiveo .

6. Then, proceed to next page Family .

(iv) Family
** Parsonnel File Maintenance |X|
Employes Mo, E00L Name AGNES TAN YING YING Iniial | TYY
Personal | Statutory || Job | Family | Education Background || Employment Histary || Benefit || Training
Marital Status Married v
Spouse Name JOHISO0N CHUN JIN MING Spouse IfC No, 450704-06-7548
Tax Deduction For Spouse o v Tokal No. of Children Below 18 Years Old 18
Child's Name NICHOLAS CHUN
IfChe. 720103-03-4567 Sex Male
Date of Birth 03/01,/1972
hild's Mame IiC No. Sex Date of Birth -
|
HMIKI CHUN 790702-03-5466 |F 02/07/1979
SUSIE CHUN §70504-03-5466 |F 04/08/1987
Ll W
Tokal Mo, of Children 3
Marital Status . Single Married, Divorced, Widow, Widower, Others
Spouse Name : Enter the employeebs spouse name.
Spouse I/C No. . Ent er tshdentitgcard nuskeed
Tax Deduction
For Spouse SelYeasx ti fi t he employee chooses to
payroll.
7Total No. of
Children Below
18 Years Old : Enter number of children age below 18 years old.
7. Next, c | iLmko obono titcbnénudito the Employee Family Maintenance sub-
menu.
8. Sel AAddo utton to insert t he ohi/ill dréesn/@aonke t a i

Sex and Date of Birth

COPYRIGHT © UBS CORPORATION SDN BHD
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“* Employee Family Maintenance g|
Child's Mame
IjC Mo, Sex | w
Ciate of Birth r;
IZhild's Marne I/ Mo, Sex Date of Birth -~
NICHOLAS CHUTM 720103-03-4567 (M |03/0171972
MIEI CHUN 790702-03-5466 [F |02/07/71979
SUSIE CHUON 870804-03-5466 (F |04/058/71987
i
o
9. Cl i ®akeoi button to store the record.

10. Sel eAddd0 fbutt on agaitntiof iywyweerw mor e cHuitd
if you want t modi f Peletelde baitxit®omni md wyeoewuomwanador t
I

0
unwanted chil do &rintroe cbourtdt.o nC hiofo syeo ui vEagidyees o pr i nt
Children Listing Otherwise, s e | é&xittdo fut t on t omepwi t t his sub

dbruetntéosn r e

11. Then, proceed to next page Education Background

Note:

1. The system will prompt user with message if Total number of
children below 18 years old entered earlier is not tally with
records entered by user in this sub-menu.

2. User may choose to auto update the total number of children
below 18 years old when performing Housekeeping 4 Import
and Export (refer to chapter 6.7)

(v) Education Background

** Parsonnel File Maintenance x
Emplayee Na. E0OL Name |AGN'ES TAN YING YING ‘ Initial |TYY ‘

Personal || Statutory || Job || Family | Education Background ‘EmnloymentHistory Benefit || Training

Course Mame SPH

Education Centre SEKOLAH MENENGAH PEFEMPUAN IPOH

Date Start 05/01/1983 Date Complete 12/12/1965
Grade Cbtained "

F aurse Mame | Qualfication Education Centre Date Start Date Complete  Grade Obtained ~

LCCI PUTRA COLLEGE 0L/0L/1990 |05/05/1991 |PASS
DIPLOMA TN ACCOUNTING PUTRA COLLEGE 1040141995 |15/11/1995 [DISTINCTION

v

Save Cancel

12. Cl i c kinkdn bfutt on and the system -menu.l prompt with
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** Employee Education Background Maintenance g|

Course Mame

Education Centre

Date Start ;o Date Complete vy

Grade Obtained

K_ourse Mame | Qualification Education Centre Date Start Date Complete Grade Obtained | #
5PN SEKOLAH MENENGAH PEREMF|05/01/1963|12/12/1965(4 |
LCCI PUTEA COLLEGE 01/01/1990{05/05/1991 | PASS |
DIPLOMA IN ACCOUNTING PUTEA COLLEGE 10/01/1993{15/11/1995 DISTINCTION

v

Save Cancel

13. In the Employee Education Background Maint enance sub-me nu, AdHd ckkutfit on t o
input a record. Enter the relevant information.

Course Name : Course tile.

Education Centre : Name of the education centre conducting the said course.

Date Start . The courseds commencement date. (dd/
Date Complete : The courseds completion date. (dd/ mn
Grade Obtained : Result or performance achieved.

14. At t he end of Savke® b wmtptudn tcd i ctkorie t he record.

15.Sel eAddd6 fbutton again i f you want to i ncpHdfio anot he
button to modify a partiDelad@rt @ xri srmmo \ne are oparti
unwanted recPhoimtd. bSetenti i you vEawpdeeEducaoni nt out
Background Report Ot her wi s e ,Exitl ibauk tcom tthbemerfii t t hi s s

16. Then, proceed to next page Employment History

(vi)  Employment History

** pParsonnel File Maintenance \§|

Employes Mo, E001 Mame AGNES TAN YING YING Initiel | Ty

Personal || Statutory | Job || Family | Education Background | Employment History | Bengfit || Training

Company Name TIiLN TEE EERHAD

Diate Join 01/02/1970 Date Left 3070641875

Juok Title GENERAL CLERE

Reason Left FURTHER. STUDY
ompany Hame Date Join Date Left Job Title Reason Left ~
I SDN. EHD. 01/03/1978 [05/12/19585 [SHIPPING CLERE LOOK FOR BETTER CAREER
TEN CORPORATION 05/03/1986 [08/09/19589 [ACCOUNTS CLERE FURTHER 3TUDY

Save Cancel
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tton and the system -menul prompt with
** Employee Employment History Maintenance g|
Company Mame
Diate Join i Date Left i
Job Title
Reason Left
K- armpary Mame Date Jnin Date Left Job Title Reason Left ~
TIAN TEE EERHAD 01/02/1970 ([30/06/1975 [GENERAL CLERE FURTHEE. 3TUDY
WWI 5DN. BHD. 01/03/1975 [05/12/19585 |SHIPPING CLERE LOOE FOR EETTER L.
FTEN CORFORATION 05/03,/1966 |03/09/1959 |ACCOUNTS CLERE FURTHEF. STUDY
M
18. In the Employee Employment History sub-me nu, Addd ckkutit on to input a
Enter the relevant information.
Company Name : Previous employer of this particular employee.
Date Join : Date when he/she joined the previous employer. (dd/mm/yyyy)
Date Left : Date when he/she left or resign from the previous employer.
(dd/mml/yyyy)
Job Title : Job position or title held in the previous employment.
Reason Left . Cause of leaving or resignation from his/her previous employment.
19.At the end of Savke® b wmtptudn tcd i ctkorie t he record.
20.Sel eAddd fbutt on again i f thermew em@oymentrecordi Selpcut ano
fEdito button to modify a par tDeleteudl atro erxeinsotvien ga nrye c o
particular unwanPratd rbeuddarodh. i Selyeoaut vlmmdyeet o pri nt
Employment History Report Otherwise, clickonthe Efitd0 but t on t omepuwi t t his
21. Then, proceed to next page Benefit .
(viiy Benefit
~* parsonnel File Maintenance |Z\
Employee Mo, Ennl Name AGNES TAN YING FING Intial | TYY

Persanal || Statutory || Job | Family || Education Background || Employment Histary | Benefit | Training

Leave Scheme Code

Linl * | FOR MANAGEMENT LEVEL

Maximum Cairizd Forward Annual Leave 5.00 Lennth of Service in ttear  Day Entitled
| [~
Leave Code
AL % |knnual Leave we | 5o 5.0
Leave Application Status | After Confirmation to £ | 99,0 22.0
v
Total Brought Forward Annual Leave 0.00 -
Naote: '« = Less Than
Total Annual Leave Entitled 0.00 Annual Leave Balance 0.00
Claim Scheme Code £302 v | FOR NON-SALES STAFF
Elaim Code  Claim Description IMax Claim Per Receipt  Max Claim Per Year Remark ~
0z DENTAL 80,00 80.00
as OUTSTATION 500.00 5000.00
L ]a7 PARKING FEE 100.00 1z00.00 el
Tip Scheme Code TCOL “ | FOR MANAGEMENT LEVEL

Save Cancel
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(viii)

22. Firstly, select the appropriate Leave Scheme Code . This is a compulsory entry. The
selected scheme represents all leaves entitled for the respective employee. Click onthe
arrow down button of Leave Code to view the content of each leave type. (Details of the
leave can be modified in HR Department A Miscellaneous Files A Leave Scheme .
Please refer to chapter 1.7.15 for more explanation.)

Note:

1. Duri ng mai nAddon ammocidesl Brouglit Forward Annual
Leave, Total Annual Leave Entitled and Annual Leave Balance are
zero figures and disabled for user input. The system will apply the
selected leave scheme and calculate the actual figure after user has
compl eted i np ®avedb yp uptrteosns.i ng #

2. Total Annual Leave Entitled is calculated based on date join of the
employee, cut-off period for leave entitlement (in Housekeeping 4
Setup 4 General Setup - -> Leave) and the leave scheme code.

3. If the employee has any annual leave brought forward from previous
calendar year, user can input the number of d a yEditoi mofl e .

7

23. Secondly, seled the appropriate Claim Scheme Code if it is applicable to the respective
employee. (Details of the claim can be modified in HR Department A Miscellaneous
Files A Claim Scheme . Please refer to chapter 1.7.17 for more explanation.)

24. Thirdly, select the appropriate 7ijp Scheme Code if the respective employee is entitled for
such benefit. (Details of the tip scheme can be setup in HR Department A Tip A Tip
Scheme . Please refer to chapter 1.6.1 for more explanation.)

25. Finally, user must always remember to click iSave0 button to confirm al/l
the information.
Training
This page is showing all the relevant training programs attended by the particular employee
during his/her employment in the company. The information listed in the table is sorted by order

of Skill Code Date Completeand then Date Retraining.

This page is not editable. The training details are updated from HR Department A Training A
Training Program . Please refer to chapter 1.2.2 for more explanation.

** Personnel File Maintenance ‘5‘
Employee Mo, EODL Mame: AGNES TAN YING YING Inikial TVY
Persanal || Statukory || Job || Family || Education Background || Emplayment History || Benefit | Training
Program Code PCOG
kil Code acos INDUSTRIAL RELATION REGULATIONS

Date Begin 28,/05,/2004 Date: Complete 28/05/2004
Skill Rate 3 Date Retraining 30/07/2004

Frogram Code Skl Code Description Date Begin Date Complete Rate Date Retraining =

PCo7 5C11 PROJECT MANAGEMENT 15/10/2003 |15/10/2003 1}
rCOZ 4C12  |MANAGEMENT SKILL 05/05/2003 |06/05/2003 5

L/
L/

v

I add H Edit " Delete H search " Brirt H Exlt ]
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ii  Search for an exis__ting employee data

There are two ways to search and locate en existing employee data.

Method 1: by navigation buttons

| Firsk || Previous ” [exk || Lask |

The first button on the left will access to the first listed record of the employee database. The
last button on the right will ac cess to the final record of the employee database. And, the middle
two buttons are to navigate the previous and next record respectively.

Method 2: using Search function button

1. Sel Searchd button and the foll owing diba&kmpgyed ox wi l

Noor Name
** Search x|
Emploves Mo, Mame
f |
E0OZ WILLIAM 00I 5IM HOI
E0O3 3ITI BINTI ABDULLAH
E004 TAN MING LING
EOOS ANDY LOO CHIN 5IM
EOO& ROBERT LIM HUI MUN
EOO7 LINDA 00O POH POH

w

Left Text Employee No. hd

Containing Text -
Enployee No.

Hame [ oK H Cancel ]

2. Specify searchingearchrNow eria dnspkaycal h possi bl e
Searching Criteria:

(a) Left Text ~ search for character(s) begin from the left that matched exactly with
existing employee record.

(b) Containing T ext ~ search for any character(s) that matched exactly with content of
the text.

3. Point to the desired record and double click, or
highlightOkdnd oclciholos® the record to be displaye

i Modify an existing employee data

You can edit all records of an employee with the latest information except Employee No .
Besides, Training page is not editable. Modification and updating must be done in HR
Department A Training A Training Program

1. Using the searching method described earlier to find and locate the record to be modified.
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2. Sel editdo dutton.
3. Update | atest information into the employeeds r

4. Cl i $ake0fit o save t he Canneioo rtnoatdiosna p porrovie any modi fi

iv Delete an existing employee data

Before proceed to delete any employee, make sure the particular employee has been classified
a sNon-Active 0 Personnel File Maintenance  (Job page Pay Status ). Then, you have to
remove all related data in family, education background, employment history, loan, training etc.
Finally, delete the user login profile at Housekeeping A Administrative Tools A User
Manager , and delete also the assigned department approval authorization at Housekeeping A
Administrative Tools A Department Approval  for the respective employee.

To delete:-

1. Use the searching method described earlier to find and locate the employee to be deleted.

2. Sel eDeleted@ button.

3. Cl iYekd it o del ete the particul ar Badpltoy eabs erl e acerl

v Print employee personal details

1. Cl i ck Brimtot hautit on and the systangnuwi | | prompt wit

2. Specify the data ext OlKOc thiuotnt ocnr ittoe rpirao caenedd ctloi ctkh e

Maore Filker Parameters

3. Or, you may tick the checkbox to open up more filter parameters.

** Employee Personal Details Report

Employee Personal Details

Erployee Mo. From E] To |zzzzzz E] Job Code From E] To |zzezz E]
Dept. Cods From B To | zzzzzzzzzz B Job Status From B To |zz B
Line Ma. Fram E] To | ZZZEZZzZZEZ E] Branch Code From E] To |zzzz E]
Category Code From E] To | zzzzezzzze E] Leave Scheme From E] To |zzzz E]
Date Jain From 01/0L/2004 To |3Ll/12/2004 Claim Scheme Fraom B To |zzzz B

More Filter Parameters Date From :-

Badge Mo, From E] To |zzzzzzzzze E] DOE 5o To P4
Mationality From E] To |zz E] Passport Expire A To ;o4
Sex All L4 Work Permit: Yalid 'l To N
Race ALL b work Perrit Expire: I To I
Bumiputra A1l w Canfirm b To F
Pay Stakus All w Pramaote s To A
Highest Education Qualification A11 v Terminate ;o To N
Tip Scheme Code From E] To |zzzz E]
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Print Dption

2 & & i

Default Printer: 4 UBS-SERYERHP LASERJIET 1100 (MS)

Printing options
Print : send the file to printer to produce a printout
Preview : view the actual report on screen
File . generate a text file

Customize: open and view the customized report format
Printer  : select the name of the printer to be used
Close : exit this print option box

1.1.2 Salary

Menu Location: HR Department A Employee A Salary
Description: This option is to faci

salary history.

** Employee Salary Maintenance [z|

Employee No. E001
Mame AGNES TAN YING YING
Effective Date 0l/01/2004 | DCiake Join 04402 /1993
Salary 3850.00 |
Remark |
Effective Date Salary Remark ~
04/02/1993 1500.00
01/01/1985 1600.00
01/01/1995 1500.00
01/01/1999 2000. 00
01/01/2000 Z200.00
01/01/2001 2500.00 L
01/01/2002 2800. 00
01/01/2003 3500.00
01/01/2004
v
[ Mext " Last ] [ Add " Edit " Delete " Search ” Print ] [ Exit ]

1. Selectthe employee thatyouwantto updat e

buttons.

2. The respective Employee No. , Name and Date Join will be displayed.

Page 18 of 223

tat e user

by Sgarcteds shiuntgt ofin or

3. Click Addotlhet ion to update the | atest sal
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Effective Date : Date when the new salary scheme taking effe ct.
Salary : Wages amount payable with effect from the date stated earlier.

Remark : Any additional explanation note pertaining to the salary scheme, eg.
approval or adjustment reason.

4, Cl| i Sakeofi button to store the record.

Note:

Initially, when a new employee joined the company, the
starting salary will auto apply the default salary setting based
on the appointed job title, as per maintenance in
Housekeeping A Setup A4 Default Setting A Salary.

If the particular employee gains promotion or demotion and it
involve salary adjustment, user must manually maintain the

newly effective salary details.

1.1.3 Tip

Some companies provide the benefit of tip allowance to their employees. Therefore, the
employers need to record and calculate amount of tip or number of point earned by each
employee. Then, at the end of a specified period, users can include the tip figure and export
to UBS Payroll System for salary processing.

Typical operations for setting, recording and calculation of tip can be summarized as the
following steps-

1. Create the tip scheme in HR Department A Tip A Tip Scheme . Please refer to chapter
1.6.1

or,

Implement default tip scheme based on job title in HR Department A Tip A Default Tip
Scheme . Please refer to chapter 1.6.2

2. Assign particular tip scheme to respective employees in HR Department A Employee A
Personnel File . Please refer to chapter 1.1.1 maintenance for Job and Benefit page.

3. Maintain/ modify indivi dHRDeparemev | A Eepioyes At Tipp
This will be discussed in this chapter.

4. Calculation of tip value in HR Department A Tip A Tip Value . Please refer to chapter
1.6.3

5. View summary reports in Report A Tip A Employee Tip Amount Report  and Report
A Tip A Employee Salary and Tip Summary Report

Basically, there are two types of tip activities, whether it is operated by amount or point. Users
can setup the necessary operation method in Housekeeping A Setup A General Setup -
->Tip & Tip (2) pages.

Menu Location: HR Department A Employee A Tip
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Description: This option facilitates users
figure.
** Employee Tip Maintenance g|
Employee Mo, E00L
Marme AGNES TAN YING YING
Tip Scheme Code TCOL FOR. MANAGEMENT LEVEL
Apply Status Eefore Confirmation | Date Join 04/02/1993 | Date Confirm | 01l/05/1993
Effective Date 04/02,/1993 Mo, of Point | Amount 10. 00000
Remark
Mo, of Point/Amount Remark -~
04/02/1994 15.00000
04/02/1995 Z0.00000
04/02/1996 Z5.00000
04/02/1997 30.00000
04/05/2076 0.00000
v
I Mext " Last ][ Add " Edit " Delete " Search " Print ][ Exit ]

The footer of the mo dule will display the Employee No , Name and Tip Scheme Code according

to the maintenance i

n

t hAppleStatnd dnglicatestte pastieutastip n n e |

scheme is to be applied before or after employment confirmation of the employee. Date Join will be

the first record as effective date to start the tip calculation.

Date Confirm will be the starting date

indicator when to begin the tip calculation if the tip scheme is to be applied After Confirmation.

As shown in the sample screen, if a tip scheme is to be applied Before Confirmation, the first tip
point/amount shall be taking effect immediately from the date the employee joined the company

(same as Date Join).

On the other hand, if a tip scheme is to be applied After Confirmation, the first t ip point/amount will

only be effective on the empate§osfish.s confir med

** Employee Tip Maintenance E|
Employee Mo, E005

Marme ANDY LOO CHIN 3IM

Tip Scheme Code TCOZ FOR. NON-MANAGEMENT LEVEL

Apply Status After Confirmation Date Join 01/07/2001 | Date Confirm | 01/10/2001
Effective Date 01/07/2001 Mo, of Point / Amount 0.00000

Remark

Effective Date Mo, of Pointfamount Remark ~
0l/l0/2001 S.00000

0l/07/2002 10.00000

0l/07/2003 L15.00000

01/07/2004 2Z0.00000

01/07/2005 25.00000

0l/10/2084 0.00000

v

[ First " Previous " ext “ Last ][ Add “ Edit " Delete " Search " Print ][ Exit ]

For instance, based on the sample screen shown above, this employee is having a tip scheme which
will be applied After Confirmation. He joined the company on 01/07/2001 and was confirmed 3
months later, which is on 01/10/2001. Therefore, his Date Joinis the first effective date to begin the
tip calculation. But, he is still not entitled for the tip benefit until he obtained his employment
confirmation. Thus, he will only be entitled for the tip benefit with effective from  Date Confirm

onwards.
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In this Employee Tip Maintenance  menu, all records for Effective Date and No. of
PointzAmount  will be listed according to the tip scheme code assigned (at HR Departm ent A

Employee A Personnel File
Employee A Personnel File

- -> Benefit ) or job title appointed (at HR Department A
-->Job) during the employeeds

Note:

2. | f user

but does

1. Prior to this maintenance, users MUST setup properly the
essential and necessary tip details in HR Department 4 Tip
A Tip Scheme. Refer to chapter 1.6.1

i nput s t heJob papgd) mtydees 6 g
not specify the tip scheme code in Benefit page, the system
will still capture the related tip scheme based on the

empl oy e e 0 s ovjdeduserthadtdbne setupim HR
Department A Tip A Default Tip Scheme.

3. If user defined the relevant tip scheme code in Benefit page

process the tip calculation accordingly based on the tip
scheme code selected.

4. If both pages were inputted but there exists conflict of
information, e.g. user selecting a job title with scheme different
from the assigned tip scheme in Benefit page, the system will
follow tip scheme setting in the Benefit page.

In other words, Tip Scheme Code in Benefit page selected
will be privileged and on first priority.

not specify the empl

/4

Page 21 of 223

personnel

Nevertheless, if user does not setup any specify tip scheme and assign it to the employees, user can
still create/maintain the tip structure individually. For instance, when a company introduces a special
tip only for a specify group of employees for a specified period of time.

In the following example, thi s company does not practising any tip benefit. Therefore, they do not
setup a tip scheme. Observe that the 7jp Scheme Code is blank. But, the company may want to
implement a tip scheme for certain group of employees only on a period of time.

To add tip _details

1. At the relevant

** Employee Tip Maintenance g]

Employee Mo,
Mame

Tip Scheme Code
Apply Status

Effective Date

Remark

Effective Date Mo, of Pointfamount Remark ~

E00s
ROBERT LIM HUI MUN

Diate Join 01/08/1994 | Date Confirm | 01/11/1934

01/01/2003 Ma. of Paint { Amounk 0.00000

0l/lz/2002

§.50000|SPECTAL INCENTIVE FOR DEC 2002

v

Save Cancel
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2. Enter the Effective Date when the tip scheme shall begin. Then, input the Ao. of
Point/Amount . Indicate the Remark (not more than 50 characters) for reason to imp lement
this special tip.

3. Cl i®akeofi button to update the record.

4. |If the tip is only for a specified period of time or temporary basis, it is advisable to insert another
ending record to terminate the tip calculation. For example, in the sample screen shown, the
special tip is only for the month of December 2002, therefore, user should insert another record
to terminate the tip calculation from 01/01/2003 onwards. Repeat step 1 to 3 to perform insert
action.

5. Cl i Exkdo Abutt on to quit this modul e.

To modify tip details

Use Edit mode to change or modify contents of the tip when the changes only affecting a particular
employee, without major reshuffle to the existing tip scheme. For instance, when an employee is
granted an additional increment in tip benefit other than the existing tip scheme he/she is entitled for.

1. At the respective employeeds record, |l ocate and p
from the tHEibd ebutCtldmnc.k

2. Specify the Effective Date and No. of Point/Amount . Enter the Remark to indicate the
reason for this tip benefit. In the sample screen shown, the existing effective tip point/amount
from 07/04/2004 is 25.00000, now, it will be changed to 27.00000

3. Cl i Sakedi button to update the record.

** Employee Tip Maintenance g]
Employee Mo, E004
Marme TAN MING LING
Tip Scheme Code TCOZ FOR NON-MANAGEMENT LEVEL
Apply Status After Confirmation Date Join 07/04/2000 | Date Confirm | 01707 /2000
Effective Date 07/04/2004 Mo, of Paint § Amount 27.00000
Rermark ADDITIONAL 2% FOR EEST STAFF
Effective Date Mo, of Point/amount Remark -~
07/04/2000 S.00000
07/04/2001 10.00000
07/04/2002 15.00000
07/04/2003 Z0.00000
Li
07/07/2083 0.00000
v

4. |If the tip bene fit is to be applied for certain period of time, remember to insert another tip record
to terminate the tip calculation. Assuming this tip scheme is only applicable for 1 month period,
add another record effective from 07/05/2004 with 25.00000 point. So th at the staff will revert
back to the old scheme from 07/05/2004 onwards.

5. CI i E i bftton to quit this module.

To print tip listing

CliRriktofi button to access to prhAamployeeoTiplistimgn t o | i st/ pri

COPYRIGHT © UBS CORPORATION SDN BHD



UBS

User Business Systen Human Resource Management User Manual Page 23 of 223
Summary report will list out the current effective tip point/amount. Detailed report will display all tip
point/amount from the first until the latest effective date in the employee history.

1.1.4 Experience

Menu Location: HR Department A Employee A Experience
Description: Thisopt i on enabl es user to record the empl oye

** Employee Experience Maintenance K|
Employee Mo, E00L
Mame AGNES TAN YING YING

Experience Details

WORKED A5 GENERAL CLERK, SHIPPING CLERE, AND ACCOUNTS CLERK. VERY WELL 4
UNDERSTANDING IN COMPANY OVERALL FLOW. HAVE EXPERIENCE IN PROVIDING TRAINING TO
HIGHER MANAGEMENT LEVEL.

W

Cow Jomsoe o o ] o (oo J e J ot [ ) [0 ]

1. Search and select the particul ar empbeaghede t hat
button or navigation buttons.

2. Cl i Addd Abutton to key in the eenpde.y S@&Iédsc puafstto nvo |
to store the record.

3. Sel edito mutton i f you want t Bavaon sheurttt omo rt eo diegptdaait
details entered.

Note:

Whenever user has created a new employee, the record will
appear in this module. User then has to select the respective
employee and maintain his/her working experience.

Initi ahAddy, mude ftio i nsert new i
If there are more details to be updated for subsequent times,

user hasEditoo mosde . f

fDeleted6 option wil/l remove and c
working experiencebut t he empl oyeeds n
menu.

fPrintd opti on wi Eniployee Working Experiencé h €

Report.

1.1.5 Club & Society

Menu Location: HR Department A Employee A Club & Society

Description: This option enables user to store information of the club and society participated
or taking part by the employees. It will have details of the club/society joined, duration of
membership and position held in the club/society.
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** Employee Society Maintenance

Emploves Mo, E0DZ

Tarme WILLIAM 00I SIM HUI

Society Mame PENANG SO0CCEE TEAM

Drake Join 07/04/2000 Date Left /
Position Held CAPTAIN

Remark

ocietyClubf Team Mame Date Join Date Left Position Held

Human Resource Management User Manual

Page 24 of 223

X

Remark ”~

SELANGOR. SPORTS CLUE - TAR|02/02/19%2 |09/03/2000 [SENIOR PLAYER DEPARTURE F|
M

v

l First " Previous " Next " Last H add " Edit " Delete " Search " rint H Exit ]

1. Selecttherespectve e mpl oy ee ISgarcipdr ebsusti thagn fior

2. Cl i A0 Abutton to insert new

Date Join , Date Left and Position Held .

3. Cl i ®akeoin button to update

t

he

navigation

recor dsocieigName r t he

det ai

S .

4, Sel eAddo fhount tagain to add moExtor bobtda.tO@rguctit

Note:
AddoO option is to inseikEditoaopeée
is to update or modify the record, eg. when an employee has
left the club/society he/she joined. Search for the particular
employee and select the respective record to be amended,

cl iEdikdo fbutton to perfoSamdotbet
to store the amendment.

fDeleted0 opti on is t o r emovub/teanm y
membership for the particular employee.

fPrintdo opti on wi Enployge Society out t

Participating Report.

1.1.6 Reward & Disciplinary

Menu Location: HR Department A Employee A Reward & Disciplinary
Description: This option enables user to record and track reward granted to and disciplinary

action enforced on any particular employee.

Example of Reward
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** Employee Reward/Disciplinary Maintenance

Employee Mo, E0OL

Marme AGNES TAN YING YING

Type Reward Initiate Date 05/01/2004

Initiator's Employee Mo, E00D6

Initiator's Marme ROBERT LIM HUI MUN

Details

GOOD ATTENDANCE. NO SICE LEAVE, ABSENT, OFR LATE FOR THE WHOLE YEAR OF 200Z. ~
v

Action Taken EM 100 CASH GIVEN EY COMPANY A5 REWARDING.

Action Taken Date 31/03/2004

| Add H Edit " Delete " Search " Print ] l Exit ‘
1. Cl| i Qerch® button to | ocate a particular employee

2. At the respecti vddoe hplt o pamet oclcrelat® a new act.i
information: -

Type . Reward or Disciplinary
Initiate Date . Date when case proposed or reported.

I nitiatords
Employee No. : The person who proposing or reporting the case.

Detalls : Remark or notes pertaining to the respective case.

Action Taken : Click on the arrow dow n button at the end of the field to select the
relevant action.

If Type sel ectRemardi ,s dctions available for
maintenance in HR Department A Miscellaneous Files (2) A

Reward Action

If Type sel ect ed i s f @nsavailable foi selectioy aieas a ct i
per maintenance in HR Department A Miscellaneous Files (2) A
Disciplinary Action.

3. Enter the Action Taken Date (dd/mmlyyyy) if the recommended / proposed action has
been or to be materialized.

4. Cl i Sakeofi but t aate the oecomdp

Note:
fSearchd button is to search and | ocate o

fFirstd ,Previousd Nexid a badtobfittons are to navigate all related available
records (Reward or Disciplinary) for individual employee, eg. when the same
employee has more than one action record in history.

To change view to anotheSBearehplbayeéee®n.us

fEditd  mwi$ tb modify or update the relevant record for the particular employee,
ea. enter date of action taken.
[~
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- continue -

fDelete0 button is to remove one at a ti me
empl oyeeds history. Tdinsinthemehudyttheatt®n recardn g
will be deleted.

fPrinto opti on wi Enployee Reward /Dsaiglinaty Report.

Example of Disciplinary

** Employee Reward/Disciplinary Maintenance

Employee Mo, E005

Marme ANDY LOO CHIN 3IM

Type Disciplinar Initiate Date 07/04/2003
Initiator's Employes Mo, E0DG

Initiator's Mame ROBERT LIM HUI MUN

Details

COMPLAINED EY THE MOST IMPORTANT CUSTOMER, SHOWED TEMPER TO THE CUSTOMER. VEREAL
WARNING HAS BEEN GIVEN. IN ADDITION, COUNSELLING HAS BEEN CONDUCTED EY HR
MANAGEE.

Action Taken VEREAL WARNING

Action Taken Date 14/04/2003

add il Edt " Delste " Search " Print ] [ Exit ]

Note:
If Action Taken Date is a future date, you may setup reminder at B
Housekeeping C Setup C Enquiry Setting and make inquiry at Enquiry C

Reward or Enauiry € Disciplinary.

1.1.7 Accident
Menu Location: HR Department A Employee A Accident

Description: This option enables user recording cases of accident details incurred and
corrective or preventive action taken during employment.
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