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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. resumes 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 

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 company name will be given, click ñEditò button to update you company 

name or click ñAddò button to insert another new company. Different company should 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:- 
 
1. Install HRMS into hard disk 

2. Administrator login 
3. Housekeeping -> Setup -> General Setup --> Sharing ---> Smart Lock 

4. Housekeeping -> Impor t and Export (for existing HRMS or Payroll user) 
5. Housekeeping -> Setup -> General Setup 

6. HR Department -> Miscellaneous Files 

7. HR Department -> Miscellaneous Files (2) 
8. Housekeeping -> Setup -> Default Setting  

9. 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 companyôs policy) 

 
 

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



                     Human Resource Management User Manual                  Page 4 of 223 

COPYRIGHT © UBS CORPORATION SDN BHD  

 

  

 

 

Human Resource Management   

User Manual  
 

(HR Department )  

 
 

 

 
 

 
 

 

 
 

 

 
 

 
 

 
 

 

 



                     Human Resource Management User Manual                  Page 5 of 223 

COPYRIGHT © UBS CORPORATION SDN BHD  

 
 

 
 

 

CONTENTS 
 

 

Chapter 1  HR Department  
 

1.1  Employee  
1.2  Training  

1.3  Loan  

1.4  Manpower  
1.5  Budget  

1.6  Tip  
1.7  Miscellaneous Files  

1.8  Miscellaneous Files (2)  

1.9  Standard Documents  
 

 
 

 
 



                     Human Resource Management User Manual                  Page 6 of 223 

COPYRIGHT © UBS CORPORATION SDN BHD  

Chapter 1  HR DEPARTMENT 

 

Overview:  
 

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 insta llments for the employees. And, it assists users to project, 

compare and evaluate manpower utilization and budget plan. Besides, the module provides an easy 

solution by providing common sample documents for companyôs human resources official letters.  
 

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 Ą Employee Ą Personnel File  

Description: This maintenance module contains 8 option pages to facilitate users processing 
the employeesô personal details and other information including statutory, job, family, 

education background, employment history, benefit and training.  

 
User actions that can be performed include adding, searching, editing, deleting and printing of 

employeesô records.  
 

 
i  Create/Add new employee data  

 

1. Click ñAddò button and enter the relevant information. 
 

(i)  Persona l 
 

 
 

Employee No.  : Assign each employee with an identification code (maximum 6 
characters). 

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

the record.  
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Name  : Enter the employeeôs full name (maximum 45 characters) 

 

Initial  : Indicate each employee with an unique initial letter not exceeding 3 
alphabets.  

 
Badge No.  : Enter the employeeôs badge number, if applicable. 

 

Address  : The employeeôs current contact address. 
 

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 Ą 

Miscellaneous Files Ą State )  

 
Nationality  : Select the appropriate nationality or citizenship of the employee.  

 
Phone No.  : Telephone numbers of the employee. 

  Alternatively, user may key in the employeeôs hand phone number in 
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).  
 

New I/C N o.  : Employeeôs new identity card number. 

 
Old I/C No.  : Employeeôs old identity card number. 

 
I/C Colour  : Specify colour of the old identity card if applicable. (One alphabet only)  

 

Sex  : Female or Male 
 

Race  : Chinese, Indian, Malay or Others 
 

Bumiputra  : Yes or No 
 

Religion  : Buddhism, Christianity, Hindu, Islam or Others 

  
Permanent  
 
This section can be used to store the employeeôs permanent Address  and Phone No.  

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 on the ñPut Photo ò button to load the particular employeeôs photograph from the 

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  

 

 
 

Account No.  
 

This section is used to store the employeeôs EPF, Income  Tax , SOCSO, Tabung  Haji  
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 section is to store the employeeôs Work Permit No.  (20 
characters) as well as Valid Date  and Expire Date  (both in dd/mm/yyyy format).  

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

Passport  
 

For foreign workers, this section is to store the employeeôs Passport No.  (12 characters) 

and Expire  Date  (dd/mm/yyyy format).  
 

To check for expired passports, go to Enquiry Ą 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 Ą 

Miscellaneous Files Ą Transport ) 

 

Remark  : Any additional note in explaining more matters related to the employee.  
 

Highest Education  
Qualification  : Select the employeeôs highest academic achievement/qualification, 

such as PhD, Master, Degree, Higher Diploma, Diploma, Certificate, 

Secondary or Others. 
 

5. After that, proceed to next page Job .  
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(iii)  Job  

 

 
 

Job Title  : Select the employeeôs job title. 
  (New type of job title can be created in HR Department Ą 

Miscellaneous Files Ą Job Fu nction )  

 

Job Status  : Select the employeeôs job status. 
  (New type of job status can be created in HR Department Ą 

Miscellaneous Files Ą Job Status )  

 

Branch  : Specify the location branch where the employee is from.  

  (New branches other than the existi ng records can be created in HR 
Department Ą Miscellaneous Files Ą Branch )  

 

Department  : Specify the operational department where the employee is designated.  
  (New department other than the existing records can be created in HR 

Department Ą Miscellaneou s Files Ą Department )  

 
Line No.  : Specify the destination line number where the employee is working in.  
  (New line number can be maintained in HR Department Ą 

Miscellaneous Files Ą Line No.  Please refer to chapter 1.6.7 for 

further details.)  

 
Category  : Specify the category or group where the employee is working in.  
  (New category can be maintained in HR Department Ą 

Miscellaneous Files Ą Category . Please refer to chapter 1.7.8 for 

further details.)  
 

Date Join  : The system current date. User may change to the appropriate date 
when the employee joined the organization (dd/mm/yyyy).  

 

Date Confirm  : Initially, leave this field blank.  
  Update the date (dd/mm/yyyy) when the employee has obtained 

his/her confirmation to the job.  
 

Date Promote  : Initially, leave this field blank.  
  Update it manually when the employee was granted job promotion.  
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Termination of Service  

 

This section is used for recording of the particular employeeôs termination details in the 
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 .  

 

(ii)  User must specify the Reason  of termination such as Resignation, Retirement, 
Retrenchment, Dismissal or 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  to ñNon-Activeò so that 
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 system. To remove the entire employeeôs database from the system, 

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  : Indicate the employeeôs specific job function, duties and responsibilities.  

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. User may check for the employeesô Date Confirm 

in module Enquiry Ą Confirmation.  
 

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

 

All employees will apply this general setup unless 
the particular job titleôs confirmation month is 
specifically reassigned in Housekeeping Ą Setup 
Ą Default Setting Ą 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. 
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6. Then, proceed to next page Family .  

 
 

 

(iv)   Family  
 

 
 

Marital Status  : Single, Married, Divorced, Widow, Widower, Others 

 
Spouse Name  : Enter the employeeôs spouse name. 

   
Spouse I/C No.  : Enter the spouseôs identity card number.  
 

Tax Deduction  
For Spouse  : Select ñYesò if the employee chooses to include tax deduction in the 

payroll.  
Total No. of  
Children Below  
18 Years Old  : Enter number of children age below 18 years old.  
 

7. Next, click on the ñLinkò button to continue to the Employee Family Maintenance  sub-
menu.  

 

8. Select ñAddò button to insert the childrenôs details including the Childôs Name, I/C No ., 
Sex  and Date of Birth .  

Note: 
1. Once user has inputted Date Terminate, reminder can be 

viewed in Enquiry Ą Termination. 
 
2. When it reaches the particular Date Terminate, user must 

change Pay Status to ñNon-Activeò. 
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9. Click ñSaveò button to store the record. 

 
10. Select ñAddò button again if you want to insert more childrenôs record. Select ñEditò button 

if you want to modify the existing record or ñDelete ò button if you want to remove 

unwanted childôs record. Choose ñPrint ò button if you want to print out the Employees 
Children Listing. Otherwise, select ñExitò button to quit this sub-menu.  

 
11. Then, proceed to next page Education Background . 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
(v)  Education Background  

 

 
 

12. Click on ñLinkò button and the system will prompt with another sub-menu.  

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 Ą Import 
and Export (refer to chapter 6.7) 
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13. In the Employee Education Background Maint enance sub-menu, click ñAddò button to 
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 courseôs commencement date. (dd/mm/yyyy) 
 
Date  Complete  : The courseôs completion date. (dd/mm/yyyy) 

 
Grade Obtained  : Result or performance achieved.  

 
14. At the end of the input, click ñSaveò button to store the record.  

 

15. Select ñAddò button again if you want to input another new education record. Select ñEditò 
button to modify a particular existing record. Select ñDelete ò to remove any particular 

unwanted record. Select ñPrint ò button if you want to print out the Employee Education 
Background Report. Otherwise, click on the ñExitò button to quit this sub-menu. 

 
16. Then, proceed to next page Employment History .  

 

 
(vi)  Employment History  
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17. Click on ñLinkò button and the system will prompt with another sub-menu.  

 

 
 

18. In the Employee Employment History sub-menu, click ñAddò button to input a record. 

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/mm/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 the input, click ñSaveò button to store the record.  

 

20. Select ñAddò button again if you want to input another new employment record. Select 
ñEditò button to modify a particular existing record. Select ñDelete ò to remove any 

particular unwanted record. Select ñPrint ò button if you want to print out the Employee 
Employment History Report. Otherwise, click on the ñExitò button to quit this sub-menu. 

 
21. Then, proceed to next page Benefit . 

 

(vii)  Benefit  
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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 on the 
arrow down button of Leave Code  to view the content of each leave type. (Details of the 
leave can be modified in HR Department Ą Miscellaneous Files Ą Leave Scheme . 

Please refer to chapter 1.7.15 for more explanation.)  
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

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

 
24. Thirdly, select the appropriate Tip Scheme Code  if the respective employee is entitled for 

such benefit. (Details of the tip scheme can be setup in HR Department Ą Tip Ą Tip 
Scheme . Please refer to chapter 1.6.1 for more explanation.)  

 
25.  Finally, user must always remember to click ñSaveò button to confirm all inputs and update 

the information.  
 
 

(viii)  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 Complete and then Date Retraining.  

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

 

 
 

Note: 
1. During maintenance in ñAddò mode, Total Brought 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 
completed input by pressing ñSaveò button.  

 
2. Total Annual Leave Entitled is calculated based on date join of the 

employee, cut-off period for leave entitlement (in Housekeeping Ą 
Setup Ą 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 days in ñEditò mode. 
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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  

 

 
 

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. Select ñSearchò button and the following dialog box will prompt you to search by Employee 
No or Name. 

 

 
 

2. Specify searching criteria and click ñSearch Now ò to display all possible results. 

 
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 

 highlight and click ñOKò to choose the record to be displayed. 
 

 
iii  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 Ą Training Ą Training Program . 

 
1. Using the searching method described earlier to find and locate the record to be modified.  
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2. Select ñEditò button. 

 

3. Update latest information into the employeeôs record. 
 

4. Click ñSaveò to save the information, or ñCancelò to disapprove any modification done. 
 

 

iv  Delete an existing employee data  
 

Before proceed to delete any employee, make sure the particular employee has been classified 
as ñNon -Active ò in 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 Ą Administrative Tools Ą User 
Manager , and delete also the assigned department approval authorization at Housekeeping Ą 
Administrative Tools Ą 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. Select ñDelete ò button. 

 
3. Click ñYesò to delete the particular employeeôs record, otherwise click ñNoò to cancel deletion. 

 

 
 

v Print employee personal details  
 

1. Click on the ñPrint ò button and the system will prompt with a sub-menu. 

 
2. Specify the data extraction criteria and click ñOKò button to proceed to the print option.  

 
 

 
 

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

Description: This option is to facilitate user recording and keeping track of the employeesô 
salary history.  

 

 
 

1. Select the employee that you want to update by pressing ñSearchò button or navigation 

buttons. 

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

 
3. Click on the ñAddò button to update the latest salary information.  
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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. Click ñSaveò button to store the record.  

 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

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 Ą Tip Ą Tip Scheme . Please refer to chapter 

1.6.1 
 

or,  

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

 
2. Assign particular tip scheme to respective employees in HR Department Ą Employee Ą 

Personnel File . Please refer to chapter 1.1.1 maintenance for Job  and Benefit  page. 

 
3. Maintain/modify individual employeeôs tip figure in HR Department Ą Employee Ą Tip . 

This will be discussed in this chapter.  

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

1.6.3 

 
5. View summary reports in Report Ą Tip Ą Employee Tip Amount Report  and Report 
Ą Tip Ą 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 Ą Setup Ą General Setup -  
-> Tip  & Tip (2)  pages. 

 

 
Menu Location: HR Department Ą Employee Ą Tip  

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 Ą Setup Ą Default Setting Ą Salary.  

 
If the particular employee gains promotion or demotion and it 
involve salary adjustment, user must manually maintain the 
newly effective salary details. 
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Description: This option facilitates users to maintain or modify the respective employeesô tip 

figure.  

 

 
 

The footer of the mo dule will display the Employee No , Name  and Tip Scheme Code  according 
to the maintenance in the employeeôs personnel file. Apply Status  indicates the particular tip 

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 employeeôs confirmed date (same as Date Confirm).  

 

 
 

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 Join is 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 
Point/Amount  will be listed according to the tip scheme code assigned (at HR Departm ent Ą 
Employee Ą Personnel File -  -> Benefit ) or job title appointed (at HR Department Ą 
Employee Ą Personnel File -  -> Job ) during the employeeôs personnel file maintenance.  

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

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 Tip 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 employeeôs record, click ñAddò button to insert the tip detail.  

 

 
 

Note: 
1. Prior to this maintenance, users MUST setup properly the 

essential and necessary tip details in HR Department Ą Tip 
Ą Tip Scheme. Refer to chapter 1.6.1 

 
2. If user inputs the employeeôs job title (in Job page) but does 

not specify the tip scheme code in Benefit page, the system 

will still capture the related tip scheme based on the 
employeeôs job title, provided user had done setup in HR 
Department Ą Tip Ą Default Tip Scheme.  

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

but does not specify the employeeôs job title, the system will 
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.  
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2. Enter the Effective Date  when the tip scheme shall begin. Then, input the No. of 
Point/Amount . Indicate the Remark  (not more than 50 characters) for reason to imp lement 

this special tip.  
 

3. Click ñSaveò 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. Click ñExitò button to quit this module. 
 

 
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 employeeôs record, locate and point to the affected tip record to be modified 
from the table. Click ñEditò button. 

 

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. Click ñSaveò button to update the record. 
 

 
 

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. Click ñExitô button to quit this module.  
 

 

To print tip listing  
 

Click ñPrint ò button to access to print option to list/print out the Employee Tip Listing.  
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Summary report will li st 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 Ą Employee Ą Experience  
Description: This option enables user to record the employeeôs past working experience.  

 

 
 
1. Search and select the particular employee that you want to update, by pressing ñSearchò 

button or navigation buttons.  
 

2. Click ñAddò button to key in the employeeôs past working experience. Click ñSaveò button 

to store the record.  
 

3. Select ñEditò button if you want to insert more details. Click ñSaveò button to update 
details entered.  

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

1.1.5  Club & Society  
 

Menu Location: HR Department Ą Employee Ą 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.  

 

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.  
 
Initially, use ñAddò mode to insert new information.  

If there are more details to be updated for subsequent times, 
user has to use ñEditò mode.  

 
ñDeleteò option will remove and clear details of the employeeôs 

working experience but the employeeôs name remains in the 
menu.  
 
ñPrintò option will print out the Employee Working Experience 
Report. 
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1. Select the respective employee by pressing ñSearchò button or navigation buttons. 

 
2. Click ñAddò button to insert new record. Enter the relevant information in Society Name , 

Date Join , Date Left and Position Held .  
 

3. Click ñSaveò button to update the details.  

 
4. Select ñAddò button again to add more records. Or, click ñExitò button to quit this module. 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

1.1.6  Reward & Disciplinary  
 

Menu Location: HR Department Ą Employee Ą 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  

Note: 
ñAddò option is to insert a new record, whereas ñEditò option 

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, 
click ñEditò button to perform the update. Click ñSaveò button 

to store the amendment.  
 
ñDeleteò option is to remove any irrelevant society/club/team 

membership for the particular employee.  
 
ñPrintò option will print out the Employee Society 
Participating Report. 
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1. Click ñSearchò button to locate a particular employee.  

 
2. At the respective employee, click ñAddò button to create a new action. Enter the relevant 

information: - 
 

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

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

 
Details  : 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  selected is ñRewardò, actions available for selection are as per 
maintenance in HR Department Ą Miscellaneous Files (2) Ą 
Reward Action .  

 

  If Type  selected is ñDisciplinaryò, actions available for selection are as 
per maintenance in HR Department Ą Miscellaneous Files (2) Ą 
Disciplinary Action.  

 
3. Enter the Action Taken Date  (dd/mm/yyyy) if the recommended / proposed action has 

been or to be materialized.  

 
4. Click ñSaveò button to update the record.  

 
 

 

 
 

 
 

 

 
 

 
 

 

Note:  
ñSearchò button is to search and locate one particular employee from the database.  

 
 ñFirstò, ñPreviousò, ñNextò and ñLastò buttons 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 another employee, user must use ñSearchò button.  

 
ñEditò button is to modify or update the relevant record for the particular employee, 

eg. enter date of action taken. 
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 Example of Disciplinary  

 

 
 

 
 

 

 
 

 
1.1.7  Accident  

 
Menu Location: HR Department Ą Employee Ą Accident  
Description: This option enables user recording cases of accident details incurred and 
corrective or preventive act ion taken during employment.  

 

 

- continue - 
 
ñDeleteò button is to remove one at a time any particular action record from the 

employeeôs history. The employeeôs name remains in the menu but the action record 
will be deleted.  
 
ñPrintò option will print out the Employee Reward /Disciplinary Report. 

 

Note: 
If Action Taken Date is a future date, you may setup reminder at 
Housekeeping Č Setup Č Enquiry Setting and make inquiry at Enquiry Č 
Reward or Enquiry Č Disciplinary. 


