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Home - Welcome Message

1. Welcome Message
@ The default page of Home' Module is the Welcome Message? page as shown in Figure HOME-1.0. This page can be viewed by clicking
"Home" link from Home main menu® or by clicking the "Welcome Message" link of the Home dropdown menu.
@ The sidebar panel displays the Basic User Information® with picture, name and position of currently logged user.
@ Clicking the My DTR Log Link* from the sidebar redirects the screen to the DTR Module page.
@ Reminder Section is added to provide a notification regarding pending leaves and overtime.
NOTE : By default, the displayed associate profile (Basic Information - Picture, Name and Position) will always be the currently logged user.

RAR - A& Gatekeeper -

| HOME ~  Onine201 ~ | DTR ~  RAR - Gatekeeper ~

Welcome Message Meves and Features Anncuncements Control Panel

°Home > Welcome Message
WELCOME MESSAGE 05

Welcome Note

WWelcome to MyHR Buddy!

Ma Fatrics . Mankaa

REMINDER

TSPI Policy

Leaves:

You have 3 pending filed Leaves.

Thers are 26 Panding Lesves swating 1or your Pre-spproyal
There are & Pre-Approved Leaves awsiting for your Approwal
Thers Is D Approved Leaves awalting for your Verificstion

Overtime
There are 10 Pending Overtime awaiting for your Pre-Approval
Thers are 3 Pre-approved Overtims swating for your Sppraval
There are 2 Approwed Overtime awating for your Werification

Figure HOME-1.0 Home Welcome Message
Home - News and Features

2. News and Features
@ As shown in Figure HOME-2.0 News and Features, this page can be viewed by clicking the "News and Features" link from the Home' dropdown menu®.
@ Users can go directly to the Welcome Message page by clicking Home' link.
@ Users can reload this page by clicking " News and Features"? link.
@ This page displays the contents of the News and Features® posted by users of the system.
@ The sidebar pane of the page displays the Basic User Information® of the currently logged user.
@ Clicking the My DTR Log Link* from the sidebar pane redirects the screen to the DTR Module page.
@ This pages can be viewed by clicking the News and Features? from Home' Dropdown menu. The screen can also be reloaded or refreshed
by clicking News and Features? link on the same page.
@ User may opt to view Welcome Message page by clicking Home' link in the Menu Hierarchy link.
@ The sidebar pane displays the Basic User Information® of the currently logged user.
1. Name
2. Current Position
3. Current user picture
@ Clicking the My DTR Log * link from the sidebar redirects the screen to the DTR Logs Module page

NOTE : By default, the displayed associate profile (Basic Information - Picture, Name and Position) will always be the currently logged user.

HOME ~ Oniine201 ~ | DIR ~ RAR - Gatekeeper —

age Hews and Features Announce

0 Home > News and Features@

i

[ Posted By Date Posted Title
I

! NO DATA

TS5PI Policy
Projsys

Figure HOME-2.0 News and Features
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Home - Announcements

3. Announcements
@ As shown in "Figure Home-3.0 Announcements", this page can be viewed by clicking the Announcements? link from the Home" dropdown menu®.
@ Users can go directly to the Welcome Message page by clicking Home' link.
@ Users can reload the content of this page by clicking Announcements? link.
@ This page displays the contents of the Announcements® posted by users of this system.
@ Clicking the My DTR Logs* link from the sidebar redirects the screen to the DTR Module page.
@ Under Announcements” table, users can view details of the announcements by clicking the links or entry on columns under "Posted By", "Date Posted" and "Title".
@ The sidebar pane of the screen also displays the Basic User Information®
1. Name
2. Current Position
3. Current user picture

NOTE : By default, the displayed associate profile (Basic Information - Picture, Name and Position) will always be the currently logged user.

HOME ~ Onfine201 ~ | DTR ~ RAR ~ | Gatekeeper -

Welcome lessage News and Features Announcements

0 Home > Announcements @
ANNOUNCEMENTS 05

;
:
! Posted By Date Posted Titie
:
:

HO DATA

MaPatricia K. Manioea

Ry DTR Logs

Figure HOME-3.0 Announcements
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Home - Control Panel

4. Control Panel
@ Control panel page is used to manage and maintain the labels and records for the Home module.

4.1 Bulletin Maintenance
@ The Bulletin Maintenance page will be displayed upon clicking the Bulletin Maintenance’ link located on sidebar menu.
@ This page has a Bulletin Type® combo box field with the following option values: News, Announcements and Welcome Message. The default page
for the Bulletin Maintenance is the Announcement Window as shown in Figure HOME-4.1.1 Bulletin Maintenance -Announcement.
If the selected bulletin type is News, the News page will be displayed. (See Figure HOME-4.1.2 Bulletin Maintenance - News ) while selecting the
Welcome Message bulletin type will display Welcome Message page as shown in  Figure HOME-4.1.3 Bulletin Maintenance - Welcome Message
@ Screen also provides Target Type® with checkbox options, announcement will be displayed according to the selected target type.

Bulletin Maintenance

Label Maintenance

New Add News / Announcement

Bulletin Type [arrmouNCEMENTS

i

I standard User

I otficers

I Manager

I HR Personnel

I System Administrator

™ HR Superuser

I Expats Group with Mo Email Motification
I DTR Monitoring

I 38U Special Role for RAR
I EXPAT DTR

I FinancE

I AP ANESE EXPATS

I Drivers & Messengers

Target Type

Title [

Date [Fi-marznit

Body

Note: Only 1000 characters will be accepted on the Body field.

Post

Clear

List of News / Announcements

Posted By

Romeo M Calzado Jr

Sheree Marie J Baldoving

Dester R Tausa

21-Mar-2011

a-Mar-2011
27-Jan-2011

Bulletin Title

ANDROID IDEA GENERATI
ANDROID Application Ides
WL and SL credit balance

Edit
Ecit
Ecit
Eeit

Figure HOME-4.1 Bulletin Maintenance

4.1.1 Announcements

Announcement Bulletin as shown in Figure HOME-4.1.1 Bulletin Maintenance -Announcement displays the List of Announcements’ posted which enables

the user to add, update or delete records.

@ The news has a Target Type' check box field in order to select which type of user can view the posted announcement.
@ Bulletin Title? input box is required in order to add or update an announcement record.

@ If the Bulletin Title?is empty, an error message will be displayed.

@ Bulletin Date® control field accepts input for the posted date of the announcement.

@ Bulletin Body” accepts input for the details of the announcement.

@ If the Bulletin Body* is empty, an error message will be displayed.

@ Clicking the Post® button saves a new record and will be added on the List of News / Announcements’ listing.

@ Upon clicking the Clear® button, a dialog box will be displayed to confirm clearing the Bulletin Title® input box, Bulletin Body® and the Bulletin Date’

@ The List of News / Announcement’ contains the Edit® and Delete® links found on each record. This enables the user to
update or delete a specific posted bulletin.

@ In order to delete an announcement record, the user must click the Delete” link of a corresponding record. Upon clicking the Delete® link,
a dialog box with the message:"Are you sure you want to delete this? " will be displayed to confirm the deletion.
If the user wants to proceed with the deletion of the record, the record will be deleted. Otherwise, the deletion process will be cancelled.

Bulletin Maintenance
Label Maintenance

Delete
Delete
Delete
Delete

New Add News / Announcement

Bulletin Type [amnnouNCEMENTS

=

™ Standard User

I Officers

I Manager

™ HR Personnel

I System administrator

I HR Superuser

™ Expats Group with No Emeil Natification
I OTR Maritoring

I 38U Special Role for RAR

I~ ExPAT BTR
T FnancE
I JAPANESE EXPATS

Target Type

I Drivers & Messengers

Title [

Date

Body

Note: Only 1000 characters will be accepted on the Body field.

List of News / Announcements

Posted By By

Date Edit

Romea N Calzaco Jr. 21-Mar-2011 ANDROID IDEA GENERATI.. Edit

Edlit
Edit

Sheres Marie ) Baldoving B-Mar-2011 AMNDROID Application ldes. .

Dexter R Tausa 27-Jan-2011 WL and SL credit balance

Delete
Delete
Delete
Delete

Figure HOME-4.1.1 Bulletin Maintenance
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4.1.2 News
News Bulletin page as shown in Figure HOME-4.1.2 Bulletin Maintenance - News displays the List of News’ posted which enabes the user to add, update or
delete records.
@ The news has a Target Type' combo box field in order to select which type of user can view the posted news.
@ Bulletin Title? input box is required in order to add or update a news record.
@ If the Bulletin Title?is empty, an error message will be displayed.
@ Bulletin Date® control field accepts input for the Date of the News.
@ Bulletin Body* accepts input for the news details.
@ If the Bulletin Body* is empty, an error message will be displayed.
@ Clicking the Post® button will add the news bulletin on the List of News .
@ Upon clicking the Clear® button, a dialog box will be displayed to confirm clearing the Bulletin Title® input box, Bulletin Body® and the Bulletin Date’
@ The user can update News information by clicking the Edit? link.
@ The List of News’ is also displayed, which has the Edit® and Delete® link at the end of each row. This enables the user to update or delete a specific posted bulletin.
@ In order to delete a news record, the user must click the Delete® link. Upon clicking the Delete® link, a dialog box will be displayed to confirm the deletion.

Label Maintenance

New Add News / Announcement

Bulletin Type [NEWS AND FEATURES =

|
I Standard User

I ofticers

I Manager

I HR Persannel
I System Administrator

\
i

i

|

™ HR Superuser :

I Expste Group with N Emsil Hotification :

Target Type I OTR Monitoring 3
I 3BU Special Role for RAR '

I expaT DTR |

™ Finance :

I JAPANESE EXPATS |

i
i

I Drivers & Messengers

Title I 1@
]
'

Date [31-Mar-z011 i)

Body p

Note: Only 1000 characters will be accepted on the Body field.

List of News / Announcements

P
P
' Posted By Bulletin Date: Bulletin Title
P
i

Figure HOME-4.1.2 Bulletin Maintenance

4.1.3 Welcome Message
The Welcome Message as shown in Figure HOME-4.1.3 Bulletin Maintenance - Welcome Message enables the user to update the welcome note contents of
the Home Page.
@ Bulletin Title® input box is required in order to add or update the welcome message.
@ If the Bulletin Title" is empty, an error message:"Bulletin Title should not be empty ." will be displayed.
@ Bulletin Body?accepts input for the Welcome Message details.
@ If the Bulletin Body? is empty, an error message:"Bulletin Body should not be empty ." will be displayed.
@ Clicking the Post® button will save the Welcome Message.

Bulletin Maintenance Bulletin Maintenance
Label Maintenance

Update Welcome Message

Bulletin Type [WELCOME MESSAGE = 3 0
! @ Welcome to MyHR Buddy! =
:

| Body

:

:

Note: Only 1000 characters will be accepted on the Body field. @

Figure HOME-4.1.3 Bulletin Maintenance
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4.2 Label Maintenance

@ The Label Maintenance page can be viewed by clicking the Label Maintenance link from the side bar menu® of the Control Panel pages.
@ This page allows the user to modify the Labels on the Home module screens.

@ This screen can modify labels for the Home Module Labels:

- Common Labels

- Sub Menu Layer 1
- Sub Menu Layer 2
- Sub Menu Layer 3

@ Filters' are provided to search for a specific group of Labels for a particular module.
@ To edit all common labels, put a check on the Common? checkbox and click show result button to display on Details " table. Please refer to Figure HOME-4.2 Label Maintenance.

for more information.

@ Clicking the Show Result* button will display selected search Labels (Common Labels/Not Common Labels) in the Details” Table.
Please refer to Figure HOME-4.2 Label Maintenance for more information.

@ To restore all default labels of a particular module, please click the Set All Default® button.

@ To activate edit mode, Check the Edit Checkbox® and rename/edit Resource Value column to selected label.

@ Clicking the Apply® button will save all the edited labels.

@ To restore system default labels, click the Set Default® button.

09 Bulletin Maintenance Label Maintenance

Label Maintenance

Sub Menu (1st Layer)

Sub Menu (3rd Layer)

Sub Menu (2nd Laver)

SEARCH

GROUP QUERY

00 W

=

B0

DO00O0OD0C00[

Resource Value
COMPLETE
First Tap In Date
First Tap In Time
INCOMPLETE/Double Login
INCOMPLETE/Double Logo....
Last Tap Out Date
Last Tap Out Time
Monitoring Duration

Search Detais

Original Value
COMPLETE
First Tap in Date
First Tap In Time
INCOMPLETE/Doutle Login
INCOMPLETE/Double Logo. ..
Last Tap Out Date
Last Tap Out Time
Monzoring Duration

Search Details

j Set Al Default

Description
Gatekeeper Labels
|Gatekeeper Labels
Gatekeeper Labeis
Gatekeeper Labels
Gatekeeper Labels
Gatekeeper Labeis
Gatekeeper Labels

Gatekeeper Labeis.

Gatekeeper Labels

MyHR Buddy User's Manual
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Online 201 - Home

Online 201
1. Home

1.1 Company Information

@ This is the default page of the Online201 module.
@ This can also be viewed by clicking the Company Information link from the Sidebar Menu'®.
@ This page displays the Associate ID', Assigned Username & Domain?® for user identification.
@ This also displays the Position®, Department®, Section®, and Team®.
@ The Associate Status’ indicates the employment status of the employee.
@ OJT Date Hired® is displayed if the employee started as OJT.
@ Casual Date Hired’ is displayed if the employee started as casual whereasProbationary Date Hired' if started working as a probationary employee.
@ Length of Service'" displays the length of service of the employee.
@ Resignation Date'? displays the date of resignation or separation date of an employee.
@ shift" displays shift assignment of the employee
@ Other details are the Locker Number/ Locker Key Number'* and Movable Drawer Information'™

|

WaFatrioa R Wanbsa

Company Information

Bulk Action

| Associate ID

o8542

| Assigned Username and Domain
i

mmanlosa@tspi.com.ph

(Design Engil
My DTR Logs

)

[l 19 Company information
Personal Information

‘
o |
| cotactintormation |
[ fom oo |
[ Fevome mormmon |
[ comoro |
| Cowroment brormton |
[ Prevous workirormenor |
[ oo |
[ o oo |
[ Pt |
[ oice o oot Acion |

ate Action
(Admin)

inary Action

1.1.1 Edit Company Information

Position

Design Engineer 1T

Business Unit

znd Business Unit

Department

2BU - 2nd Department

Project

Associate Status

03T Date Hired HA @
Casual Date Hired HAA @
Probationary Date Hired 21-0ct-2008 0
Length of Service 2.08 year/s °
Restanation Date wia @

| Shift

SEMI-FLEX DS P

Import from CSY

Edit | Ewpart to BDF

Other Information

| Locker Number/Locker Key Number

| Movable Drawer Information

Figure ONLN-1.1 Company Information

@ After clicking the Edit button from the Company Information page (please refer to the above section Figure ONLN-1.1), the user is redirected to this page.

@ This p The news has a Target Type' check box field in order to select which type of user can view the posted announcement.

@ The user should enter Associate ID' and Assigned Username® and they should be unique to other employees' account.

@ The user should select aDomain®.

@ When the Change Password® is checked, the Current Password5, New Passwords, and Confirm Password’ can accept inputs from the user. Otherwise, these text fields are disabl¢
The user must supply the existing password in Current Password* box, a new password in the New Password6 box, and reconfirm the new password in Confirm Password7 box.

@ Select values for the Project’, and Shift™

@ The user can also input other information on the Remarks'.

@ The user can also provide the Locke Numb

" and the

Drawer Information'?.

ILocker Key Numb

@ Click the Save'* button to commit all changes made from this page. If saving is successful, "Record successfully saved." message will be displayed.
Otherwise, "No record was saved." will be displayed.
@ Click the Cancel™ button in order to cancel all changes made from this page.
"Canceling the present operation will discard all your changes. Are you sure you really want to cancel?" message will be displayed.
If the user clicks "Yes", changes will not be saved and will proceed to the normal mode. If "No", the screen will remain on the current screen.
@ If the user clicks any other links/buttons on theSidebar Menu'® or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes."

dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the current screen.

Ma.Fatrci R Mankaa
(Design Engineer II)
My DTR Logs
Export to PDF (.

{ 13 Company inform:

g
ES
H
i—
z
H

Personal Information
Contact Information
Family Information
Academic Information
Certifications.
Government Information

Previous Work Information

Training Information
Project Invoivement
Notice of Associate Action

Notice of Associate Action
Admin]

MyHR Buddy User's Manual
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Edit Company Infermation

*Associate ID

Gesaz
[mmanlesa \[@TsPr.com.rH

*assigned Username and DDmair@

I" change Password

Current Password 1-20 characters 05
New Password 1-20 charscters 06
/ > i
! project [ =
| shirc [sEm1-FLEX DS = 09
=]
O :
Remarks :
=
Other Information
Locker Number/Locker Key Number I
Movable Drawer Information [
Note: Items with * need to be filled up.
e W
: Save | ! Cancel I

Figure ONLN-1.1.1 Edit Company Information
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1.2 Personal Information

@ This page displays the Personal Information of an employee.

@ This can be viewed by clicking the Personal Information link from the Sidebar Menu'.

@ This page displays the Name? of the employee, Age’, Gender”, Civil Status”®.

@ This also displays the Birth-related Information® that includes the birth date and birth place.

@® The Height’, Weighta and Blood Typeg can also be viewed on this page.

@ The Culture-related Information' includes the nationality, religion, language and dialect.

@ The Talents', Skills', Hobbies', Sports"' are also visible, as well as the Tax-related Information® that includes the Tax Code and Tax Exemption Code.

e

Ma Fatrici R Mankas
(Design Engineer II)
My DTR Logs.

T
o~
—

Notice of Associate Action
(admin)

Disciplinary Action

1.1.1 Edit Personal Information

Personal Information

Bulk Action Import from C5W
Edit | Export to PDF |
Middle Name Robles :
:
Family fLast Name tanlasa '
Nickname Patty i
Age 23
Gender Fernale
it Status Srsh @
| Date of Birth 12-Apr-1987 !
i
| Place of Birth Quezon City !
| Height{ft-in) EECY 07
i weight(ibs) 110 08
| Bload Type i
d 09
Nationality Filipina i
Religion ROMAN CATHOLIC '
Language H
Dialect H

]
Talents w°

d
Skills Information i e

Hobbies

Sports

Figure ONLN-1.2 Personal Information

@ After clicking the Edit button from the Personal Information page (please refer to the above section Figure ONLN-1.2), the user will be redirected to this page.
@ This page allows the user to edit any pertinent records of a specific employee’s personal information.
@ The user is required to enter values for First Name' and Family/Last Name®.
@ The user is required to enter values for the following:
First Name' - if left as blank while saving, "First Name should not be blank." message will be displayed.
Family/Last Name® - if left as blank while saving, "Family/Last Name should not be blank." message will be displayed.
@ Filling up the following fields is optional:

Middle Name? Religion™

Nickname* Language"

Gender® Dialect™

Civil Status® Talents'®

Date of Birth’ Skills'

Place of Birth® Hobbies'®

Height’ Sports'

Wei%ht"’ T:x Code®

Blood Type11 Tax Code Exemptionz'
Nationality'

@ Click the Save® button to commit all changes made from this page. If saving is successful, "Record successfully saved." message will be
displayed. Otherwise, "No record was saved." will be displayed.
@ Click the Cancel® button in order to cancel all changes made from this page.
"Canceling the present operation will discard all your changes. Are you sure you really want to cancel?" message will be displayed.
If the user clicks "Yes", changes will not be saved and will proceed to the normal mode. If "No", the screen will remain on the current screen.
@ If the user clicks any other links/buttons on the Sidebar Meni** or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes.
dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on

the current screen.

.
1

s Pt 2
{Design Ungine

nrn

Fagart 1o PO (A Eo)

Gavernmen informatian
Previous Wodk information
Skl Wnfoamaison
Trainang infarmation
Project Imotmmaernt

Matice of Aswociate Action

E
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Edit Personal Information

= First Hame [ ratric max.cd0 characters @

| Hiddle Hame [Rabies I — @
= Family fLast Mame [Manisa e T —— @

| Nicknama [Famy frax_ 40 characters @
| Candar [Famae =! @

| Chwil Status SINGL =1} @

i Date of Birh V3-Apr- 1087 i | ' @
]

| Place of Birth [quezon ciy

weight

Blood Type

[Fuieme
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:

'

:
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| Languwaue FILIFING
:

:

:
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'

G
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]|
skills Information [
[
|
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Figure ONLN-1.2.1 Edit Personal Information
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1.3. Contact Information
@ This page displays the Contact Information record of an employee as well as the Contact Information of the ICE Person.
@ This page can be viewed by clicking the Contact Information link from the Sidebar Menu'®.
@ The fields for the associate's contact information are:Present Address‘, Present Address Landlinez, Provincial Address’, Provincial Address
Landline* and Personal Mobile Number®.
@ The fields for the information of the associate's contact person are:ICE Contact Person®, ICE Contact Address’, ICE Contact Landline®, ICE Mobile Number®.

| W cContact Information

Bulk Action Import from Csv
Edit. | Exportto POF |
= | Present Address 17 Plaridel . Q.C | o
Ma Fatricia R Manbsa | Present Address Landline Dz-4145393 ' @
(Design Eng m
My DTR Logs:

Provincial Address

!

Export to PDF (All Info)

Company Information

Personal Mobile Number

a
2
i
@
2
3
4
il

Personal Inform:
Contact Information
L ICE Contact Person

. 06
LG
Academic Information | ICE Contact Address 17 Plaridel St. Quezan Cit: 0

Certifications I
| ICE Contact Landline 02-4145393 :
Government Information
G505 5200142 : @
i i

{ICE Mobile Number
ICE Contact nddress

Notice of Associate Action T S S
(Admin)

Disciplinary Action

Figure ONLN-1.3 Contact information

1.3.1 Edit Contact Information

@ After clicking the Edit button from the Contact Information page (please refer to the above section Figure ONLN-1.3), the user will be redirected to this page.
@ This page allows the user to edit any pertinent records of a specific employee’s contact information.

@ Using the Select Input Section' combo box, the user can select which among the sections under Family Information should be edited.

1.3.1.1 Edit Contact Information
@ Filling up the following fields is optional:

Present Address' ICE Il Contact Person'®
Landline Number® ICE Il Contact Person Address''
Provincial Address’ ICE Il Landline Number™
Provincial Landline Number* ICE Il Mobile Number"

Mobile Number®
ICE Contact Person®
ICE Contact Person Address’
ICE Landline Number®
ICE Mobile Number®
@ If inputs for the following exceeds 100 characters, "Text Area input is more than 100 characters. The input will be trimmed. "
message will be displayed and will trim the input to 100 characters:
Present Address'
Provincial Address’
ICE Contact Person Address’
ICE Il Contact Person Address''
@ Click the Save'* button to commit all changes made from this page. If saving is successful, "Record successfully saved." message will be
displayed. Otherwise, "No record was saved." will be displayed.
@ Click the Cancel™ button in order to cancel all changes made from this page.
"Canceling the present operation will discard all your changes. Are you sure you really want to cancel?" message will be displayed.
If the user clicks "Yes", changes will not be saved and will proceed to the normal mode. If "No", the screen will remain on the current screen.
@ If the user clicks any other links/buttons on the Sidebar Men('® or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes.
dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the current screen.

Edit Contact Information

Associate’s Present Address

o 17 Flaridel 5t. Q.C =

Present Address

Landline Number 02-4145393
Mo Fatiics R Manbaa
(Desian‘Enginéar i) Associate’s Provincial Address
My BTR Logs @
Export to PDF (All Info) e e

Company Information =
Personal Information
Landline Number -
Contact Information
Family Information

Associate's Personal Mobile Number

= ]
Acrid@micformmation | Mobile Number 0527-8447656 !
Certifications
Government Information Contact Person In Case of Emergency (ICE)
Previous Work Information ICE Contact Person ([ [ z0rs R Manlosa max.: 40 characters

SHIlS information PP [17 Flaridel St. Quezon City =
Training Information
ICE Contact Person Address
Project Involvement
Notice of Associate Action

Notice of Associate Action Landline Number 08 NEEETEECE
(Admin) -
Mobile Number [P [0o0s-3288146

Disciplinary Action

Contact Info In Case of Emergency LI (ICE)

ICE Contact Person I1 [ max.:40 charscters

ICE Contact Person Address I1

Landline Number

Mobile Number [

Note: Items with * need to be filled up.

Figure ONLN-1.3.1 Edit Contact Information
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1.4. Family Information
@ This page displays the Family Information of the employee in three (3) different sections and has different buttons for Import from CSV.
General Information’
Sibling Information®
Children Information®
Import General Info from CSV*
Import Sibling Info from CSV®
Import Child Info from CSV®
@ This can be viewed by clicking the Family Information from the Sidebar Menu’
Family Information

05 H
hfo fram csw |

Bulk Action nfo from csv | Import sibli

Import Child 11

Edit | Exportto FOF |

1

MaFatrici R Manksa
(Design Engineer II}

General Information
T

Father's Name Nilo T. Manlosa o
My DTR Logs

Birthdate

Export to PDF (All Irfo)

Company Information
Personal Information
Contact information

Family Information
07

Occupation Emplayee

Company Hanjin Gorparation
Contact Number i

Mother's Name Laura R, Manlosa

Academic Information Birthdate
Gowernment Information Company Centro Escalar University
Previous Work Information Contact Number NAA
Skills Information
Training Information Spouse's Name NSA
Project Imnvolvernent Birthdate
N e of ASSo: e Action Date of Marriage
Notice of Associate Action Occupation NA
{(Admin)
Company NAA
Disciplinary Action
Contact Number NAA

g Information

02

Last llame

.

First Hame: Middie lHame Birthday Gender Oscupation

Ma. Bernadette Robles Marnlosa 14-dar-1991 Female Studert Univ

Children Information

;
Middle Hame Birthday Gender Occupation Company Livingwith  =F

Figure ONLN-1.4 Family Information

1.4.1 Edit Family Information
@ After clicking the Edit button from the Family Information page (please refer to the above section Figure ONLN-1.4), the user will be redirected to this page.
@ This page allows the user to edit any pertinent records of a specific employee’s family information.
@ To edit a specific employee's general information record (ie. Father's Name, Father's Occupation and the likes), please select the
General Information Section option from the Select Input Section' combo box.
@ Filling up the following fields is optional:
Father's Name®
Father's Birthdate®
Father's Occupation®
Father's Company®
Father's Contact Number®
Mother's Name’
Mother's Birthdate®
Mother's Occupation®
Mother's Company'®
Mother's Contact Number'"
@ Click the Save'® button in order to save all changes made from this page. If saving is successful, "Record successfully saved." message will be
displayed. Otherwise, "No record was saved." will be displayed.
@ Click the Cancel™ button in order to cancel all changes made from this page.
"Canceling the present operation will discard all your changes. Are you sure you really want to cancel?" message will be displayed.
If the user clicks "Yes", changes will not be saved and will proceed to the normal mode. If "No", the screen will remain on the current screen.
@ If the user clicks any other links/buttons on the Sidebar Ment®® or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes.
dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the current screen.

Spouse's Name'?

Spouse's Birthdate'
Spouse's Date of Marrage'*
Spouse's Occupation'®
Spouse's Company'®
Spouse's Contact Number'”

Edit Family Informati

L

Ma Fatrici R. Manbsa

|_Father's Name

[Fits T_mzniosa

]

| Occupation

[Employee

Company

[Faniin Corporation

(Design m

My DTR Logs
Exportto PDF (All Info)

Company Inform:
Personal Information

Contact Information

Contact Number

[rura

|
©9.638121234567 O 632-659-8741

Mother's Name

[Laura r. Manlosa

P
| Birthdate
P

Occupation

[Emploves

Anax.:40 characters

0 charscters

max.: 50 characters

rhax.190 charzcters

i @
max. 40 characters

i
Family Information | Company [S=ntre Escolar University hax.: 50 characters e
| Contact Number [ruza ©Q.6IPLZIZISET or GIZ-$59-FTHL
Certifications
Government Information i x .
| Spouse’s Name [riza rhax, 40 characters
Previous Work Information ; ==
| Birthdate I i
Skills Information L
PR ETesion UDate of Marriage | )
Project Involvement Occupation | rhax.:40 characters @
Notice of Associate Action o Sre |3 hax.: SO charactsrs e
Notice of Associate Action
(Admin) Contact Number [rzs ©0.639121234567 or £32-459-3741

Disciplinary Action

MyHR Buddy User's Manual
©2011 Tsukiden Global Solutions, Inc

Note: Items with * need to be filled up.

Figure ONLN-1.4.1 Edit

Family General Information

Page 14



Y Document No.

MyHR Buddy System

TGSI-2BU-1DPT-HRONLSYS-00000-2011-UGL-000-02

Rev. No 000-02

TSUKIDEN GLOBAL SOLUTIONS, INC. HRONLSYS Approved By: Reviewed By:

Prepared By:

User's Manual TGSI -S. Baldovino TGSI -R. Escolar

Tsukiden Global Solutions, Inc

TGSI -J. Mocorro - Dividina)

Online 201 - Home

@ To edit a specific employee's sibling information record, please select the Sibling Information Section option from the Select Input Section
combo box. Sibling Information Section option from the Select Input Section combo box.
@ Filling up the following fields is optional:
First Name'
Middle Name®

@ Click the Save® button in order to save all changes made from this page. If saving is successful, "Record successfully saved." message will be
displayed. Otherwise, "No record was saved." will be displayed.

@ Click the Cancel™ button in order to cancel all changes made from this page.
"Canceling the present operation will discard all your changes. Are you sure you really want to cancel?" message will be displayed.
If the user clicks "Yes", changes will not be saved and will proceed to the normal mode. If "No", the screen will remain on the current screen.

@ |If the user clicks any other links/buttons on theSidebar Menu'™ or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes."

dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the current screen.
@ When Edit Link"" is clicked, this will load the details and allows editing of that record.
@ When Delete Link'? is clicked, this shows "are you sure you want to delete this?" message. If "Yes", the record will be deleted. Otherwise, no changes are made.

Edit Family Information

Select Input Section:

[sibling Infermation

First Name [ max.: 50 characters

max.; 50 characters @
max.! 50 characters @

| Middle Name |

L4 | Last Name |

Ma Fatriois R Manbsa
(Design Engi
My DTR Logs

| Date of Birth [22-Now-z010

m)

| Gender [maLe

Occupation [

Export to PDF (All Info)

Company/School [

Company Information

Living With [

Personal Information

Contact Information
Note: Items with * need to be filled up.
1 Family information

Academic Information

Centifications
St
T e Last Hame Gender Birthdate Occupation Company Living With 3 Edit {Delete =]
I " i
Skills Information Manlosa Female 14-Jan-1991 Studert University of Sarto Tomas NZA 1, Edit ”Dg\glgj
Training Information o o
Project Imvolvement
Notice of Associate Action
Notice of Associate Action
Disciplinary Action 'LI
i} I»

Figure ONLN-1.4.1.1 Edit Sibling Information

@ To edit a specific employee's child information record, please select the Children Information Section option from the Select Input Section combo box.
@ Filling up the following fields is optional:

First Name'

Middle Name®

@ Click the Save® button in order to save all changes made from this page. If saving is successful, "Record successfully saved." message will be
displayed. Otherwise, "No record was saved." will be displayed.

@ Click the Cancel™ button in order to cancel all changes made from this page.
"Canceling the present operation will discard all your changes. Are you sure you really want to cancel?" message will be displayed.
If the user clicks "Yes", changes will not be saved and will proceed to the normal mode. If "No", the screen will remain on the current screen.

@ |If the user clicks any other links/buttons on the Sidebar Menu' or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes."

dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the current screen.
@ When Edit Link"" is clicked, this will load the details and allows editing of that record.
@ When Delete Link'? is clicked, this shows "are you sure you want to delete this?" message. If "Yes", the record will be deleted. Otherwise, no changes are made.

Edit Family Information

Department Section: |

Add Children Information

| s 50 characiers °
| oo cheraiiis @

[children Infarmation

| First Name I

Middle Name [

X
| Last Name [
[—

| max.; 50 characters

(Design Engineer IT) Date of Birth 22-Nov-2010

My DTR Logs

Gender MaLE

Ll

Export to PDF (All Info)

Company Information
Personal Information
Contact Information

1 SRR Note: Items with * need to be filled up.
e e e

‘
!
:
:

‘

Occupation

Company/School I '

Living with |

Children Information

First lame Middle lame Last Hame Gender Birthdate acecupation Company

(Admin)
e

Figure ONLN-1.4.1.2 Edit Child Information
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1.5 Academic Information

@ This page displays the Academic Information record of a specific employee by academic level in tabular form. The academic levels are the following:

Primary1
Secondary?
Tertiary3
Post Graduate®
@ This page displays the following buttons:
Import from CSV®
Export to PDF®
Edit’”

@ This can be viewed by clicking the Academic Information from the Sidebar Menu®.

Bulk Action

|l Academicinformation

MaFatriot R Mankaa

School Hame
(Design Engineer I1)
My DTR Logs

Our Lasty of the Sacred H.

Export to POF (All Info}

Contact Information

School Hame
La Consolacion College M.

Our Lady of the Sacred H.

PRIMARY

Education Level Degree

Primary 1004

SECONDARY

Education Level 0

Secondary 2001

Secondary [0S 2000

Vear Entered

2000

Year Graduated

Year Graduated

Reason for Leaving

N

Vear Entered

Reason for Leaving
2004
2001

et e I, o

Academic Information
09 = School Hame
[

Previous Work Information

Education Level 03 e

Mapus Institute of Technal Tertiary

School

Project Imolvement NO DATA
Notica of Associate Action J

Training Information

BS Computer Enginesring

TERTIARY

Vear Entered

2004

2008

Year Graduated

Notice of Associate Action
(Admin)

Skills Information
£
DI ary Action

Figure ONLN-1.5 Academic Information

1.5.1 Edit Academic Information

@ After clicking the Edit button from the Academic Information page (please refer to the above section Figure ONLN-1.5 ), the user will be redirected to this page.
@ This page allows the user to edit any pertinent records of a specific employee’s academic information

@ Filling up the following fields is optional:
School/College/University'
Level®
Degree3
Year Entered/Started®
Year Left/Graduated’
Reason for Leaving®

Org:-mization(s)7 - if more than 100 characters "Text Area input is more than 100 characters. The input will be trimmed. "message box will be displayed.
Recognitions° - if more than 100 characters "Text Area input is more than 100 characters. The input will be trimmed. " message box will be displayed.
@ Click the Save® button in order to save all changes made from this page. If saving is successful, "Record successfully saved." message will be

displayed. Otherwise, "No record was saved." will be displayed.
@ Click the Cancel™ button in order to cancel all changes made from this page.

"Canceling the present operation will discard all your changes. Are you sure you really want to cancel?" message will be displayed.

If the user clicks "Yes", changes will not be saved and will proceed to the normal mode. If "No", the screen will remain on the current screen.
@ |If the user clicks any other links/buttons on theSidebar Menu"™ or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes."

dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the current screen.

@ When Edit Link"" is clicked, this will load the details and allows editing of that record.

@ When Delete Link'? is clicked, this shows "are you sure you want to delete this?" message. If "Yes", the record will be deleted. Otherwise, no changes are made.

Edit Academic Information

Information

| school/College /University I

PRIMART

17 |

| Year Entered/Started

Ma Patrica R Warkbsa
{Design Engineer I1)

I¥ear Left/ Graduated

| Reason for Leaving I

My DTR Logs.

et @5 B caciers @

Export to PDF (All Info)

Company Information Urognizatioh )

Personal Information

Contact Information .
Family information Roreuiriians
1 Academic Information

Certifications
Government Information Note: Items with * need to be filled up.
Previous Work Information

Skills Information
Training Information

Project Involvemnent

Dearee Vear Entered Vear Graduated
Notice of Associate Action i 1555 S
Notice of Associate Action
(Admin) Ji
Disciplinary Action
Degree Vear Entered Vear Gradusted
s, 2001 2004
s, 2000 2001
sl
Degree Year Entered Vear Gradusted

Puter Engineering 2004 2008

i |

PRIMARY
Reason for Leaving

[

SECONDARY
Reason for Leaving
[

[

Reason for Leaving

[

1 1
s Rocoanition | Edr Detetol =]
s e et oeite |
5
Seience Club s Eat lDetete |
[ [ et foeete | =
8
Edit Jpetete) =
st of lecrical and €. e et loetete

POST GRADUATE

School Hame Education Level Degree Year Entered

5 DATA

l

Year Graduated

Reason for Leaving

Organizations Recognition

=

|>|LI

Figure ONLN-1.5 .1 Edit Academic Information
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1.6 Certification Information

@ This page displays the List of Professional Certifications' of an employee.
@ This can be viewed by clicking the Certifications from the Sidebar Menu?.
@ This page also displays the following buttons:

Import from CSV*

Export to PDF*

Edit’

Professional Certifications

Bulk Action

mport from G5V

! Export o PDF

T Certfication Hame Certifical91! Provider Issued Date Expiry Date License Ho.Rating
(Design Engineer I}

My DTR Logs

Export to PDF (All Info)

Academic Information

02 _ Cerlifications

Government Information

[ rrovous workirormaton [N ol

Notice of Associate Action

Notice of Associate Action
{Adminy

Figure ONLN-1.6 Professional Certifications Information
1.6.1 Edit Certification Information

@ After clicking the Edit button from the Certification Information page (please refer to the above section Figure ONLN-1.6), the user will be redirected to this page.
@ This page allows the user to edit any pertinent records of an employee’s certification information.
@ Filling up the following fields are optional:
Certification Name'
Issued Date’
Expiry Date®
Certification Provider*
License Number®
@ Click the Save® button in order to save all changes made from this page. If saving is successful, "Record successfully saved." message will be
displayed. Otherwise, "No record was saved." will be displayed.
@ Click the Cancel” button in order to cancel all changes made from this page.
"Canceling the present operation will discard all your changes. Are you sure you really want to cancel?" message will be displayed.
If the user clicks "Yes", changes will not be saved and will proceed to the normal mode. If "No", the screen will remain on the current screen.
@ |If the user clicks any other links/buttons on theSidebar Menu' or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes."
dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the current screen.
@ When Edit Link® is clicked, this will load the details and allows editing of that record.
@ When Delete Link’ is clicked, this shows "are you sure you want to delete this?" message. If "Yes", the record will be deleted. Otherwise, no changes are made.

Edit Professional Certifications

Add Professional Certification
| Certification Provider I | characters
Wa Patro R Mankaa
(Design Engineer IT} | ;

| Expiry Date [

! Certfication Name I | n°7 characters
1 Issued Date R2-nov2010
| License No./Rating |

My DTR Logs @

Note: Items with * need to be filled up.

Export to PDF (All Info}

JEeee EECERITSess 07 Sees .
Company Information ! @ | ﬂ I
Personal Information

e

Family Information Certfication llame Certification Provider Issued Date Expiry Date License Ho.Rating

Academic Information NODATH

1 Certifications

Government Information

Notice of Associate Action
(Admin)
Disciplinary Action -
4l |

Figure ONLN-1.6.1 Edit Professional Certifications Information
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1.7 Government Information

@ This page displays the Government-Related Information of the associate.

@ This can be viewed by clicking the Government Information from the Sidebar Menu'.
@ The two sections for this page are the following:

Government Issued ID
Passport Information®

@ A[view records]* link is available for the user to enable him/her to view the SSS, PHILHEALTH, and PAGIBIG contribution records of a specific employee.
@ This page also displays the following buttons:

Import from CSV*®
Export to PDF®
Edit’

Ma Fatrica R Manksa
(Design Engineer I1)
My DTR Logs
Export to PIF (All Info)
Company Information
Personal Information
Contact Information
Family Information

Academic Information

Government-Related Information

Bulk Action

555 No.

TIN Number
PhilHealth No.
PAGIBIG No.

HMO card Number

Drivers License

34-1352432-9
271-239-424
010658964 29-
01-080352731-
060300025846

NO1-10-031107

05

- =
1 Import from CSY |}

Government Issued 1D

[view records]

[view records]

03
[
Passport Number RRO371258
Government Information
01 Place of Issue Manila
Previous Work Information
Date of Issue 01-Jan-2010
Skills Information
Date of Expiration 01-Jan-2011

Training Information

Passport Information

Project Involvement

Notice of Associate Action

Notice of Assaciate Action
(Admin)

ry Action

Figure ONLN-1.7 Government Information

1.7.1 Government Contribution - SSS Contribution Certificate
@ This page displays a report on the associate'sSocial Security System (SSS) contributions. The certificate is displayed in tabular form.

@ The Government Contribution - SSS Contribution page is accessible via the view records link made available on the government information's
main screen.

@ Date Filters' are provided to search for records within a specific date range.

Note: "Date Range From should not be greater than Date Range To" dialog box will prompt the user when the inputted date range Date To is earlier than the date range Date From.

@ Clicking the Show Result? button will activate the search process.
@ Clicking the Import from CSV* button will allow the user to import records from a CSV file.
@ Clicking the Export to PDF* button will allow the user to export the generated report into PDF file format.
@ The columns under the SSS Contribution Certificate are as follows
@ Contributions for Month & Year of® : This column displays the paid month and year of the contributions.
@ SSS Employee® : This column displays the employee's share on the contributions
@ SSS Employer’ : This column displays the employer's share on the contributions
@ EC®: This column displays the employer's share on the contributions
@ Total’ : This column displays the sum of the employee and employer's share
@ Receipt No." : This displays the receipt no.
@ Date of Payment "' : This displays the date of payment of the contributions

.- N

Filtor try date
i

0'“

01-Dac-2009 =

i e @)

TsuRiden

TSUKIDEN GLOBAL SOLUTIONS, INCORPORATED
Unit 2102 215t Floor, One Corporate Cantar
Julla Vargas corner Merales Avenue, Pasig City, 1605 Philippines
Tel No. +632 6A77-8474

CERTIFICATE

31-Mar.2010

This is to certify that Mr./Ms.Consuele De Gradias Hemandez with 555 No. 03-9790119-7, has contributed the
following amount to Social Security Systerm.

This certification is being issued upon the request of Mr./Ms Consuelo De Gracas Hemandez for whatever legal
purpose it may serve him/her,

d Agent 5

Over Printed Name

Figure ONLN-1.7.1 Government Contribution - SSS Contribution Certificate
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1.7.2 Government Contribution - PhilHealth Contribution Certificate
@ This page displays a report on the associate'sPhilHealth contributions. The certificate is displayed in tabular form.
@ The Government Contribution - PhilHealth Contribution page is accessible via the view records link made available on the
government information's main screen.
@ Date Filters' are provided to search for records within a specific date range.
Note: "Date Range From should not be greater than Date Range To" dialog box will prompt the user when the inputted date range Date To is earlier than the date range Date From.
@ Clicking the Show Result? button will activate the search process.
@ Clicking the Import from CSV* button will allow the user to import records from a CSV file.
@ Clicking the Export to PDF* button will allow the user to export the generated report into PDF file format.
@ The columns under the SSS Contribution Certificate are as follows
@ Contributions for Month & Year of® : This column displays the paid month and year of the contributions.

@ PHealth Employee6 : This column displays the employee's share on the contributions

@ PHealth Employer7 : This column displays the employer's share on the contributions

@ Total’ :This column displays the sum of the employee and employer's share
@ Receipt No.! :This displays the receipt no.

@ Date of Payment ' :This displays the date of payment of the contributions

Filter by date

| Fram 01-Dec-2009
q.
' Ta I1Aug-2010

TsuRiden

TSUKIDEN GLOBAL SOLUTIONS, INCORPORATED
Unit 21032 215t Floor, One Corporate Cantar
Iulla Vargas comer Meraloo Av , Pasig Clty, 1605 Phillppines
Tel No. +632 6A77-8474

CERTIFICATE

Thiz iz to cartify that Mr./Ms.Conzusln De Gracias Hemandaz with PhiHealth No. 06-4981-216-5, has contributed the
following amount ta Phil. Tnsurance Corporation.

Contritaitan far e Mot & Yeas of

Date of Payenent

{0 o Oy iy o 3 P oiiizon
! Suse 20001 | 108 1 100,85 H O1-lun-3018
: vay2000 | | 100.04 ii 10004 H 01-May-2010
] Apri2009, | 100.03 1! 10003 " Oletige. 2010
' uaren 20081 | 100z i 10002 i om0
: Feseuary 2000 | [CTON 1001 ooz ! 1sanz ot.ren-za10
: January. 20001 | 100.00 33 10000 20000 33 15401 D1-Jan-2010
Totel Contrbution ! Too 1 To021 140042 |1

This certification is being issuad upon the request of Mr./Ms Consuelo De Gracias Hemandez for whatever legal
purpose it may serve him/her,

Employer/Authonzed Agent Signature Over Printed Mame

Figure ONLN-1.7.2 Government Contribution - PhilHealth Contribution Certificate

1.7.3 Government Contribution - PAGIBIG Contribution Certificate
@ This page displays a report on the associate'sPAGIBIG contributions. The certificate is displayed in tabular form.
@ The Government Contribution - PAGIBIG Contribution page is accessible via the view records link made available on the government information's main screen.
@ Date Filters' are provided to search for records within a specific date range.
Note: "Date Range From should not be greater than Date Range To" dialog box will prompt the user when the inputted
date range Date To is earlier than the date range Date From.
@ Clicking the Show Result? button will activate the search process.
@ Clicking the Import from CSV* button will allow the user to import records from a CSV file.
@ Clicking the Export to PDF* button will allow the user to export the generated report into PDF file format.
@ The columns under the SSS Contribution Certificate are as follows
@ Contributions for Month & Year of°: This column displays the paid month and year of the contributions.

® Employee Share® : This column displays the employee's share on the contributions
® Employer Share’ : This column displays the employer's share on the contributions
@ Receipt No.! :This displays the receipt no.

@ Date of Payment ° :This displays the date of payment of the contributions

T

Filtar by data

"
°1 From 01-Dec-2003
]
e F0-dun-2010

m@
TsuRiden

TSUKIDEN GLOBAL SOLUTIONS, INCORPORATED
Unit 2102 215t Floor, One Corporate Conter
Julla Vargas comer Meralco Ave Pasig City, 1605 Phillppines

Tel No, +632 GAF7-B474

CERTIFICATE

This is to certify that Mr./Ms. Consyelo De Gracias b with PAGIBIG No. 003-467-15451-56, has contributed
the following amount to PAGIBIG,

the Monm & Year af Emptoyes Share cmpicyer share Pt Mo Oate of Paymant
1@ Wy 2010 ;;@ 160,00 HQ 200,08 i;’@sle—suu @ B1-Hay-2010
; Aprizonn 100,00 ! 20008 1! iea0g | 1.ape30
: Maen g0 1 wasn o 20000 1! wisa0 1} - Man. 21
: Fecruary 2010 1 10000 1 w0os | | CT U 01-Fab-2010
; January 20101 10000 1 0000 1} 100 1 1.dan2840
! Totm Camrenen i seo0 1 1o0se 1! :

This certification is being issued upon the request of Mr./Ms Consuela De Gracias Hemandez for whatever legal
purpose it may serve him/her.

Employer/ Agent Over Printed Name

Figure ONLN-1.7.3 Government Contribution - PAGIBIG Contribution Certificate
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1.7.4 Edit Government Information

@ After clicking the Edit button from the Government Information page (please refer to the above section Figure ONLN-1.7.3), the user will be redirected to this page.
@ This page allows the user to edit any pertinent records of a specific employee’s government-related information.

@ Filling up the following fields is optional:
$SS Number'
TIN Number®
PHILHEALTH Number®
PAGIBIG Number*
HMO Number®
License Number®
Passport Number’
Place of Issue®
Date of Issue’
Date of Expiration'

@ Click the Save'" button in order to save all changes made from this page. If saving is successful, "Record successfully saved." message will be
displayed. Otherwise, "No record was saved." will be displayed.

@ Click the Cancel™ button in order to cancel all changes made from this page.
"Canceling the present operation will discard all your changes. Are you sure you really want to cancel?" message will be displayed.
If the user clicks "Yes", changes will not be saved and will proceed to the normal mode. If "No", the screen will remain on the current screen.

@ |If the user clicks any other links/buttons on theSidebar Menu' or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes."
dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the current screen.

Edit Government-Related Information

Government Issued 1D

3413524525

I —

1555 No.
ITIN Number [271-239-424
iPhilHealth No. 01-065806429-8

M Fatrici R Mankas IPAGIBIG No.

Tor-oe03527315

{Design Eng m

{HMO Number
My DTR Logs

[oeozon0zsaas

I Drivers License

Export to PDF (All Info)

ot 1o-051107

Company Information
Personal Information

Passport Information

::

Contact Information Passport Number

[Rros71258

Family Information Place of Issue

[Manila

Academic Information Date of Issue

[313a72010

max. (G Raracters
09

Certifications :
Date of Expiration

[Fiiamzoit

Government Information

Previous Work Information

Notice of Associate Action
(admin)

Disciplinary Action

MyHR Buddy User's Manual
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1.8 Previous Work Information
@ This page displays the List of Previous Employers' of an employee in tabular form.
@ This can be viewed by clicking the Previous Work Information from the Sidebar Menu®.
@ This page also displays the following buttons:
Import from CSV*
Export to PDF*
Edit’

Previous Work Information

Bulk Action | _Import fram CSV

Company llame Job Title Date Starte Date Ended Monthly Salary Length of Service Reason for Le:

Ma.Fatrio R. Mankaa
(Design Engineer IT}

;
| No AT
;

"y DTR Logs :

Export to PDF (All Info}

Government Information -
02 _Previous Work Information <l I _>l_|
Skills Information

Notice of Associate Action
(Admin)

Disciplinary Action

Figure ONLN-1.8 Previous Work Information

1.8.1 Edit Previous Work Information
@ After clicking the Edit button from the Previous Work Information page (please refer to the above section Figure ONLN-1.8), the user will be redirected to this page.
@ This page allows the user to edit any pertinent records of a specific employee’s previous work information.
@ Click the Save’ button in order to save all changes made from this page. If saving is successful, "Record successfully saved." message will be
displayed. Otherwise, "No record was saved." will be displayed. The user is required to enter values for the following except for
Basic Monthly Salary (in peso)’.
1. Company Name' - if empty, "Company Name should not be blank' message will appear.
2. Job Title? - if left as blank while saving, "Company Name should not be blank' message will appear.
3. Date Hired® - if left as blank while saving, "Skill Category should not be blank" message will appear.
4. Date Resigned/ Terminated® - if left as blank while saving, "Date resigned should not be blank" message will appear.
5. Reason for Lez—:ving5 - if left as blank while saving, "Reason for Leaving should not be blank' message will appear.
@ Click the Cancel® button in order to cancel all changes made from this page.
"Canceling the present operation will discard all your changes. Are you sure you really want to cancel?" message will be displayed.
If the user clicks "Yes", changes will not be saved and will proceed to the normal mode. If "No", the screen will remain on the current screen.
@ If the user clicks any other links/buttons on the Sidebar Men'" or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes.
dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the current screen.
@ When Edit Link’ is clicked, this will load the details and allows editing of that record.
@ When Delete Link'? is clicked, this shows "are you sure you want to delete this?" message. If "Yes", the record will be deleted. Otherwise, no changes are made.

| W Edit Frevious Work Information

Add Previous Work Entry.
Ma Fatricia R Manbaa

g e
(Design Engineer II)

¥ Company Name

I* Job Title

| sisc Qs
S 0]

\* Date Hired

* Date i J T

! Basic Monthly Salary(in peso}

My DTR Logs. I* Reason for Leaving

Export to PDF (All Info)

Company Inform; Note: Items with * need to be filled up.
:

Cancel I

Company tlame Job Tiie Date started Date Endea Monthty Satary Length of service Reasonfor Leaving =

Previous Work Information

Training Information

Project Involvernent
. -

Notice of Associate Action
{Admin)

Disciplinary Action

Figure ONLN-1.8.1 Previous Work Information
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1.9 Skills Information
@ This page displays the List of Skills' of a specific employee in tabular form.
@ This can be viewed by clicking the Skills Information from the Sidebar Menu?.
@ This page also displays the following buttons:
Import from CSV*
Export to PDF*

145
Edit
W sillsInformation
Bulk Action
i | i Edit I Expart to FDF
i~ skl Category Skill Hame Tool cat¥fory Tool llame Vears of Experience Date Acquired

i

. ¥ |

(Design Engineer 11} ! InHouse Accuired Human Relations hanage: e e 1 10-ni0v-2010

My DTR Logs |
:

Export to PDF (All Info)

=

'
i
i
i

Personal Information
02 |

Previous Work Information 4l T 7

Notice of Associate Action
(Admin)

Disciplinary Action

Certifications
sovernment Information
ini i

Figure ONLN-1.9 Skills Information

1.9.1 Edit Skills Information
@ After clicking the Edit button from the Skills Information page (please refer to the above section Figure ONLN-1.9), the user will be redirected to this page.
@ This page allows the user to edit any pertinent records of a specific employee’s skills information.
@ Click the Save’ button in order to save all changes made from this page. If saving is successful, "Record successfully saved." message will be
displayed. Otherwise, "No record was saved." will be displayed. The user is required to enter values for the following:
1. Skill Category' - if left as blank while saving, "Skill Category should not be blank" message will appear.
2. Skill Name? - if left as blank while saving, "Skill Name should not be blank" message will appear.
3. Date Acquired6 - if left as blank while saving, "Date Acquired should not be blank" message will appear.
@ Filling up the following fields is optional:
1. Tool Category®
2. Tool Name*
3. Years of Experience5
@ Click the Cancel® button in order to cancel all changes made from this page.
"Canceling the present operation will discard all your changes. Are you sure you really want to cancel " message will be displayed.
If the user clicks "Yes", changes will not be saved and will proceed to the normal mode. If No", the screen will remain on the current screen.

@ If the user clicks any other links/buttons on the Sidebar Menu11 or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes."

dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the current screen.

@ When Edit Link’ is clicked, this will load the details and allows editing of that record.

@ When Delete Link' is clicked, this shows "Are you sure you want to delete this?" message. If "Yes", the record will be deleted. Otherwise, no changes are made.

| W cait Skills Information

add a skill Entry

i
1*skill category [=-
;

#skill Name =

Tool Category ==

i
| Tool Name —

Wa Fatria R Maniaa | Years of Experience
(Design Engi )

| *Date Acquired [

My DTR Logs

Export to PDF (All Info) Note: Items with * need to be filled up.

Company Information
Personal Information

Contact Information

Skills Details

Family Information 5
W Catooory S tame Tool Catogory Tootlame Years of perionve | Dato Acauited | Edi Jootete 1
i T

Academic Information
suse Acquired | Human Reations Manage e e 1 10-nov-2010
Certifications !
i
Government Information @

Previous Work Information

Training Information

Edit | Delete
i

Project Involvernent -
>

Notice of Associate Action |

Notice of Associate Action
(Admin)

Figure ONLN-1.9.1 Edit Skills Information
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1.10 Trainings Information

@ This page displays the Trainings Information of a specific employee in tabular form having three sections.

Trainings Received'
Trainings Certifications’

@ This can be viewed by clicking the Trainings Information from the Sidebar Menu®.

@ This page also displays the following buttons:
Export to PDF®
Edit’

Training Information

WaFatrioa R Wanbsa

List of Trainings Received

(Design Engineer II}
My DTR Logs

Export to PDF (All Info}

Certifications al

Government Information

Previous Work Information

Specialization Date

HO DATA

;
|
|
|
Project involvement :
|

Notice of Associate Action

Qualified Pir ation Date

Reference Record

Remarks Associate List =

i
i
i
i

Notice of Associate Action
iny

(Ads

1.10.1 Edit Trainings Information

Figure ONLN-1.10 Training Information

@ After clicking the Edit button from the Trainings Information page (please refer to the above section Figure ONLN-1.10), the user will be redirected to this page.
@ This page allows the user to edit any pertinent records of an employee’s trainings information.
@ To edit a specific employee's received trainings, please select the Trainings Received Section option from the Select Section' combo box.

@ Click the Save® button in order to save all changes made from this page. If saving is successful, "Record st

ly saved."

will be

displayed. Otherwise, "No record was saved." will be displayed. The following are required to be filled up:
1. Reference No.2 - if left as blank while saving, "Please enter and search for Reference No." message will appear.

2. Revision No.’ - if left as blank while saving, "Please select Revision No." message will appear.
@ Click the Search* button to search for the Reference No., Training Code, Training Title and Revision No.

@ Select Revision No. to load the other Training Details.

@ Click the Cancel® button in order to cancel all changes made from this page.
"Canceling the present operation will discard all your changes. Are you sure you really want to cancel " message will be displayed.
If the user clicks "Yes", changes will not be saved and will proceed to the normal mode. If "No", the screen will remain on the current screen.

@ |If the user clicks any other links/buttons on theSidebar Menu’ or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes."
dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the current screen.

@ When Edit Link® is clicked, this will load the details and allows editing of that record.

@ When Delete Link’ is clicked, this shows "Are you sure you want to delete this?" message. If "Yes", the record will be deleted. Otherwise, no changes are made.

Edit Trainings Information

[Trainina Received Section

= @

Add New Training Certification Entry

: Select Input Section:
* Reference No-
Training Code

WaFatro R Mankas Training Title
{Design Engineer IT) 7 Revision No..
My DTR Logs -

Trainer

Export 1o PDF (All Info)
Training Yenue

Training Cost

o

[EDDpE e e Training Provider Maintenance

Training Binding Contract

Gowernment Information
Others
Previous Work Information

Skills Information

o7 EEEE s
Project Imohement

Notice of Associate Action

Note: Items with * need to be filled up.

Training Det.

Notice of Associate Action 5]
tAdmin) Reference llo. Training Code Training Title Revision llo. Trainer Training Venue Training Provider Maintenance Training Duration (Hours) Inclusive Date (F.

Disciplinary Action NO DATA
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@ To edit a specific employee's acquired training certification as a trainer, please select theTrainings Certification Section option from the Select Input Section' combo box.
@ Click the Save’ button in order to save all changes made from this page. If saving is successful, "Record st ly saved." r will be
displayed. Otherwise, "No record was saved." will be displayed. The following fields are required to be filled up:
1. Specialization’ - if left as blank while saving, "Specialization should not be blank." will be displayed.
2. Date Qualified - if left as blank while saving, "Date Qualified should not be blank." message will be displayed.
3. Expiration Date® - if left as blank while saving, "Expiration Date should not be empty" will be displayed.
@ Filling up the following fields is optional:
1. Reference Record®
2. Remarks’
@ Click the Cancel® button in order to cancel all changes made from this page.
"Canceling the present operation will discard all your changes. Are you sure you really want to cancel " message will be displayed.
If the user clicks "Yes", changes will not be saved and will proceed to the normal mode. If "No", the screen will remain on the current screen.
@ |If the user clicks any other links/buttons on theSidebar Menu'" or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes."
dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the
current screen.
@ When Edit Link’ is clicked, this will load the details and allows editing of that record.
@ When Delete Link' is clicked, this shows "Are you sure you want to delete this?" message. If "Yes", the record will be deleted. Otherwise, no changes are made.

|} cdit Trainings Information

i )
1Select Input Se: [Training Certification Section = | 1@
[ — [22-Nov-2010 @

Add New Training Certification Entry
Design Engineer IT
{Besloniend 4 Reference Record I

)

| .

Wy DTRL. : : max.@mmm”
s o : ‘

| _Remarks [ ;@ characters

[zz-novzoia s @
Export to POF (All Info)

:
‘

Previous Work Information

Company Information Note: Items with * need to be filled up. Q @
777777777777 e R
Ve H canesl |t

Training Details.

S Information

Notice of Associate Action Bl
(Admin)

Disciplinary Action

Figure ONLN-1.10.1.1 Edit Training Certification Information
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1.11 Project Involvement

@ This page displays the Project/Activity Involvement' of an associate.

@ This can be viewed by clicking the Project from the
@ This page also displays the following buttons:
Import from CSV*
Export to PDF*
Edit®

Project Invelvement

Bulk Action

Menu? as shown on top of the page.

Edit | EwporttopoF |

]

Ma Fatrici R. Wankaa

{Design Engineer II) MO DATA

My DTR Logs

:
:
:
:
:
:
Export to PDF (Al Info} :
:

Project lame Project/ctivity Invelvement Module Handled Role Assigned Invelvement Start Date:

Project Activity Involvement (4

oluement End Date Tool llame Tool Category Projsct I—

[ ronoss work oo [

Skills Information

I
Project Imvolvernent
02 =
ice of Associate Action
Notice of Associate Action
dmin)

Disciplinary Action

Training Information
[

1.11.1 Edit Project Involvement

Figure ONLN-1.11 Project Involvement Information

@ After clicking the Edit button from the Project Involvement Information page (please refer to the above section Figure ONLN-1.11), the user will be redirected to this page.
@ This page allows the user to edit any pertinent records of a specific employee’s project involvement information.

@ The user is required to enter values for the following:

1. Project Name' - if left as blank while saving, an error message Wwill appear displaying "Project Name should not be blank."
2. Project/Activity Involment’ - if left as blank while saving, an error message will appear displaying "Project Type should not be blank."
3. Module Handled" - if left as blank while saving, an error message will appear displaying "Module Handled should not be blank."

4. Involvement Start Date®
5. Involvement End Date®
@ Filling up the following fields is optional:
1. Role Assigned"
2. Tool Category’
3. Tool Name®
4. Project Details’

@ Click the Save' button to commit all changes made from this page. A dialog box will prompt the user of the status of the performed function.
@ Click the Cancel™ button in order to cancel all changes made from this page. A dialog box will ask for the user confirmation if it will cancel the

current transaction.

@ |If the user clicks any other links/buttons on theSidebar Menu'™ or outside this module, a confirmation box will appear prompting as to leave the edit operation without

saving the changes made.

@ When Edit Link™ is clicked, this will load the details and allows editing of the selected record.

@ When Delete Link' is clicked, a dialog box will appear prompting for user's confirmation to delete the selected record.

Edit Project Involvement

Add Project Involvement Entry

| *project Name
‘= | *Project/Activity Involvement =
{ *rodule Handled
!
Role Assigned

[DESIGN ENGINEER

Ma Fatrici R. Manksa

{Batton Lo he i) Involvement Start Date

[22-Nov-2010

My DTR Logs *Involvement End Date

[22- o 2010

Tool Category

Exportto PDF (All Info)

Tool Name

Company Information

m@ characters
n@cgamys

Personal Information

Contact Information Project Details
Family Information

Academic Information

Government Information
Previous Work Information

Skills Information
Training Information
1 Project involvement

Notice of Associate Action

Notice of Associate Action
(Admin)

Al

e Note: Items with * need to be filled up.

Project Involvement Details

v = )
Save i Cancel :
L i

D €

setiActivity Invalvement Module Handled Role Assigned Involvement Start Date Invelvement End Date ToolHame Tool Category Project Detailg Edit |Delete ]

s
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1.12 Notice of Associate Action

@ This page displays the personnel action records of an employee and used as the bases for determining the employment status, payrate, promotions, transfer and separation statu:
@ This can be viewed by clicking the Notice of Associate Action from the Sidebar Menu®.
@ Filter By' is used to filter information according to the nature of personnel action.

@ This page also displays the following buttons:

Bulk Action

Notice of Associate Action

General Information

Ua Fotrsta R Manbea
| Filter By [ALL

(Design Engil m
My DTR Logs = - s
HNature of Associate Action Position
Export to PDF (All Infa) Transter Design Engines I

Company Information prometion
Personal Information Ll
Regularization
Contact Information
Probationary
Family Information
Academic Information
Certffications
Government Information
Previous Work Information
Training Information al

Design Engineer I
Design Engineer |

Design Engineer |
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Business Unit
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2nd BU
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- INFRA
- INFRA

Edit

Project

niA
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A
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o

Project Imovement
02 jotice of Associate Action

Notice of Associate Action
(Admin)

Disciplinary Action

1.12.1 Edit Notice of Associate Action Details

Figure ONLN-1.12 Notice of Associate Action

@ After clicking the Edit button from the Notice of Associate Action page (please refer to the above section Figure ONLN-1.12), the user will be redirected on to

this page.

@ This page allows the user to edit any pertinent records of a specific associate personnel action record
@ Once the user clicks the Edit "° link on a specific record from any of the tables, the data of the selected record shall be displayed on
@ Once the user clicks the Delete ' link on a specific record from any of the tables, a dialog box will be displayed informing the user that a

deletion of record shall be processed.

@ Click the Save ® button in order to reflect all changes made from this page. A dialog box will prompt the user of the status of the performed function.
@ Click the Cancel ° button to cancel the present transaction. A dialog box will prompt the user to confirm the cancel action.
@ Input field with asterisk (*) requires the user to fill-up a corresponding value.
@ The user is required to enter values for the following:
1. Nature of Associate Action' - if left as blank while saving, "Nature of Associate Action should not be blank' error message will be displayed.
2. Position’- if left as blank while saving, "Position should not be blank." error message will be displayed.
3. Business Unit' - if left as blank while saving, "Department should not be blank" error message will be displayed.
4. Department’ - if left as blank while saving, "Section should not be blank" error message will be displayed.
5. Effectivity Date’ - if left as blank while saving, "Section should not be blank" error message will be displayed.

@ Filling up the following fields is optional:
1. Team’

2. Remarks’ - if input exceeds 100 characters, "Text Area input is more than 100 characters. The input will be trimmed:" error message will be displayed.
@ |If the user clicks any other links/buttons on the Sidebar Menu'? or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes."
dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the

current screen.

I* Nature of Associate Action

i
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=

L
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(Design Engi m :
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1.13 Notice of Associate Action (Admin)
@ This page displays the Notice of Associate Action record of a specific employee in two(2) sections namely:
Notice of Associate Action Details'
Payroll Information®
@ This can be viewed by clicking the Notice of Associate Action (Admin) from the Sidebar Menu?.
ilter By‘ is used to filter information according nature of personnel action.
@ Click the Print’ link in Form column to view the Notice of Associate Action Form screen.
@ This page also displays the following buttons:

Ma Fatriots R Wanbsa iBank Account Number Hi '

(Design Engineer I1)
My DTR Logs

Export to PDF (All Info)

Company Information
Personal Information IR Projest ™" EfeROY Dite "

I | :

iFiIter By [ALL

Government Information

i
Foeiaci nrhmahan 1 PiA 01-Sep-2010 7, RIEA
e 4 A, 01-Jun-2010 A A,
Family Information !
i PLiA 03-hov-2003 Rl IR
Academic Information '
} A, 21-Apr-2009 Nim A,
Certifications i [ 21.0ct.2008 [ HiA
:
:

Previous Work Information

[
[
[
N
[

Skills Information
ing Information
Project Involvernent

Payroll Information

General Information

Notice of Associate Action

Notice of Associate Action
{Admin)

03

Disciplinary Action
Figure ONLN-1.13 Notice of Associate Action (Admin]

1.13.1.2 Notice of Associate Action Form
@ This page displays the Notice of Associate Action Form screen.
@ Click the Export to PDF' button to export this screen to PDF format.

. TSuRiden

TSUKIDEN GLOBAL SOLUTIONS, INCORPORATED
Unit 2102 21st Floor, One Corporate Center
Julia Vargas comer Meralco Avenue, Pasig City, 1605 Phillppines
Tel No, 632 6477-8474

DAILY PAID

1D NUMBER: 0013573 Fwcitheas O-Dac-2003
Dala Cruz [ruan [5.
LAST NAME FIRST HAME {(PESO / DAILY}

NATURE OF ACTION STATUS CURRENT NEW
Regularization Administration
Annual Evaluation HR/GEN AFFAIRS
Promoticn L HR MONTHLY
::cl:::lrluuen liob Class Job Class 1

e osition Staff
Confirmation of Haw Section masic Suiny 0o 0.6
Fosition Allowance 0,00 0.00
Skl Allowance 0.00) 0.00|
x | Othar: (Specify) Haal Allowance .09 0.00]
Probationary Othar 0.00, 0.00|
(Total 0.00| 0.00|
MISCELLANEOUS INFORMATION: REMARKS OR OTHER CONDITIONS OF THIS ACTION:
Hiring Cuate s
(As Probationary} Vi LR
FReg Date:
Date of Birth: 01-Mar-1988
[ AUTHENTICATION ]
Prepared By: Checked By: Approved By:
cc:
Conforme: 201 file
Associabe
Accounting
Assoclate Hame & Signature Racelved by:

Figure ONLN-1.13.1.2 Notice of Associate Action Form
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1.13.2 Edit Notice of Associate Action (Admin) Details
@ After clicking the Edit button from the Notice of Associate Action (Admin) page (please refer to the above section Figure ONLN-1.13.1.2), the user will be redirected on to this page.
@ This page allows the user to edit any pertinent records of an employee’s personnel action record.

@ The Select Input Section' combobox allows the user to switch to this screen or Edit Payroll Information screen.
@ The user is required to enter values on the following fields:

Nature of Associate Action” combobox

Note: If blank, "Nature of Associate Action should not be blank." dialog box will be displayed.
1. Position® combobox Note: If left as blank while saving, "Position should not be blank. " dialog box will be displayed.
2. Effectivity Date® datepicker
4. Business Unit’ combobox

5. Department6 combobox

@ Filling up the following fields is optional:

7. Projez;l7 combobox

8. Performance Ratinga textbox
9. Target Ratingg textbox

10. Final Rating' textbox

11. Remarks'" textarea

@ Click the Save' button in order to reflect all changes made from this page.

Note: A dialog box with message "Record has been successfully saved."will be displayed after clicking this button.

@ Click the Cancel™ button to cancel the present transaction. A dialog box will prompt the user to confirm the cancel action

Note: A dialog box with message "Canceling the present operation will discard all your changes. Are you sure you really want to cancel?" will be displayed.

If Yes button is clicked, all changes will be disregarded, and if No button is clicked, the dialog box will be closed and user will return to Edit NAA screen.

@ Once the user clicks the Edit'® link on a specific record from any of the tables, the data of the selected record shall be displayed on each of the corresponding  input fields for editing

@ Once the user clicks the Delete'® link on a specific record from any of the tables, a dialog box will be displayed informing the user that a deletion of record shall be processed

Note: A dialog box with message "Are you sure you want to delete this?" will be displayed.
If Yes button is clicked, the selected record will be deleted and user will be redirected to NAA screen,and if No button is clicked, the dialog box will be closed
and user will return to Edit NAA screen.

@ |f the user clicks any other links/buttons on the Sidebar Menu' or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes.
dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the current screen.

Ma.Fatrii R Manbsa
(Design Engineer 11}
My DTR Logs

Export to PDF (All Info}

Focnariman
|
|
‘
|
]
Note: Items with * need to be filled up.

4 Notice of Asso
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Disciplinary Action

Edit Notice of Associate Action (Admin)
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i*Effectivity Date

[22-Hov-2010

[*Business Unit

Project

Performance Rating

Target Rating

Final Rating

Note: If left as blank while saving, "Department should not be blank " dialog box will be displayed.
Note: If left as blank while saving, "Section should not be blank " dialog box will be displayed.

Remarks

Filter By: [aLL

Target Rating Final Rating

Project Effectivity Date
78 01-Sep-2010
7 01-dun-2010
(78 03-Nov-2009
(7 21-#pr-2003
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Figure ONLN-1.13.2 Edit Notice of Associate Action (Admin)
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1.13.3 Edit Payroll Information

@ After clicking the Edit button from the Payroll Information page (please refer to the above section Figure ONLN-1.13.2), the user will be redirected on to this page.
@ This page allows the user to edit any pertinent records of a specific employee’s payroll information
@ The Select Input Section' combobox allows the user to switch to this screen or Edit Notice of Associate Action screen.

@ The following field is required to be filled up:

1. Bank Account Number” textbox

Note: A dialog box with message "Please verify Bank Account Number. "will be displayed if the saved bank account number contains invalid inpu

A dialog box with message "Bank Account record already existing." will be displayed if the saved bank account number already belongs to another associate.

@ Click the Update® button in order to reflect all changes made from this page.
Note: A dialog box with message "Record has been successfully saved."will be displayed after clicking this button.

@ Click the Cancel’ button to cancel the present transaction. A dialog box will prompt the user to confirm the cancel action.
Note: A dialog box with message "Canceling the present operation will discard all your changes. Are you sure you really want to cancel?" will be displayed.

If Yes button is clicked, all changes will be disregarded,

and if No button is clicked, the dialog box will be closed and user will return to Edit NAA screen.
@ If the user clicks any other links/buttons on the Sidebar Mend® or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes.
dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the current screen.

| [ EditNotice of Associate Action (Admin)

[Payroll 1nfarmation

£ o )

Edit Payroll Information

| Bank Account Number

[3252385456

e Patrics R Wanbea
(Design Engineer IT}
My DTR Logs

Export to PDF {All Info}

Project Imolement
Notice of Associate Action

Notice of Associate Action
(Admin}

Disciplinary Action

05
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Figure ONLN-1.13.3 Edit Payroll Information
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1.14 Disciplinary Action
@ This page displays the Violation Information' of a specific employee in tabular form.
@ This can be viewed by clicking the Disciplinary Action from the Sidebar Menu?®.
@ This page also displays the following buttons:
Import from CSV*
Export to PDF*
Edit’

Disciplinary Action

Bulk Action
X

Violation Information

Ma Fatroe R Manhaa Date of Memo Type of Offense Case Sanction Date of Offens®®¥Tom Date of Offensc To ion Date From ion Date To inaticn Date | Reribd
(Design Engineer II) e
My DTR Logs

Exportto PDF (All Irrfo)

[ rervous work rormaon [ _—
T

Notice of Associate Action
(Admin)

iplinary Action

Figure ONLN-1.14 Disciplinary Action

1.14.1 Edit Disciplinary Action
@ After clicking the Edit button from the Disciplinary Action page (please refer to the above section Figure ONLN-1.14), the user will be redirected on to this page.
@ This page allows the user to edit any pertinent records of a specific employee’s disciplinary action record
@ Input field with asterisk (*) requires the user to fill-up a corresponding value.
@ The user is required to enter values on the following fields
Note: If left as blank while saving, a dialog box with message "Type of Offense should not be blank." will be displayed.
Note: If left as blank while saving, a dialog box with message "Case should not be blank." will be displayed.
Note: If left as blank while saving, a dialog box with message " Sanction should not be blank." will be displayed.
Note: If Date of Offense (From) is greater than Date of Offense (To),
a dialog box "Start date of offense should not be greater than the end date of offense” will be displayed.
@ Filling up the following fields is optional:
1. Remarks’
@ Click the Save® button in order to reflect all changes made from this page.
@ Click the Cancel® button to cancel the present transaction. A dialog box will prompt the user to confirm the cancel action.
@ Once the user clicks the Edit'® link on a specific record from any of the tables, the data of the selected record shall be displayed on each of
the corresponding input fields for editing.
@ Once the user clicks the Delete'" link on a specific record from any of the tables, a dialog box will be displayed informing the user that a deletion
of record shall be processed.
@ |If the user clicks any other links/buttons on theSidebar Menu’® or outside this module, "Are you sure you want to leave Edit Mode? This will discard all your changes."
dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the current screen.

| W it Disciplinary Action

Add Violation

*Date of Memo [22-nov-2010

*Type of Offense

“Case =
*Sanction [ =
WaFatrisa R Manbaa
(Design Engineer 11 *Date of Dffense From [z2-Nov-z010
My DTR Logs *Date of Offense To [z2-nov-z010

Export to FDF (Al Info)

violation Information

Certifications
Date of Memo Tybe of Offense Case Sanction Date of Offense From Date of Offense To Date From fon Date To ination Date Ren=
Government information

Previous Work Information NODATA

Skills Information

Training Information
Project Imolvement _'Ll
>

Notice of Associate Action 4] |

Notice of Associate Action
(Rdmin)

05 Disciplinary Action

Figure ONLN-1.14.1Edit Disciplinary Information
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Online 201
2. Overtime

2.1 Overtime History

@ The Overtime History screen is the default landing page of the Overtime module. This screen displays all the filed overtime in table format.
@ This page displays all Overtime Applications (whether pending, approved, cancelled, denied, or verified)
@ This page can also be accessed by clickina the Overtime link found on the header menu or by clicking the Overtime Historv from the Sidebar Menu'.
@ This page allows the user to export data via CSV bv clickina Export from CSVbutton
@ Clicking Export to CSV? button will displav a File Download dialog box.

@ Export to CSV* button is disabled when the OT History table does not contain anv data or when the search result is empty (Search Count: 0).
@ Data Filters* are provided to search for a specific or aroup of data.
@ Clicking Search® button will initiate the search process and will display the result on the OT Historv® table.
@ Search results are displaved via the OT Historv table. Search Count® will reflect the actual list count.

@ Clicking Cancel® link from OT History” table will cancel the overtime application and will remove the record from the table.
@ Clicking Details’ link from OT Historv’ table will redirect to Overtime Details screen as shown in Fiaure ONLN2.1.1 Overtime Details and will displav the overtime details pace.
@ Filina Details'' section displavs the Filina Date and Filina Staae of the overtime.
@ Associate Details '? section displavs the company-related information of the associate. as well as the other information about the overtime.

@ Pre-Approval Section', Approval Section™ . and Final-Approval Section' section displavs the status and other information of the applied overtime.
@ Clicking the Back'® button will redirect the user back to the Overtime Historv pade.

Online 201 > Overtime > Overtime History

Overtime History

Owvertime Approval H J
| ¥ Business unit [znD BUSINESS UNIT =HE O ion [= :
; :

[TznD BUSINESS UNIT] 2BU - 2ND DEFE T

MyHR Buddy User's Manual
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| ¥ Dpepartment
;

P

! Project

™ Quick Search

P
I
i
|
1 T Frem
I

P

=

[z1-mar-z011

" associate List

-

To

Status

L

By : First Name, Last Name, Associate ID

KIS

[z1-mar-zo11

Search Count : 46 match(es)

o, 1D,
1 08398 Calma, Charisse Mae Livwag
2 08542 WManlosa, M Patricia Robles
3 08337
4 08398 Calma, Charisse Mae Livag
5 08542 Manlasa, Ma Patricia Robles
] 08397
7 08398 Galma, Charisse Mag Livwad
] o842 Manloss, Ma Patricia Robles
9 03542 Manlosa, Ma Patricia Robles
10 08397

Asuncion, Alfredo Jr. Larting

Asuncion, Alfreda Jr. Lanting

Asuncion, Alfreda Jr. Lanting

Duertime History

Render Date Purpose

05-Jan-2011 Purpose A
05-Jan-2011 | O & Purpose A
05-Jan-2011  Owertime Purpose A
0B-Jan-2011  Owertime Purpose A
0B-Jan-2011  Owertime Purpose &
07-Jan-2011  Overtime Purpose A
07-Jan-2011  Overtime Purposs A
07-Jan-2011  Owvertime Purpose A
09-Jan-2011  Overtime Purpose A

09-Jan-2011  Owertime Purpose A

From
0343 2
0845 A
0817 An
0850 Ah
0:50 &M
05:29 &AM
08:31 A0
02:53 A0
11:29 &M
11:27 2

Figure ONLN2.1 Overtime History

& h/myhrbuddy findex. phy

myHR Buddy - Windows Internet Explorer

dule=OnLine201 T

To Ho. of Hours  Taxi Fare Status Cancel
0909 P 328 ooo Approved P
0808 P 335 ooo Approved 1 Cancel | Details
0851 Ph 300 0.0 Pre-Approved | Cancel | Details
07:39 Ph 150 0.0 Approved ) Cancel | Details
07:40 PM 150 000 Approved | Cancel | Details
10033 P 500 10000 Pre-fpproved | Cancel | Details
10033 P 475 000 Approved 1 Cancel | Details
10033 P 450 ogo Appraved | Cancel | Details
08:52 PM 825 ogo Approved  1Cancel | Details
0853 PM =00 10000 Pre-approved | Cancel | Detsils
=1oi x|

Associate ID
Associate Name
Business Unit
Department
Project

Position

Shift Schedule

Overtime Date

with

nner Brealk
Taxi Fare

Taxi Route
Overtime Type

Overtime Purpose

Estimated Hours

Calma, Charisse Mas Liwag
2nd Business Unit

2BU - 2nd Department

N/A

Design Engineer 11
SEMI-FLEX DS
05-Jan-2011

N/A

Regular Overtime
Overtime Purpose A

2.25

Pre-Approved Hours
Pre-Approved by

Approval Timestamp

Pre-approval Section

Escolar, Ranzie Raymond Ko

05-Jan-2011 18:25:30

Actual OT Hours

Taxi Fare
Overtime Meal Allowance
Approved Hours
Approved By

Approval Timestamp

Approval Section

05-Jan-2011 21:08:14
08145 AM

0s:00 PM

EES

0.00

0.00

s.2s

Escolar, Ranzie Raymond Ko

15-Mar-2011 17:05:11

Final Approval By

Final Approval Timestamp

bane

[l

Figure ONLN2.1.1 Overtime Details
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2.2 Apply for OverTime
@ This page is accessible via the Overtime Application List from the Sidebar Menu'”.
@ This displays the date ' when the overtime was applied.
@ This displays the filling stage of application, and is setto Apply” by default.
@ The user can apply for a specific associate by selecting through the Search Associate® combo box field.
@ Associate ID, Associate Name, Department, Section, Team, Position and Shift Schedule will display the details of the selected associate in Search Associate °box.
@ The user has to supply the planned overtime date through the Overtime Date® control field.
@ The user also has to supply the type of overtime through the Overtime Type® combo box field.
@ Likewise, the user also has to supply the reason of overtime through the Overtime Purpose’ combo box field.
@ The Estimated Hours® text field must be supplied with the planned number of overtime hours to complete the application.
@ For Bulk application of overtime, user may click the Import from csv® button. Import from CSV'® screen will display, for more information please see
Figure ONLN2.2.1 Bulk application of Overtim e. For system csv template click link View CSV Template'" and enter valid information, for more information please see
Figure ONLN2.2.2 CSV Template Overtime and follow instruction indicated in the template on how to save the template into csv. From Export from CSV °
Click "Browse" button and select the CSV file containing Overtime records to be uploaded. Click "Import" to upload.
@ Once the user clicks the Clear™ button, all inputted values will be cleared from the fields stated.
@ Clicking the Save'® button will officially complete an overtime application. A dialog box will prompt the user with the following message "Record has been successfully saved."
@ Clicking the Back'® button will prompt the user for confirmation whether to cancel the current application and go back to the previous page displayed.
A dialog box will prompt the user with the following message " Canceling the current transaction will discard your changes, Are you sure you want to cancel?"
Clicking on Yes will cancel the overtime application and return the user to the previous page displayed.

Overtime Application

Bulk Action 09 Import from S5

Filing Details

Owvertime History
Overlime Application

17
Overtime Approval

v
| Filing Date 31-Mar-2011

| Filing Stage Apply

Associate Details

Search Associate [MANLOSA, MA.PATRICIA ROBLES ;IJ 03
Associate ID oss42 :

Associate Name Manlosa, Ma.Patricia Rables |

Business Unit 2nd Business Unit '
Department 2BU - 2nd Department §

Project HiA |

Position Design Engineer [T 3

shift Schedule SEMI-FLER DT |

| Overtime Date [31-Mar-zo11 @
With Dinner Break ¥ Please uncheck if dinner break was not taken.
Taxi Fare 100

Taxi Route [occ - san Antonio Pasig

Overtime Type [REGULAR OVERTIME = @
Overtime Purpose [coone =l 3 @
Estimated Hours [4 :

v
' Clear

Figure ONLN2.2 Apply for Overtime
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Figure ONLN2.2.1 Bulk application of Overtime
tal tsplroamph myhebisd, et a2t emplates rvertine. s - Windows Inbernet Beplorer B =180 x|
By : - = ool x| [ive sewer ol
| Gpumraede - w| b Ciweb = | W owihioeds = | Dol - | [E) - @ & WA - | B Newsi0) - | Eivahoot Mal = | NewYork = | NiGames - (@
W @ teph.com. .......,....I | | Hirvome = [ P )« ek = - Page = () Todks =
8 = =
A

B C 1]
ne date_rendered "o % X s 1
Sample only 20090810 0530 PM0B12  AM 2 Overtime Purpose A 100 Makiat ]

n Importart
- Supply the needad data to their respective columns proparky
Comments are provided on the header of each column, Place the
Cursor ovier @ panicular column header coll 1o view the valid values for
that colurmn.

- After supphang all the needed data for this template, save the excel
file 25 CSV (MS.DOS) format by chclang FILE then SAVE AS This

<5y file will be the one to be imported via the “Import from CSV"
SCreen.
|
141 - Kl
T [ T Torm | R

Figure ONLN2.2.2 CSV Template (Overtime)
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2.3 Overtime Approval
@ The Overtime Approval page provides a list of all filed overtime which are subject for approval.

@ This page is accessible via the Overtime Approval button made available on the sidebar menu. Please refer to Figure ONLN2.1 Overtime History Item No. 1

@ Data Filters' and Quick Search? are provided to search for a specific or group of data.
@ Additional filters like Date filters® can be used to get the desired search result.
@ Clicking the Search® button will start the search process.

@ Search results are displayed via the List of Overtimes for Approval7 table. Search Count® will reflect the actual list count.
@ To approve or decline a specific overtime application record, the user must click on the Action® link available along with the specific record.
@ Clicking the Search® button without providing search parameters for both Search Filter' and Quick search? will display a Dialog box prompting the user with the following message:

No Filter Options were selected.
@ The user can use the Checkbox® to select specific or all associates from the table to apply bulk actions.
@ Bulk Action® allows the user to apply the action to one or more selected associates from the table.

T

Overtime Application

prm—

i ]
| ¥ Business Unit [znD BUSINESS UNMIT | ™ position = =l @3
: ]
\ ¥ Department [rznD BUSINESS UNITT 28U - ZND DEPEX] [T Associate Name [ i | 3
: :
' ™ Project [ = [T status [ = 1
: :
i N i
! T Quick Search | | By : First Name, Last Name, Associate 1D
' T From @lﬁl-Mar’-ZDll To [31-tar-2011 :
: :
Search i

W0 >l 1 2.3 4 Mext

! Bulk Action @

06 07 Lust of Overtimes for Approval 08
Nn.i | Associate ID Associate llame Render Date Purpose From To  Mo.ofHours TaxiFare With Dinner Break Status : Action;
1 : il inaaaﬁ Calma, Charisse Mas Liwag  05-Jan-2011  Overtine Purpose A 0543 AW | 0908 PM 325 0.00 MO Approved : Action :
2 : r inasnz Mariosa, Ma Patricia Robles  05-Jan-2011  Overtime Purpose & 05:45 AW | 0908 P 325 0.00 ] approved | Action :
3 3 I lomssr Asuncion, lfredo Jr.Lanting  05-Jan-2011  Overtims Purpose & D17 &M DB:51 PM 300 0.00 NO Pre-approved | Action :
4 : I ioessa Calma, Charisse Mas Liwag  06-Jan-2011  Overfie Purpose A 05:50 &M | 07:33 P 150 0.00 NO approved | Action :
500 108542 Marlosa, Ma Palricia Robles  0B-Jan-2011  Overfime Purpose 4 0S:50 & | 07:40 P 150 0.00 NO Approved : Action :
R inaﬁa? Asuncion, Alfredo Jr.Lanting  07-Jan-2011  Overtime Purpose & 0829 M 10:33 PM 500 10000 VES Pre-Approved : Action :
R inaﬁaa Celma, Charisse Mae Liwag ~ 07-Jan-2011  Overfime Purpose & 08:31 M | 10:33 P 475 0.00 MO Approved : Action 3
3 : r inaﬁu Marlosa, Ma Pafricia Robles  07-Jan-2011  Overfime Purpose & 08:53 8M | 10:33 Ph 450 0.00 MO Approved : Action |
9 : r inaﬁu Marlosa, Ma Patricia Robles  09-Jan-2011  Overfime Purpose & 11:29 M | D&52 P 825 0.00 MO Approved : action |
10 3,,',-, JUB:’?B? Aguncion, Alfredo Jr.Lanting  09-Jan-2011  Overtime Purpose & 11:27 M 05:53 P 00 10000 MO Pre-Approved 3 Action 3

i Pre-approve i Approve i erify i Deny H

L :

2.4 Overtime Approval Action

@ When the user clicks on the Action link (please refer to the above section Figure ONLN2.3), the Overtime Approval screen shall be displayed

where the user can approve or decline pending overtime application.
@ The date when the overtime was filed will be displayed in Filing Date’
@ The stage of the overtime application will be displayed in Filing Stage2

@ Associate Details® displays the following: Associate ID, Associate Name, Department,Section, Team, Position, Shift Schedule, Shift Destination, Overtime Date, Overtime Type,

Overtime Purpose, Estimated Hours of the associate.

@ Pre- Approve Hours* (to be filled up by users who have access rights or as defined by the roles who can preapprove the overtime application) -

@ Pre- Approve by5 displays the name of the user who preapproves the overtime application.

@ Approval Timestampswill display N/A by default

@ Dtr Actual Time In” displays the actual-log in of the associate

@ Dtr Actual Time Out® displays the actual log-out of the associate

@ Official Time In® displays the official log-in of the associate. This is the log in cut off of the company.

@ Official Time Out™ displays the official log-out of the associate. This is the log out cut off of the company.
@ Actual Hours"' displays the number of hours worked of the associate.

@ Overtime Meal Allowance'? displays the meal allowance of the associate.

@ Approved Hours" (to be filled up by the user who have the access rights or as defined by the roles who can approve the OT application)

@ Approved By“ displays the name of the user who approves the overtime application.

@ Approved Timestamp'® displays N/A by default.

@ Final OT Adjustment Override'® (to be filled up by HR Personnel)

@ Final Approval17 displays the name of the user who made the final approval of the overtime application.

@ Clicking the Approve'® button will approve the specific overtime application. A dialog box will prompt the user of the status of the performed function.

Please refer to Figure 3 Dialog Box Save.

@ Clicking the Decline?® button will denote disapproval of a specific overtime application. A dialog box will prompt the user of the status of the performed function.

Please refer to Figure 3 Dialog Box Decline.

@ Clicking the Back?®' button will prompt the user for confirmation whether to cancel the current application and go back to the previous page.

Please refer to Figure ONLN2.2.a. Dialog Box Cancel.

@ To approve a pending overtime application, the user has to supply the approved number of hours on the following fields:

1. Pre-Approved Hours (to be filled up by immediate head/officer or department manager)
2. Approved Hours™ (to be filled up by department manager)
3. Final OT Adjustment Override'® (to be filled up by HR Personnel)

@ Clicking Approve19 button while the Pre-Approved Hours is empty will display a dialog box with the following message " Pre-Approved Hours should not be blank. "
@ Clicking Approve19 button while the Approved Hours is empty will display a dialog box with the following message " Approved Hours should not be blank. "
@ Clicking Approve“’button while the Final OT Adjustment Override is empty will display a dialog box with the following message .

"Final OT Adjustment Override should be numeric and greater than 0. "

@ Clicking Approve“’button while the Final OT Adjustment Override is empty will display a dialog box with the following message .

"Record has been successfully saved. "
@ Clicking Approve“’button while the Pre-approve Hours or Final OT Adjustment Override or Approved Hours

is greater than Estimated Hours will display a dialog box with the following " Approved Hours must not be greater than the Estimated Hours. "

@ Final Approval for "With Dinner Break"? 7:00 pm - 7:45 pm and Taxi Fare and Taxi Route %
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Online 201
3. Leaves

3.1 My Leaves

@ This is the home page of the Leave Module. To activate this page, click 'My Leaves" on the Sidebar Menu' or "Leaves" Link on the 2nd layer menu'?
@ This page displays all Leave Applications (whether pending, approved, cancelled or denied), Leave Balances, LWOP counter and details, and My Leave Balance History.
@ This page can also be accessed by clicking the 'Leave" link found on the header menu or through the 'My Leaves" button located at the Sidebar Mend'.
@ Data Filters " are provided for the users to set the desired dates to be searched
@ Click Search Button ? to show records according to date and status specified
@ The purpose of Leave History 3 table is to show all past and present Leave Applications filed by all employees. To search for leave applications according
to the date specified, just selectDate Range From and To, select Status then click Search Button 2 Search count is provided to identify how many

leave record has been retrieved.

@ The purpose of My Leave Balances % table is to show all current Leave Credits for all Leave Types . This table displays the beginning credits, Credit, Usage
Available and Converted to Cash(SL and VL only) of an specific Leave Type.

@ The purpose of My Leave Balance History ® table is to show the history of Leave credit changes to keep track on how it is changed from time to time.
This is also used for backtracking.

@ My Leave Without Pay (LWOP)
@ My Leave Without Pay (LWOP)

Counter ° table displays all Leave application count that qualifies as LWOP
Details 7 displays all Leave applications considered as LWOP. This table displays the LWOP date, when he availed the Leave

and its Leave Type. Upon importing a CSV file, a dialog box will be displayed. Click "Browse" button and select the CSV file containing Leave Application
records to be uploaded. Click "Import" to upload.
@ Export to CSV ® button lets you download Leave Applications to a CSV file

MyHR Buddy User's Manual
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3.1.1 My Leaves Details

@ On My Leaves or Used Leaves page, to search for leave applications according to the date specified, just selectDate Range From and To,
select either approved, cancelled or denied for the status combo box, then click the Search Button" to initiate the search.

@ This page is used to view the details of a particular leave record.

@ Clicking "Details" link on the record searched will display this page.

@ Click Back' button to go back to "My Leaves" page.

L
g
slts

3.2 Apply for Leaves

i i ]
Figure ONLN3.1.1 My Leaves Details

@ Click "Apply for Leave" button on the Sidebar Menu'® to open this page.
@ This page lets the user to apply for his own leave, or if the user is logged in as HR, he can apply the leaves of other associates. However, all leaves are subject for approval.
@ Filing Details " contains the type of application, leave type and filing date of the leave application

@ Data Filters 2 are provided to specify desired search data

@ The Quick Search® input box can also be used in searching for an associate by typing the associate's ID or name in the corresponding text box
@ Click Search Associate * button to search for associate who will be filing for leaves based on the defined filters

Clicking Search Associate® button without selecting any value on the Associate Name combobox, 'Please select Associate Name" dialog box will be displayed.

@ Associate Details ° is the information of the employee who will apply for a leave on a particular day(s
@ Associates can apply for a Leave by selecting the type of Application, Leave Type, Associate Name, Start Date, End Date, Leave Duration and reason for Leave
in the Leave Details ® section, and by clicking Apply ® button to save the Leave application. When saving data without an Associate Name selected ,

"Please select Associate Name" dialog box will be displayed.

@ For Bulk Leave Application, click Import Leave Application from CSV "*button. Export from CSV' screen will display, click link View CSV Template'
and enter valid information, follow instruction indicated in the template on how to save the template into csv. In screen oflmport from CSV'"
Click "Browse" button and select the CSV file containing Leave Credits records to be uploaded. Click "Import" to upload.

@ Click Clear " button to disregard the edited part of the leave application and set all combo box to its default value

@ Click Cancel ° button to go back to the main page and disregard the leave application.
Clicking the Cancel® button will display a dialog box with the following message: "Canceling the present operation will discard all your changes.

Are you sure you really want to cancel?"

@ A dialog box "Are you sure you want to leave edit mode? This will discard all your changes" will be displayed when the user attempted to leave the page.
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3.3 Associate Leave Approval
@ Click "Associate Leave Approval' button on the Sidebar Ment? to open this page.
@ This page contains all Pending Leave applications subject for approval.
@ Data Filters' are provided for the users to set the desired dates to be searched.
@ Click Show Result 2 Button to show records according to date specified.
@ Associate Leave Approval3 table contains all leave records according to date specified that are subject for approval.
@ Click Action * button for a specific leave record to continue process of approving or rejecting.
@ Bulk Action® allows the user to apply the action to one or more selected associates from the table.
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;
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3.4 Edit Leave Credits
@ Click "Edit Leave Credits" button on the Sidebar Mend to open this page. Please refer to Figure ONLN3.1 My Leaves for Sidebar Menu
@ This page is used to edit Leave Credits of a certain employee
@ Filters " are provided to specify desired search data. User can filter employee by selecting the search filters for convenience or just select an employee on the
Associate Name combo box then click "Show Result" button.
@ The Quick Search? input box can also be used to search for an associate by typing the associate's ID or name on its corresponding text box.
@ Click Show Result * button to search for leave credits of a certain associate according to filters.
Clicking the Show Result® button while there's no selected Associate Name will prompt the user with a "Associate Name must not be empty." dialog box.
@ Click Export Leave Credits * button to show the page containing date filters in exporting leave credits to CSV.
@ The Associates Information ° table contains the associate details, Beginning Credit Counts, Current Leave credits Counts and Leave remaining counts for
Vacation Leave, Sick Leave, Maternity, Paternity, Change Rest Day Credit, Bereavement, Birthday and Other Leaves.
@ The user can edit the Beginning Credit, Current Leave Credit of certain Leave Type. ClickUpdate ° to save the changes or click Cancel ” if otherwise.
Clicking the Cancel’ button will display a dialog box with the following message, "Canceling the present operation will discard all your changes.
Are you sure you really want to cancel?"
@ A dialog box "Are you sure you want to leave edit mode? This will discard all your change:" will be displayed when the user attempted to leave the page

Home ~ | ONLINE201 + ©DIR ~ RAR -  Galekeeper «
Online201 Home Quertime Leaves Reports Search Control Pane!

Online 201 > Leaves > Edit Leave Credits
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Figure ONLN3.4 Edit Leave Credits
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3.5 Unused Leaves Conversion

@ Click "Edit Leave Credits" button on the Sidebar Mend to open this page.

@ This page is used to convert associates Leave credits and set them to zero assuming that the said leave credits have already been converted into cash.

@ Select Month then Click Show Result ' button. Filtered employee record will be shown in the result table.

@ Result ? table contains employee whose date hired is according to month specified.

@ To export all the searched records, click the Export to CSV 3 button. Note: Associates with "No" values on "Converted to Cash" column will be exported
On "File Download" dialog box, the user can press "Open" to view file, "Save" to save file or "Cancel" to cancel download.

@ Click on the Checkboxes * of certain employees the user want to convert its leave credits to cash.

@ Click Convert to Cash ° button to reset selected associate's leave credits to its default value.

@ There is Converted to Cash ® Column having values either Yes if the associate's leave credits has already been converted to cash, and No if not yet processed.

@ Click View History 7 button to view an associate's unused leave to cash conversion history.
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Figure ONLN3.5 Edit Leave Credits

@ Click "View History" on the Unused Leaves to Cash Conversion Page.
@ This page is used to view the cash conversion history of associates according to the year specified
@ Filters ' are provided to specify desired search result.

@ Click Show Result 2 Button to show records according to filter.
@ Search Result® table shows the leave conversion history of all employees according to search filters and year specified.

View Unused Leaves to Cash Conversion
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Online 201 - Leaves

3.6 Reset Leave Credits
@ Click "Reset Leave Credits" button on the Sidebar Menu to open this page.
@ This page is used to reset VL, SL and Birthday Leave Credits.
@ Selecting Month and then clicking on Show Result " button will display the filtered employee record in the result table.
@ Result ? table contains employees whose date hired is within the month specified.
@ Clicking on the Checkboxes 3 of certain employees selects those employees whose leave credits would be reset.
@ Clicking Reset Leave * button resets the selected associate's leave credits to its default value.
@ The Leave Reset ° column contains the values of either Yes, if the associate's leave credits has already been reset, or No, if processing

has not yet been performed. A "Record has been successfully saved " dialog box is displayed upon successfully resetting the leave credits to its default value
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Figure ONLN3.6 Reset Leave Credits

3.7 Leave Calendar
@ Click "Reset Leave Credits" button on the Sidebar Menu to open this page.
@ This page displays all Leave Applications of employees being limited by the associate filters settings and according to the specified date range
@ Associate filters ' are provided to specify desired search data.
@ The Quick Search? input box can also be used to search for an associate by typing the associate's ID or name in the corresponding text box.
@ Leave Type Filters ® is provided to specify desired search based on Leave type(s) selected.
@ Date Filters * are provided for the users to set the desired dates to be searched.

@ The Leave Calendar ° table will display all associate details, AWOL and LWOP count, total leaves per day, date range with leave color legend, and total leaves.

Leave Legend is given below to understand the color settings. See Figure 3.8.1 for reference.
@ Click Show Result ° button to show records based on the search filters.

Online 201 > Leaves > Leave Calendar
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Figure ONLN3.7 Leave Calendar
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Figure ONLN3.7.1 Leave Legend
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Online 201 - Reports

Online 201
4. Reports

4.1 Disciplinary Action Report
@ The Disciplinary Action Report' screen is the default landina page of the Manaaement Report module.
@ This screen displays all the Associate's disciplinary action record in tabular form.
@ The Disciplinary Action Report paqe is accessible via the Disciplinary Action Report button made available on the sidebar menu *°.
@ Search Filters” and Quick Search® are provided to search for a specific or group of data.
@ Violation Information* filters are provided to search for a specific or group of data.
@ Clicking the Show Result® button will initiate the search process.
@ Search results are displayed via the Search Result’ table. Search Search Count® will reflect the actual list count.
@ Export to CSV button’ is disabled when the Search Result table does not contain any data or when the search result is empty (Search Count: 0).
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Figure ONLN-4.1 Disciplinary Action Report

4.2 Manpower Report
@ This page displays a report on the current total manpower headcount (Active associates).
@ The Manpower Report page is accessible via the Manpower Report button made available on the sidebar menu'".

sciplinary Action Report
Newily Hired Associate Report

et e
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@ The Manpower Report' is displayed in tabular form.
@ Clicking the Export to CSV2 button will allow the user to export the generated report into CSV file format.
@ The Manpower Report is mainly divided three(3) different sections.
1. H as Per Employ Status®
2. (Headcount as Per) Per Gender*
3. (Headcount as Per) Per Position®
@ The Grand Total® (see Figure ONLN-4.2-C) displays the sum of each column under the Headcount as Per Employment status, Per Gender, and Headcount as Per Position s
@ The Percentage row’ (see Figure ONLN-4.2-C) computes the percentage of the sum of each column under the Headcount as Per Employment status, Per Gender, and Hear
Per Position sections.
@ The Total Per Employment Status® and Total Per Position® displays the sum of the column under Section
@ The Section' column displays all the active department and the sections under each department.

TsuRiden
TSUKIDEN GLOBAL SOLUTIONS, INCORPORATED
Unit 2102 21st Floor, One Corporate Center
Julia Vargas corner Meralco Avenue, Pasig City, 1605 Philippines

Tel. No. +632 6477-8474

Manpower Report
e 222000

Figure ONLN-4.2-C Manpower Report - Headcount as per position and Total per position column
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4.3 Training Report
@ This page displays all the trainings received by associates.
@ The Training Report page is accessible via the Training Report button made available on the sidebar menu'".
@ Search Filters' and Quick Search? are provided to search for a specific or group of data.
@ Date Filters® are also provided to search for a specific date range.
@ Training Information* filters are provided to search for a specific or group of data.

@ The Total Per Position ° option is provided to choose the type of report to display. Checking this checkbox displays the attendees, when unchecked, the report would display

of available training.(see Figure ONLN-4.3.B)
@ Clicking the Show Result® button will initiate the search process.
@ Export to CSV’ button is disabled when the Training Table does not contain any data or when the search result is empty (Search Count: 0).
@ Search results are displayed via the Training Table®. Search Search Count® will reflect the actual list count.
@ Pagination links' are provided for easy navigation on the search results. The pagination links are not displayed when the search result count is less than 10.
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4.4 Length of Service Report

@ This page displays the report on the length of service of each associate as per position.
@ The Length of Service Reporl1 page is accessible via the Length of Service Report button made available on the sidebar menu’.
@ Clicking the Export to CSV? button will allow the user to export the generated report into CSV file format.
@ The Length Of Service Report table is divided into 4 sections.
1. The Length of Service (LOS) in years® column displays the length of service in years.
2. Under the Position* columns are the count of associates within the specific length of service.
3. The Total® rowdisplays the total count of associates within a specific position.

4. The Total Per Position® displays the total count of associates within a specific length of service( in years ).
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4.5 Age Range Report

@ This page displays the Associate's age count per position report.
@ The Age Range Report' page is accessible via the Age Range Report button made available on the sidebar menu’.
@ Clicking the Export to CSV2 button will allow the user to export the generated report into CSV file format.

@ The Age Range Report table is divided into 4 sections.

1. The Age In Years® column displays the age range of associates
2. Under the Position® columns are the count of associates within the specific age range (see the age range value under the age in yrs column).
3. The Total® rowdisplays the total count of associates within a specific position.
4. The Total Per Age Range® displays the total count of associates within a specific age range.

Figure ONLN-4.4.A Length Of Service Report
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Figure ONLN-4.4.B Length Of Service Report - Total Per Position
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Figure ONLN-4.5.B Age Range Report - Total per position
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4.6 Resignation Rate Report
4.6.1 Resignation Rate Per Position Report
@ This page displays the Resignation Rate Report Per Position for the current fiscal year.
@ The Resignation Rate Per Position' page is ible via the Resi ion Rate Per Position button made available on the sidebar menu’.

@ Clicking the Export to CSV? button will allow the user to export the generated report into CSV file format.
@ The Resignation Rate Per Position Report is mainly divided four (4) different sections.
1. Section / Department ®  : This row displays the active department and section.

2. Position* : This displays the active positions.
3. Total Per Position® : This displays the total counts of resigned associate per Section/Department (see Figure ONLN-4.7.1.B)
4. Total® row : This displays the total counts of resigned associate per position.

@ The columns under each Position are the count of resignees per position’ under a specific Section. Blank cells are displayed if the count is zero(0).

@ The sum per department can be displayed on the Department®s row (see row with a lightgray background).
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Figure ONLN-4.6.1.B Resignation Rate Per Position Report - Total Per Position
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4.6.2 Fiscal Year Resignation Rate Report
@ This page displays the Resignation Rate Report for the current fiscal year.
@ The Fiscal Year Resignation Rate' page is accessible via the Fiscal Year Resignation Rate button made available on the sidebar menu™.
@ Clicking the Export to CSV? button will allow the user to export the generated report into CSV file format.
@ The Resignation Rate Per Position Report is mainly divided six(6) different sections.
1. Section / Department * : This row displays the active department and section.
2. Headcount (As of Fiscal Year)* : This column displays the headcount of each Section as of the start month of the Fiscal Year.

3. Months of the fiscal year® : This displays the months of the year.(If the fiscal year starts at April, the months would end at the month of March)
4. Total® : This column displays the total resignees per Section and Department
5. Resignation Rate’ : This column displays the percentage of the total count resignees per Section and Department

6. Fiscal Year Cumulative Table® : The Cumulative Total rows displays the accumulated resigned associate count per Fiscal Year month.
@ The Fiscal Year Cumulative Total Table is divided into three (3) different rows.

1. Total row® : This displays the sum of the resigned associates per Fiscal Year's month.

2. Cumulative Total row™ : This displays the accumulated resigned associate count per Fiscal Year 's month.

3. Percentage row '' : This displays the percentage of the total resignation rate associates per Fiscal Year's month.
@ The columns under each Months are the monthly counts of resignees' under a specific Section. Blank cells are displayed if the count is zero(0).
@ The sum of resignees per department can be displayed on the Department'®'s row (see row with a lightgray background).
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Figure ONLN-4.6.2.B Fiscal Year Resignation Rate Report - Fiscal Year Cumulative Total Taﬁle
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Figure ONLN-4.6.2.C Fiscal Year Resignation Rate Report - Fiscal Year Cumulative Total Table
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4.6.3 Yearly Comparison Report
@ This page displays the Compare Fiscal Year Resignation Rate Report. This report is a comparison of two(2) fiscal year resignation rate report.
@ The Comp Fiscal Year Resi ion Rate’ page is ible via the Comp: Fiscal Year Resignation Rate button made available on the sidebar menu'?
@ Clicking the Export to CSV? button will allow the user to export the generated report into CSV file format.
@ The Resignation Rate Per Position Report is mainly divided five(5) different sections.
1. Section / Department * : This row displays the active department and section.
2. Headcount(As of Fiscal Year: This column displays the headcount of each Section as of the start month of the two(2) Fiscal Year.
3. Months of the fiscal year® : This displays the months of the each fiscal year.(If the fiscal year starts at April, the months would end at the month of March)

4, Total® (column) : This column displays the total resignees per Section and Department

5. Resignation Rate’ : This column displays the percentage of the total count resignees per Section and Department per fiscal year
@ Total® (row) : This displays the sum of the resigned associates per Fiscal Year's month.

@ Fiscal Year’ : This indicates the fiscal year of the month being compared.

@ The columns under each Months are the monthly counts of resignees® under a specific Section. Blank cells are displayed if the count is zero(0).
@ The sum of resignees per department can be displayed on the Department'"'s row (see row with a lightgray background).
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Figure ONLN-4.6.3 Yearly Comparison Report

4.7 Newly Hired Associate Report

@ This page displays Newly Hired Associate Report.

@ The Newly Hired Associate Report' page is accessible via the Newly Hired Associate Report button made available on the sidebar menu®.

@ Date Filters® are provided to narrow the search to a specific date range.

@ Clicking the Display Result® button will activate the search process.

@ Clicking the Export to CSV* button will allow the user to export the generated report into CSV file format.

@ Search results are displayed via the Search Result’ table. Search Search Count® will reflect the actual list count.

@ Export to CSV button is disabled when the Search Result table does not contain any data or when the search result is empty (Search Count: 0).

@ Pagination links’ are provided for easy navigation on the search results. The pagination links are not displayed when the search result count is less than 10.
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Figure ONLN-4.7 Newly Hired Associate Report
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4.8 Separation Report

@ The Separation Reporl1 page is accessible via the Separation Report button made available on the sidebar menu’.

@ The Separation Report page provides a list of all associates according to Type of Separation *: Resigned, End of Contract, End of Probationary, Others(Death) and Terminat

@ Data filters? are provided to search for a specific set of records.

@ Search results are displayed via the Separation table. Search Count® will reflect the actual list count.
@ Clicking the Search?® button without providing search parameters for both Data Filter’ and Quick search® will display a dialog box prompting the user with the following mess

No Filter Options were selected.

SEPARATION REPORT

=
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I Project

=

Position

01

=1 T umployment status

=1 T civil status [

=l T Gender [

=1 T associate Name [

Separation Report

i Quick Search [
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By : First Mame, Last Name, Associate ID @ |

i\ Type of Separation

=@

P Effectivity Date From
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Bargez
0411008

] osoz0ss

DELA CRUZ. JEANNE REUA

Departmaent
BROD
RO
moo

82 80U

4.9 Overtime Report

Figure B 4.8 Separation Report

@ The Overtime Report page is accessible via the Overtime Report button made available on the sidebar menu’.

Please refer to Figure ONLN-3.1 Overtime History item 1

@ Data filters are provided to search for a specific set of records.

1. Shift' : Allows the user to generate report according to the TSPI defined Shift Schedules.
2. Application Status’: Allows the user to generate report according to available overtime application status defined.
3. From - To®: Allows the user to generate report according only to the start and end date selected.

@ Clicking the Generate Report‘ button will initiate the report generation process and displays the resulting report.
@ Clicking the Export to CSV® button will prompt the user with a File Download dialog box and allows the user to export then save the generated report into CSV file format.
@ Overtime Reporl6 table displays the statistics of associates who renders overtime per Status, Section, Department , Gender and Position.
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4.10 Associate Attendance Report
@ The Associate Attandance Report page is acce

ible via the

Figure B 4.9 Overtime Report

@ Data filters? are provided to search for a specific set of records.

@ Clicking the Generate AAR* button will initiate the report generation process and displays the resulting report in csv file.

@ Leave Type Filters ° is provided to specify desired search based on Leave type(s) selected.
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Online 201 - Search

Online 201
5. Perform Search
5.1 Perform Search on Biodata

@ Figure ONLN-5.1 Perform Search (Biodata) 2 shows the Perform Search on Biodata.
@ The Perform Search on Biodata is the default page of Search Sub-Module.
@ This page can be viewed using the following link:

1. Search™ link in Online201 drop down menu;

2. Search link on the Online201 2nd layer Menu

HOME ~ Onine201 - DIR ~  RAR - | Gatekeeper —

Welcome K Homs atures Announcements Control Panel

Home Owertime Leaves Reports ! Search

ontrol Panel

@ The Search Filters' can search for associates belonaina to specific Business Unit, department and Proiect, and of specific position.
@ The Quick Search?field can search for associates reaardless of their Business Unit. Department, Proiect and position. Checkina this will disable the previous set of filters.
If quick search checkbox is checked and quick search textbox is empty, " Quick search should not be blank " dialog box will be displayed.

@ Reaardless of the filters used above. the associates can be searched according to their status usina the Filter By® field.

@ The user can also choose only the fields he wants to see on the Search Result'® table by selecting the fields from the View Options® section.

@ The user also has the option to show or hide the View Options® section by clicking the View/Hide Option button*.

@ The Search® button will search for associates satisfving the conditions set usina the filters.

@ The Export to CSV’ button will download the search result as CSV file. This will only be enabled if there is/are search result/s. Upon clickina the Export to CSV7 button. a
Save File dialog box will appear.

@ The Export NAA to CSV® button will download the search result as CSV file containing the NAA records of the searched associates.
This will only be enabled if there is/are search result/s and if the user has an access rights. Upon clicking the Export NAA to CSV8 button, a Save File dialog box will appear.

@ The Search Count’ field displavs the number of records fetched after clickina the Search button.

@ The Search Result' table displavs the result of searched records based from the filters.

@ The Associate ID'" can be clicked to see the Biodata Information of the specific associate.

PERFORM SEARCH
! Perform Search On [BlomaTa Ay 12

L

§ T EBusiness Unit [--- = §

§ I pepartment [--- I~ §

§ ™ Project [--- = §°

§ I© Pposition [--- = §

| T shift [--- = §

: ]

| ¥ qQuick Search [manlasa By : First Name, Last Name, Associate ID : @

Filter By & =1 3@

I cCheck An @

Company Information Personal Information | Gowernment-Related Information  Contact Information Employment Information
¥ Assocists ID ¥ First Name [T sssno ™ Present Address ™ Record Status

™ Position ¥  Middie Mame [T PhiHealth Mo ™ Emergency Contact Person (ICE1) ™ Employment Status

™ Business Unit ¥ Last Name T PacBIG Mo ™ Contact Mo, (ICE1) ™ casusl Date Hirsd

T Department ™ mickname ™ T Mumber ™ Probationary Date Hired
™ Project ™ Birthaate T Tax code ™ Regularizstion Date
™ shitt ™ Gender T Date Resigned

™ Locker Mo, ™ Civil Status ™ Reason for Leaving
[T Mavable Drawsr Information I~ Academic Info

; ,
) Search | Exportto csv | Export Maato csv |

Search Result

oAssucia{e L[t i First Hame Middle Hame Last Hame ;l
i
|

’ ol

Figure ONLN-5.1 Perform Search (Biodata)
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5.2 Perform Search on Skills
@ Figure ONLN-5.2 Perform Search (Skills)” shows the Perform Search on Skills.
@ The Skill" dropdown list will displav the list of all skills of the associate in their biodata.
@ The Search? button will search for associates according to the chosen skill from the Skill combo box.
@This Export to CSV* button will download the search result as CSV file. This will just be enabled if there is/are search result/s.
Upon clicking the Export to CSV® button, a Save File dialoa box will appear.

@ The Paaination® dropdown list contains the number of records to be displaved in a page. This allows the user to navigate on the paaes of search result.

@ The Search Count’ field displavs the number of records fetched after clickina the Search button.
@ The Search Result® table displavs the result of searched records based from the filters.

PERFORM SEARCH

Perfarm Search On

o © ©

iSearrj Count: 12 match(es) i
I '

Search Result

Cougt Associate 1D First ame Lastname Business Unit Position SMlsl §
6 10001 admin admin Manager ADN Human Relauon.s: 100 i

2 10001 admin adrmin Manager ADN b

3 0000010 hresys hreys Warshouseman EMG Hurnan Relatiorls Manage

4 0909042 ROVENA ABABON Production Worker PROD Human Relatiors Manage

5 0508042 ROWENA ABABON Production Worker FROD PHP

[ OT01047 MARYANNE DAGPA Manager ADH Human Relatior}s Manage

T 0701047 MARY ANNE DAGPA Managsr ADH PHI

2 0907202 JOSEPHINE MANGUT Manager FROD Human Relatioris Manags

g 0907203 JOSEPHINE MANGUT Manager FROD PH|

10 090042 ROWENA ABABON Production: Worker PROD PH

il 0704008 MARS LUISA CORDERO Assiztant Managsr ADH Human Relations Manags

12 0704008 WARLS LUISA CORDERO Assistant Managsr ADH PHP

i | &

|

Figure ONLN-5.2 Perform Search (Skills)

5.3 Perform Search on Tools
@ The Tool Cateqory’ dropdown list will displav the list of all tools used by the associates in their biodata.
@ The Search? button will search for associates according to the chosen value from the Tool Cateaory combo box.
@ The Export to CSV® button will download the search result as CSV file. This will just be enabled if there is/are search result/s.
Upon clicking the Export to CSV® button, a Save File dialoa box will appear.
@ The Search Count” field displavs the number of records fetched after clicking the Search button.
@ The Search Result® table displavs the result of searched records based from the filters.

PERFORM SEARCH

Perform Search On | Tools |

)
1
)

i
|

Search Result

| Count Associate 1D First Name Last name Business Unit Position Tool Name |
3 ki 0704008 MARLA LUISA CORDERQ ADM Assistant Manager Toolname 3 i
' H
| 2 0408008 RENATO ARNOLD LIMSON PROD Assistant Manager Toolname3 |
! :
1 3 0111001 MARIA BELLA LAYRIT ENG Assistant Manager Tool name 3 3
< i | a

Figure ONLN-5.3 Perform Search (Tools)
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5.4 Perform Search on Project
@ Figure ONLN-5.4 Perform Search (Projects)° shows the Perform Search on Project.

@ Associates can be searched according to their project involvement usina the Filters' . This can be by Proiect Name. Module Name and/or Role Assianment.

@ The Search? button will search for associates according to the set parameters in the filters.

@ The Export to CSV® button will download the search result as CSV file. This will just be enabled if there is/are search result/s.
Upon clicking the Export to CSV® button, a Save File dialoa box will appear.

@ The Search Count” field displavs the number of records fetched after clickina the Search button.

@ The Search Result® table displavs the result of searched records based from the filters.

PERFORM SEARCH

Perform Search On | PROJECT

3 Project Name | DENOMN M@

H:‘ Module Name

H:‘ Role A

Export to C5V

ESearch Count: 1 match(es)@

Search Result Y5

0
iCount Agsociate ID First Name Last name Position Business Unit Project Hame Module Name Status Role Assignment
:

i
H| 0111002 Hito=hi Kawabata PROD Senior Manager DEMON Audio/Video Regulars Design Engineer

Figure ONLN-5.4 Perform Search (Projects)
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6. Control Panel

6.1 Biodata Maintenance
6.1.1 User Maintenance
o Figure ONLN- 6.1.1 User Maintenance shows the User Maintenance screen.
e This can be viewed by clicking the Biodata Maintenance link from the Online201 - Control Panel Menu'.
 The Add Record' button will open the User Maintenance screen for registration of new system user. (see Fiqure ONLN- 6.1.1.1)
o The Associate Search’ is a set of search filters for associates based from their Business Unit. Department. Proiect and position.
 The Quick Search® field can search for associates reqardless of their Business Unit. Department, Proiect and position. Selectina it will disable the previous set of filters
If quick search checkbox is checked and quick search textbox is empty, "Quick search should not be blank" dialog box will be displayed when performing a search operation
o The Displav Result* button will aenerate search results for the associates according to the search filter used.
When the Display Result* button is clicked without using any of the Associate Search® filter,
the system will display "No Records Fetched : No Filter Options were selected." dialog box.
 The Search Count® field displavs the number of records fetched after clickina the Search button.
 The Search Result® table displays the result of searched records based from the used filters.
o Clickina the Checkbox” in Role Assianment column will enable the Role® dropdown list. This is used to chanae the system user level of specific associate.
o Newly registered users are assigned a default Standard User role.
 User accounts can be deleted by clicking the Delete® link in Delete Account column. With this action. the user can no lonaer log to the svstem
When the Delete® link is clicked, the system will display a "Are you sure you want to delete this?" dialog box.
e The Update"’ button will carry out the changes made in the record. This will be enabled if there are search results returned from the search operation.

i eneres | e o e o e

Associate Status Maintenance
NAA Type Maintenance
Nationality Maintenance

chool Level Maintenance | ___AddRecord__| @

Religion Maintenance

Add Associate Record

Tool Category Maintenance 02  UserMaintenance

Business Unit Maintenance ! [ Business Unit 2ND BUSINESS UNIT I Project |
= '
Department Maintenance = o = =l I position =
Project Maintenance
Position Maintenance i :
1 7 Quick search [ By £ FRSENE M ARt NS TS AZOCISEETD |

Role Maintenance

Shift Maintenance

Search Result

Bt Associate 1D First Hame Lastllame  Business Unit Position o7 Bl 08 2 et Roun =

1 a7 Hitoshi Kawekala  2nd Business Unit Asst. Gen. Marnager | : Manager Delste

2 04115 danice: Dividing 2nd Business Unt  Senior Design Engineer : ] : HR Superuser Delete

3 04116 Desxter Tausa 2nd Business Uit Jr. Eng. Supervisor i jm] 3 HR Superuser Delete

4 oz Jeanne Biuin 2nd Business Unit ur.Eng. Superviser 1 7 Officers Delete

5 ns169 Richeile Joy Parte 2nd Business Unit ar. Eng. Supervisor | 7} officers Detete

s os1a0 Ranoloh bominga  2nd Business Lnt o Eng. Supervisor | Otficers Detete

7 08243 Mary Joy EsfiroE 2ndBusiness Ut Senior Design Engineer | [ 3 Officers Delete

s 07295 Reloh Lavrence Arcaya  2nd Busiess Unt Design Engineer 1 | [ | Standord User Deets

a 07310 seriter Babaran | 2nd Business Uni Design Engineer 1 | [ | Standard User Setete !
e e —— . T

ck on the check box to change the role assi for a specific

Figure ONLN- 6.1.1 User Maintenance
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6.1.1.1 Add Associate Record

o Figure ONLN- 6.1.1 User Maintenance (Add Record) shows the Add Associate Record screen.

e This screen enables registration of new users. This requires basic personal and company information.

o Enter Associate ID of the user in the Associate ID' field.

o Enter Username and Domain in the Assianed Username and Domain® fields. The username will be used to loqin to the system while the domain is usec

for mailing purposes.

o Select a Department from the Business Unit® dropdown list. The options can be manaaed on the Department Maintenance screen

o Select a Section in the Department* dropdown list. The options can be manaaed on the Department Maintenance screen

o Select a Project from the Proiect® dropdown list. The options can be manaaed on the Project Maintenance screen

o Select a Position from the Position® dropdown list.

o Set the Status of the associate from the Status’ dropdown list. This can be Reaular, Proiect Emplovee. OJT, Probationarv, Casual and more

o The options can be managed on the Associate Status Maintenance screen.

o Select the Hiring date of the Associate usina the Date Hired® field.

o Assian shift schedule to the associate by selectina from the Shift? dropdown list. The options can be manaded on the Shift Maintenance screen

o Provide password in the Password"® fields. This will be used for loaaing in to the system

o Provide basic personal Information in the Basic Information Details"" section.

o The Submit™ button saves a record from the details provided above.

. When the Submit® button is clicked with the Associate ID' field left blank, the system will display an "Associate ID should not be blank" dialog box.

. When the Submit® button is clicked with the Assigned Username and Domain? field left blank, the system will display an"Associate ID should not be blank" dialog box.

. When the Submit® button is clicked with the Business Unit® field left blank, the system will display an"Department should not be blank™ dialog box.

. When the Submit® button is clicked with the Position® field left blank, the system will display an"Position should not be blank™ dialog.

. When the Submit® button is clicked with the Status” field left blank, the system will display an"Associate ID should not be blank™ dialog box.

. When the Submit® button is clicked with the Date Hired® field left blank, the system will display an"Date Hired should not be blank™ dialog box.

. When the Submit® button is clicked with the Shift® field left blank, the system will display an "Shift should not be blank" dialog box.

. When the Submit® button is clicked with the Password ™ field left blank, the system will display an"Password should not be blank" dialog box.

. When the Submit® button is clicked with the Confirm Password ' field left blank, the system will display an"Confirm Password should not be blank" dialog box.
10. When the Submit® button is clicked with the First Name'” field left blank, the system will display an "Blank Textfield: First Name should not be blank" dialog box.
16. When the Submit3 button is clicked with the Middle Name11 field left blank, the system will display an Middle Name should not be blank" dialog box.

12. When the Submit® button is clicked with the Last Name" field left blank, the system will display an "Last Name should not be blank" dialog box.

13. When the Submit® button is clicked with the Date of Birth'" field left blank, the system will display an "Date of Birth should not be blank" dialog box.
14. When the Submit® button is clicked with the Gender'" field left blank, the system will display an "Gender should not be blank" dialog box.

15. When the Submit® button is clicked with the Civil Status'" field left blank, the system will display an "Civil Status should not be blank" dialog box.

 The Cancel™ button ignores the previously provided data and will direct the screen to User Maintenance.

Clicking the Cancel™ button will display a "Canceling the present operation will discard all your changes. Are you sure you really want to cancel?' dialog box.

o | Clicking the Cancel™ button will display a "Canceling the present operation will discard all your changes. Are you sure you really want to cancel?' dialog box.
dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the
current screen.

14 N e T N
15__ User Maintenance Add Associate Record

Associate Status Maintenance

®NOOO A WN

©

NAA Type Maintenance Add Company Information
Nationality Maintenance !
= | *Associate ID [ i 01
«chool Level Maintenance
[T — | *Assigned Username and Domain | [@PRIVATE COM = @
Tool Category Maintenanc !
T iuseriune - = @
Business Unit Maintenance
- ! Department [Ee =l
Department Maintenance ; ,
Project Maintenance f-_Erafect [ = Y @
Position Maintenance | *pasition [== =l @
Role Maintenance ; ]
|_*Status [rEGULAE. =l 0
‘Shift Maintenance .
|_*Date Hired [ = @
| *shift = IC- @
;
| *Password [ i Q
| *Confirm Password [ H

14 Basic Information Details
|
! *First Name

*Middle Name

*Last name

*Date of Birth

[
[
*Nickname [
[
[
[

*Civil Status

Note: Items with * need to be filled up. 0 e

Figure ONLN- 6.1.1.1 Add Associate Record
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6.1.2 A iate Status Mai

6.1.2.1 Add Associate Status
@ Figure ONLN-6.1.2.1 A iate Status Mai 1ance (Add A i ) shows the Add Associate Status screen.
® This can be viewed by clicking the Biodata Maintenance from the Control Panel Menu®.
Click the Associate Status Maintenance from the Sidebar Menu®.
@ New Associate Status can be added on this screen. This will be reflected as options of associate status when adding new associate record in User Maintenance.
@ Enter Associate Status Name in the Name' field. This should not be empty.
@ Enter description of the status in the Description®. This field is optional.
@ The Save® button will add the new associate status.
Upon clickina the Save® button with the Name' left blank, the system will displav "Blank Textfield: Name should not be blank." dialoa box.
@ The Details* table displavs the list of previously saved records.
@ A specific associate status can be edited. Clicking the Edit’ link will show the Edit Associate Status screen.
@ Associate Status can also be deleted. Clickina the Delete® button will delete the record. When an associate status is in use. it cannot be deleted.
Upon clickina the Delete® link, the system will display a messaae 'Are vou sure vou want to delete this?".
@ If the user clicks any other links/buttons on the Control Panel Menu®, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?

This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain ¢

current screen.

08 Biodata Maintenance Training Maintenance Overtime Maintenance Label Maintenance
09 SUsechasvenance. Associate Status Maintenance
~ssociate Status Maintenance

R/ TYPC MoNIERCE Add Associate Status
L —
max.:40 characters

‘chool Level Maintenance
Religion Maintenance

Tool Category Maintenance
(o2 ]

Hame Description

10401 Regular 3
10202 Prokationary 4
10403 Casual 5
10404 Project Employee &
10405 ot 7
10407 Gen s
10208 Active 1
10208 Inactive z

Figure ONLN- 6.1.2.1 Associate Status Maintenance (Add Associate Status)

6.1.2.2 Edit Associate Status
e Figure ONLN-6.1.2.2 A iate Status Mai 1ce (Edit A iate Status) shows the Edit Associate Status screen.
e An existing associate status can be edited. Clicking the record's corresponding "Edit" link will show this screen.
o Chanae associate status name in the Name' field. This should not be empty.
o Change associate status description in the Description” field.

 The Undate® button will save the chanaes made.
1. Upon clicking the Update3 button, the system will display the message "Record has been successfully saved." on a dialog box.

2. When the Undate® button is clicked with the Name' left blank, the system will display "Blank Textfield: Name should not be blank." messaae dialoa.
e |If the user clicks any other links/buttons on the Control Panel Menu*, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?

This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain ¢
current screen.

04 Biodata Maintenance Training Maintenance e — Label Maintenance
05 ERissWamiiscs Associate Status Maintenance

Associate Status Maintenance
NAA Type Maintenance
T —
«chool Level Maintenance

- ]
Religion Maintenance | *Name @‘ Regularsl ‘ max, :40 characters |
Tool Category Maintenance

Business Unit Maintenance

Department Maintenance Description

‘
‘
‘
it :
Project Maintenance i
‘

Position Maintenance

Role Maintenance

Shift Maintenance

Figure ONLN- 6.1.2.2 Associate Status Maintenance (Edit Associate Status)
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6.1.3 NAA Type Maintenance

6.1.3.1 Add NAA Type
o Figure ONLN- 6.1.3.1 NAA Type Maintenance (Add NAA Type Maintenance) shows the Add NAA Type Maintenance screen.
o This can be viewed by clickina the Biodata Maintenance link from the (Fiaure ONLN- 6.1.1)Control Panel Menu®.
Click the NAA Type Maintenance from the Sidebar Menu’.
o New NAA Type Maintenance can be added on this screen. This will be reflected as options of NAA status when adding new NAA record in Notice of Associate Action.
o Enter NAA Tvpe in the Name' field. This should not be empty.
o Enter description of the status in the Descrintion?. This field is optional.
 The Save® button will add the new associate status.
Upon clickina the Save® button with the Name' left blank. the svstem will displav "Blank Textfield: Name should not be blank." dialoa.
o The Details* table displavs the list of previously saved records.
o A specific NAA Type can be edited. Clicking the Edit” link will show the Edit NAA Tvbe Maintenance screen
o NAA Type can also be deleted. Clickina the Delete® link will delete the record.
Upon clickina the Delete® link. the system will displav 'Are vou sure vou want to delete this?" messaqe dialog.
e |If the user clicks any other links/buttons on the Control Panel Menu®, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain ¢
current screen.

8  Biodata Maintenance B — Overtime Maintenance Label Maintenance

Associate Status Maintenance

o

NAA Type Maintenance

09 NAA Type Maintenance

Add NAA Type

Nationality Maintenance |
:

School Level Maintenance 0 @ =
Religion Maintenance |
i
i
i

Rax.. 40 characters

Tool Category Maintenance

Business Unit Maintenance

Department Maintenance
Project Maintenance

Details
] Hame Description Edit [Delete
15101 Cazual Casual Edit | Delete
15102 our out Edt |Delete
15103 Proiect Employes Projsct Employment Edit |Delete
15104 Resignation Resigned Edit |Delete
15105 Termination Terminated Edit |Delete
15108 EOC (Cortract) EOC Edit | Delete
15107 EOP (End of Probationary) EoP Edt | Delete
15108 Probationary Probationary Edit |Delete 1
15109 Regulatization Regular Edit | Delete
15110 Annual Evalustion Annual Evaluation Edit |Delete
15111 Promotion 2 Edit |Delete
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Figure ONLN- 6.1.3.1 NAA Type Maintenance (Add NAA Type Maintenance)

6.1.3.2 Edit NAA Type
e Figure ONLN- 6.1.3.2 NAA Type Maintenance (Edit NAA Type) shows the Edit NAA Type screen.
e An existing associate status can be edited. Clicking the record's corresponding "Edit" link will show this screen.
 Chanae associate status name in the Name' field. This should not be empty.
o Change associate status description in the Description” field.
 The Undate® button will save the chanaes made.
1. Upon clicking the Update3 button, the system will display the "Record has been successfully saved." dialog.
2. When the Undate® button is clicked with the Name' left blank, the svstem will display "Blank Textfield: Name should not be blank." dialoq.
e When the User clicked on other pages, the system will display "Leave Edit Mode: Are you sure you want to leave Edit Mode? This will discard all your changes" dialog.
e |If the user clicks any other links/buttons on the Control Panel Menu*, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain ¢
current screen.
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Figure ONLN- 6.1.3.2 NAA Type Maintenance (Edit NAA Type Maintenance)
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6.1.4 Nationality Maintenance

6.1.4.1 Add Nationality

o Figure ONLN- 6.4.1 Nationality Maintenance (Add Nationality) shows the Add Nationality screen.

o This can be viewed by clicking the Biodata Maintenance from the Control Panel Menu®. Click the Nationality Maintenance from the Sidebar Mend’.

o New Nationality can be added on this screen. This will be reflected as options of nationality in Personal Information.

o Enter Nationality Name in the Name' field. This should not be empty.

o Enter description of the nationality in the Description? field. This field is optional.

 The Save® button will add the new nationality
Upon clicking the Save® button with the Name' left blank, the system will display "Blank Textfield: Name should not be blank." dialog.

o The Details* table displavs the list of previously saved nationality.

o A specific nationality can be edited. Clicking the Edit’ link will show the Edit Nationality Name screen

o Nationalities can also be deleted. Clickina the Delete® link will delete the record. Upon clicking the Delete® link, the svstem will displav "Are vou sure vou want to delete this?" dial

e |If the user clicks any other links/buttons on the Control Panel Menu®, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.

[P rryre— TR MR e WA Labet Matonance

Associate Status Maintenance

NAA Type Maintenance Add Nationality
09 Mationa max.:40 characters |

School Level M:

Tool Category Maintenance
Business Unit Maintenance
Department Maintenance

Project Maintenance

Position Maintenance

]
&

—— ‘ 0 Name Description ! =1

[ s martenance B s e o | o
| 10502 Japanese-Hihon-jin HiA | !

' 10503 American heA 1 bl

: 10504 Chinese ! Edrl Delete | :

&
v

Figure ONLN- 6.1.4.1 Nationality Maintenance (Add Nationality,

6.1.4.2 Edit Nationality
e Figure ONLN- 6.1.4.2 Nationality Maintenance (Edit Nationality) shows the Edit Nationality screen
e An existing nationality can be edited. Clicking the record's corresponding "Edit" link will show this screen.
 Chanae nationality name in the Name' field. This should not be empty.
 Chanae nationality description in the Description® field.
o The Undate® button will save the chanaes made.
1. Upon clicking the Update3 button, the system will display the "Record has been successfully saved." dialog.

2. When the Undate® button is clicked with the Name' left blank., the system will display 'Name should not be blank." dialoa.
e |If the user clicks any other links/buttons on the Control Panel Menu*, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?

This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.
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6.1.5 School Level Maintenance

6.1.5.1 Add School Level

o Figure ONLN- 6.1.5.1 School Level Maintenance (Add School Level) shows the Add School Level screen.

o This can be viewed by clickina the Biodata Maintenance from the Control Panel Menu®.
Click the School Level Maintenance from the Sidebar Menu®.

o New school level can be added on this screen. This will be reflected as options when filling up Academic Information.

o Enter School Level Name in the Name' field. This should not be empty.

o Enter description of the school level in the Description? field. This field is optional.

 The Save® button will add the school level.
- Upon clickina the Save® button with the Name' left blank. the svstem will display "Blank Textfield: Name should not be blank." dialog.

o The Details* table displavs the list of previously saved records.

o A specific school level can be edited. Clickina the Edit’ link will show the Edit School Level screen.

o School Level can also be deleted. Clickina the Delete® link will delete the record.
- Upon clickina the Delete® link, the svstem will displav 'Are vou sure vou want to delete this?" dialoa.

e |If the user clicks any other links/buttons on the Control Panel Menu®, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain ¢
current screen.
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Figure ONLN- 6.1.5.1 School Level Maintenance (Add School Level)

6.1.5.2 Edit School Level

e Figure ONLN- 6.1.5.2 School Level Maintenance (Edit School Level) shows the Edit School Level screen.

e An existing school level can be edited. Clicking the record's corresponding "Edit" link will show this screen.

 Chanae school level name in the Name' field. This should not be empty.

o Chanae school level description in the Description? field.

 The Undate® button will save the chanaes made.
1. Upon clicking the Update3 button, the system will display the "Record has been successfully saved." dialog.
2. When the Undate® button is clicked with the Name' left blank, the svstem will display "Blank Textfield: Name should not be blank." dialoq.

e If the user clicks any other links/buttons on the Control Panel Menu*, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain ¢
current screen.
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Figure ONLN- 6.1.5.2 School Level Maintenance (Edit School Level)
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6.1.6 Religion Maintenance

6.1.6.1 Add Religion

e Figure ONLN- 6.1.6.1 Religion Mai 1ance (Add Religion) shows the Add Religion screen.
o This can be viewed by clickina the Biodata Maintenance from the Control Panel Menu®.
Click the Religion Mair from the Sidebar Menu®.

e New religion can be added on this screen. This will be reflected as options when providing religion in Personal Information.
o Enter Religion Name in the Name' field. This should not be emptv.
o Enter description of the religion in the Descrintion? field. This field is optional.
 The Save® button will add the reliaion.
- Upon clickina the Save® button with the Name' left blank. the svstem will display "Blank Textfield: Name should not be blank." dialog.
o The Details* table displavs the list of previously saved records.
o A specific religion can be edited. Clicking the Edit” link will show the Edit Religion screen
o Religion can also be deleted. Clickina the Delete® link will delete the record.
- Upon clickina the Delete® link, the svstem will displav 'Are vou sure vou want to delete this?" dialoa.
e |If the user clicks any other links/buttons on the Control Panel Menu®, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?

This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain ¢

current screen.
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Figure ONLN- 6.1.6.1 Religion Maintenance (Add Religion)

6.1.6.2 Edit Religion

e Figure ONLN- 6.1.6.2 Religion Mai 1ance (Edit Religion) shows the Edit Religion screen.
® An existing religion can be edited. Clicking the record's corresponding "Edit" link will show this screen.
o Chanae religion name in the Name' field. This should not be emptv.
 Chanae religion description in the Description? field.
 The Undate® button will save the chanaes made.
1. Upon clicking the Update3 button, the system will display the "Record has been successfully saved." dialog.
2. When the Undate® button is clicked with the Name' left blank, the svstem will display "Blank Textfield: Name should not be blank." dialoq.
e |If the user clicks any other links/buttons on the Control Panel Menu*, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?

This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain ¢

current screen.
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6.1.7 Tool Category Maintenance

6.1.7.1 Add Tool Category

e Figure ONLN- 6.1.7.1 Tool Category Mair (Add Tool Category) shows the Add Tool Category screen.

o This can be viewed by clickina the Biodata Maintenance from the Control Panel Menu®.

Click the Tool Maintenance from the Sidebar Menu®.

e New tool category can be added on this screen. This will be reflected as options when filling up Skills Information.

o Enter tool cateqory Name in the Name' field. This should not be emptv.

o Enter description of the tool cateqorv in the Description? field. This field is optional.

 The Save® button will add the tool cateqory.

- Upon clickina the Save® button with the Name' left blank. the svstem will display "Blank Textfield: Name should not be blank." dialog.

o The Details* table displavs the list of previously saved records.

o A specific tool cateqory can be edited. Clicking the Edit® link will show the Edit School Level screen.

o Tool Category can also be deleted. Clicking the Delete® link will delete the record.
- Upon clickina the Delete® link, the svstem will display 'Are vou sure vou want to delete this?

dialoa.

e |If the user clicks any other links/buttons on the Control Panel Menu®, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain ¢

current screen.
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Figure ONLN- 6.1.7.1 Tool Category Maintenance (Add Tool Category)

6.1.7.2 Edit Tool Category

e Figure ONLN- 6.1.7.2 Tool Category Maintenance (Edit Tool Category) shows the Edit Tool Category screen.
e An existing tool category can be edited. Clicking the record's corresponding "Edit" link will show this screen.

 Chanae tool cateqory name in the Name' field. This should not be emptv.
 Chanae tool cateqory description in the Description? field.
 The Undate® button will save the chanaes made.

1. Upon clicking the Update3 button, the system will display the "Record has been successfully saved." dialog.

2. When the Undate® button is clicked with the Name' left blank, the svstem will displav "Blank Textfield: Name should not be blank." dialoq.
e If the user clicks any other links/buttons on the Control Panel Menu®, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?

This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.

If "No", the screen will remain on the current screen.
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6.1.8 Business Unit Maintenance

Business Unit Maintenance screen enables the user to add, update and delete department records. These department records are used for Filtering the

search results throughout the system.

6.1.8.1 Add Business Unit

o This can be viewed by clickina the Biodata Maintenance from the Control Panel Menu®.

Click the Busi Unit Mair from the Sidebar Menu®.

o In order to add a Business Unit record, click the Save® button. Upon clicking the Save® button, the following fields with an (*) asterisk should be filled up

Business Unit Name' input box accepts an input with a max length of 40-characters for the name of the business unit.
A dialog box with the error message: "Name should not be blank." will be displayed if the Department Name input box is blank.
o If the Business Unit Record has been successfully saved, a dialog box with message:"Record has been successfully saved." will be displayed.

« Business Unit Description” input box accepts input for additional information for the department

o Details Table” displays the list of previously saved Business Unit records.
o A specific Department record can be edited by clicking the Edit’ link. This will show the Edit Business Unit screen.

Please refer to Figure ONLN- 6.1.8.2 Business Unit Maintenance (Edit Business Unit)
o Department record can also be deleted. Clicking the Delete® link will prompt a dialog box with the message:'Are you sure you want to delete this?

on

to confirm the

deletion of the record. If the user wants to proceed with the deletion of the record, Business Unit record will be deleted. Otherwise, the deletion will be cancelled.
e If the user clicks any other links/buttons on the Control Panel Menu®, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.

If "No", the screen will remain on the current screen.
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Figure ONLN- 6.1.8.1 Business Unit Maintenance (Add Business Unit)

6.1.8.2 Edit Business Unit

o In order to update a Business Unit record, click the Update® button. Upon clicking the Update® button, the following fields with an (*) asterisk should be filled up
Business Unit Name' input box accepts an input with a max length of 40-characters for the name of the Business Unit.
A dialog box with the error message:"Name should not be blank." will be displayed if the Business Unit Name input box is blank.
o If the Department Record has been successfully updated, a dialog box with the message "Record has been successfully saved. " will be displayed.
© Business Unit Description? input box accepts input for additional information for the Business Unit.
e If the user clicks any other links/buttons on the Control Panel Menu*, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.

If "No", the screen will remain on the current screen.
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6.1.9 Department Maintenance

Department Maintenance screen enables the user to add, update and delete section records. These section records are used for Filtering the search results throughout the system.

6.1.9.1 Add Business Unit
o This can be viewed by clicking the Biodata Maintenance from the Control Panel Menu®. Click the Business Unit Maintenance from the Sidebar Menu'.
o In order to add a Department record, click the Save” button. Upon clicking the Save® button, the following fields with an (*) asterisk should be filled up
-Business Unit Name' input box accepts an input with a max length of 40-characters for the name of the section.
A dialog box with the error message:"Name should not be blank." will be displayed if the Department Name input box is blank.
-Business Unit’ combo box field holds the information in which Business Unit the Deparment belongs to. An error message with the error
message:"Business Unit should not be blank." will be displayed if the field is blank.
o If the Department Record has been successfully saved, a dialog box with the message:"Record has been successfully saved." will be displayed.
o Business Unit Description” input box accepts input for additional information for the Business Unit.
 Details Table® displays the list of previously saved section records.
A specific Department record can be edited by clicking the Edit® link. This will show the Edit Business Unit screen.
Please refer to Figure ONLN- 6.1.9.2 Department Maintenance (Edit Department)
 Project record can also be deleted. Clicking the Delete’ link will prompt a dialog box with the message: 'Are you sure you want to delete this?" to confirm

the deletion of the record. If the user wants to proceed with the deletion of the record, Project record will be deleted. Otherwise, the deletion will be cancelled.

e If the user clicks any other links/buttons on the Control Panel Menu®, Sidebar Menu'® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.
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Figure ONLN- 6.1.9.1 Department Maintenance (Add Department)

6.1.9.2 Edit Department
o In order to update a Department record, click the Update* button. Upon clicking the Update* button, the following fields with an (*) asterisk should be filled up
1. Department Name' input box accepts an input with a max length of 40-characters for the name of the section.
A dialog box with the error message:"Name should not be blank." will be displayed if the Section Name input box is blank.
2. Business Unit’ combo box field holds the information in which Department the Section belonas to. An error message:'Department should not be blank."
will be displayed if the field is blank.
o If the Department Record has been successfully updated, a dialog box with the message:"Record has been successfully saved. " will be displayed.
« Department Description? input box accepts input for additional information for the Section.
e If the user clicks any other links/buttons on the Control Panel Menu’®, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.
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Figure ONLN- 6.1.9.2 Department Maintenance (Edit Department)

MyHR Buddy User's Manual
©2011 Tsukiden Global Solutions, Inc

Page 61



@ Document No. TGSI-2BU-1DPT-HRONLSYS-00000-2011-UGL-000-02
MyHR Buddy System
Rev. No 000-02
TSUKIDEN GLOBAL SOLUTIONS, INC. HRONLSYS Approved By: Reviewed By: Prepared By:
i i User's Manual TGSI -S. Baldovino TGSI -R. Escolar TGS! J. Mocorro -
Tsukiden Global Solutions, Inc Dividina
Online 201 - Control panel

6.1.10 Project Maintenance

Project Maintenance screen enables the user to add, update and delete Project records. These Project records are used for Filtering the search results
throughout the system.

6.1.10.1 Add Project
o This can be viewed by clickina the Biodata Maintenance from the Control Panel Menu'®. Click the Proiect Maintenance from the Sidebar Menu'".
o In order to add a Project record, click the Save® button. Upon clicking the Save5 button, the following fields with an (*) asterisk should be filled up
-Project Name' input box accepts an input with a max length of 40-characters for the name of the Project.
A dialog box with the error message:"Name should not be blank." will be displayed if the Project Name input box is blank.

-Business Unit’ combo box field holds the information in which Department the Project belongs to. An error message: Department should not be blank."
will be displayed if the field is blank.
o If the Project Record has been successfully saved, a dialog box with the message "Record has been successfully saved." will be displayed.
 Project Description” input box accepts input for additional information for the Project.
o Department’ combo box accepts input for the information in which Department* the Project belongs to.
 Details Table® displays the list of previously saved Project records.
A specific Project record can be edited by clicking the Edit’ link. This will show the Edit Project screen.
Please refer to Figure ONLN- 6.1.10.2 Project Maintenance (Edit Project)
 Project record can also be deleted. Clicking the Delete® link will prompt a dialog box with the message 'Are you sure you want to delete this?" to confirm
the deletion of the record. If the user wants to proceed with the deletion of the record, Project record will be deleted. Otherwise, the deletion will be cancelled.
e |If the user clicks any other links/buttons on the Control Panel Menu', Sidebar Menu'" or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.
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Figure ONLN- 6.1.10.1 Project Maintenance (Add Project)

6.1.10.2 Edit Project
o In order to update a Project record, click the Update® button. Upon clicking the Update® button, the following fields with an (*) asterisk should be filled up
1. Project Name' input box accepts an input with a max length of 40-characters for the name of the Project.
A dialog box with the error message:"Name should not be blank." will be displayed if the Project Name input box is blank.
2. Business Unit® combo box field holds the information in which Department the Project belongs to. An error message: Department should not be blank."
will be displayed if the field is blank.
o If the Project Record has been successfully updated, a dialog box with the message:"Record has been successfully saved. " will be displayed.
 Project Description? input box accepts input for additional information for the Project.
e Department combo box accepts input for the information in which Department” the Project belongs to.
e |If the user clicks any other links/buttons on the Control Panel Menu®, Sidebar Menu’ or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.
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Figure ONLN- 6.1.10.2 Project Maintenance (Edit Project)
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6.1.11 Position Maintenance

Position Maintenance screen enables the user to add, update and delete Position records. These Position records are used for Filtering the search results

throughout the system.

6.1.11.1 Add Position

o This can be viewed by clickina the Biodata Maintenance from the Control Panel Menu'®. Click the Position Maintenance from the Sidebar Menu'".

o In order to add a Position record, click the Save® button. Upon clicking the Save5 button, the following fields with an (*) asterisk should be filled up
-Postion Name' input box accepts an input with a max length of 40-characters for the name of the Project.

A dialog box with the error message:"Name should not be blank." will be displayed if the Project Name input box is blank.

o If the Postion Record has been successfully saved, a dialog box with the message "Record has been successfully saved." will be displayed.

 Position Description® input box accepts input for additional information for the Project.

o Details Table® displays the list of previously saved Project records.

A specific Project record can be edited by clicking the Edit’ link. This will show the Edit Postion screen.
Please refer to Figure ONLN- 6.1.10.2 Postion Maintenance (Edit Project)

e Position record can also be deleted. Clicking the Delete® link will prompt a dialog box with the message 'Are you sure you want to delete this?" to confirm

the deletion of the record. If the user wants to proceed with the deletion of the record, Project record will be deleted. Otherwise, the deletion will be cancelled.
e |If the user clicks any other links/buttons on the Control Panel Menu', Sidebar Menu'" or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.

If "No", the screen will remain on the current screen.
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6.1.11.2 Edit Position

o In order to update a Position record, click the Update® button. Upon clicking the Update® button, the following fields with an (*) asterisk should be filled up

1. Postion Name' input box accepts an input with a max length of 40-characters for the name of the Position.

A dialog box with the error message:"Name should not be blank." will be displayed if the Position Name input box is blank.
o |f the Position Record has been successfully updated, a dialog box with the message:"Record has been successfully saved." will be displayed.
 Position Description? input box accepts input for additional information for the Position.
e If the user clicks any other links/buttons on the Control Panel Menu®, Sidebar Menu’ or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.

If "No", the screen will remain on the current screen.
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6.1.13 Role Maintenance
Role Maintenance screen enables the user to add, update and delete role records. These role records determines the type of user and the pages the user
type can access.

6.1.13.1 Add Role
o This can be viewed by clicking the Biodata Maintenance from the Control Panel Menu'. Click the Role Maintenance from the Sidebar Menu™.
o In order to add a role record, click the Save® button. Upon clicking the Save® button, the following fields with an (*) asterisk should be filled up
Role Name' input box accepts an input with a max length of 40-characters for the name of the role.
A dialog box with the error message "Name should not be blank." will be displayed if the Role Name input box is blank.
o If the Role Record has been successfully saved, a dialog box with the message "Record has been successfully saved." will be displayed.
e Role Dt-:scriptimn2 input box accepts input for additional information for the role.
 Details Table” displays the list of previously saved department records.
A specific Role record can be edited by clicking the Edit® link. This will show the Edit Role screen. Please refer to Figure ONLN- 6.1.11.2 Role Maintenance (Edit Role)
e In order to update the role record, click the Update”’ button. Upon clicking the Update'° button, the changes made will be updated on the
Manage Access Rights®, Status’, Overtime Approval Rights® and Leave Approval Rights®
o Manage Access Rights® checkbox determines whether the user is allowed to modify the access rights for different types of users.
o Status’ checkbox determines whether the user role is Active
© Overtime Approval Rights® checkbox determines whether the user role can approve Overtime applications in the Pre Approval, Approval and Final Approval sections.
o Leave Approval Rights® checkbox determines whether the user role can approve Leave applications in the Pre Approval, Approval and Final Approval sections.
e The Export to csv'" button will export the searched records in CSV file format. This will be enabled if there is/are search result/s.
o If the user clicks any other links/buttons on the Control Panel Menu'?, Sidebar Menu'® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.
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Figure ONLN- 6.1.13.1 Role Maintenance (Add Role)

6.1.13.2 Edit Role
o In order to update a role record, click the Update® button. Upon clicking the Update® button, the following fields with an (*) asterisk should be filled up
Role Name' input box accepts an input with a max length of 40-characters for the name of the role.
A dialog box with the error message: "Name should not be blank." will be displayed if the Role Name input box is blank.
o If the Role Record has been successfully updated, a dialog box with the message 'Record has been successfully saved." will be displayed.
e Role Description2 input box accepts input for additional information for the role.
e If the user clicks any other links/buttons on the Control Panel Menu*, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.
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Figure ONLN- 6.1.11.2 Role Maintenance (Edit Role)
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6.1.14 Shift Maintenance
Shift Maintenance screen enables the user to add, update and delete shift records. These shift records are used for Filtering the search results throughout the system.

6.1.14.1 Add Shift
e This can be viewed by clicking the Biodata Maintenance from the Control Panel Menu'®. Click the Shift Maintenance from the Sidebar Menu'”.
o In order to add a shift record, click the Add'? button. Upon clicking the Add'? button, the following fields with an (*) asterisk should be filled up
-Shift Name' input box which accepts an input with a max length of 40-characters for the name of the shift.
A dialog box with the error message:"Shift Name should not be blank." will be displayed if the Shift Name input box is blank.
-Shift Description? input box which accepts an input with a max length of 40-characters for the description of the shift.
A dialog box message:"Shift Description should not be blank." will be displayed if the Shift Description input box is blank.
-Minimum OT Req3 input box which accepts numerical input for the least number of hours for an overtime to be considered.
Input of non-numerical value will prompt the user an error message: '"Minimum OT Req invalid entry "
A dialog box with the error message "Minimum OT Req should not be blank " will be displayed if the Minimum OT Req input box is blank.
-AM Late* input box for late Time In in the morning.
A dialog box with the error message "AM Late should not be blank." will be displayed if the AM Late input box is blank.
-PM Late® input box for late Time In in the afternoon.
A dialog box with the error message "PM Late should not be blank." will be displayed if the PM Late input box is blank.
-AM Log Start® input box for the start time in the morning shift where in the employee is required to report for wort
A dialog box with the error message "AM Log Start should not be blank." will be displayed if the AM Log Start input box is blank.
-PM Log Start’ input box for the start time in the afternoon shift where in the employee is required to report for work
A dialog box with the error message "PM Log Start should not be blank." will be displayed if the PM Log Start input box is blank.
-Official Time-In® input box for the official time-in for shift.
A dialog box with the error message "Official Time In should not be blank " will be displayed if the Official Time In input box is blank.
-Official Time-Out® input box for the official time-out for the shift. The time-out should have an (8) eight work hours difference from the Official Time-It
A dialog box with the error message "Official Time Out should not be blank " will be displayed if the PM Log Start input box is blank.
-Normal Hours Work'® input box which accepts numerical input for the total number of hours an employee is expected to work in a day.
Input of non-numerical value will prompt the user an error message: 'Normal Hours Work invalid entry".
A dialog box with the error message "Normal Hours Work should not be blank." will be displayed if the Minimum OT Req input box is blank.
-Minimum Hours Work'’ input box which accepts numerical input for the least number of hours an employee can report to work in a day.
Input of non-numerical value will prompt the user an error message:'Minimum Hours Work invalid entry."
A dialog box with the error message "Minimum Hours Work should not be blank." will be displayed if the Minimum OT Req input box is blank.
o If the Shift Record has been successfully added, a dialog box with the message 'Record has been successfully saved." will be displayed.
o Shift Details Table' displays the list of previously saved shift records.
A specific Shift record can be edited by clicking the Edit'* link. This will show the Edit Shift screen.
Please refer to Figure ONLN- 6.12.2 Shift Maintenance (Edit Shift)
o Shift record can also be deleted. Clicking the Delete' link will prompt a dialog box with the message: 'Are you sure you want to delete this?" to confirm the
deletion of the record. If the user wants to proceed with the deletion of the record, Shift record will be deleted. Otherwise, the deletion will be cancelled.
o The Export to CSV'® button will export the searched records in CSV file format. This will be enabled if there is/are search result/s.
e If the user clicks any other links/buttons on the Control Panel Menu'®, Sidebar Menu'” or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.
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Figure ONLN- 6.1.12.1 Shift Maintenance (Add Shift)
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Figure ONLN- 6.1.12.1.1 Shift Details
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6.1.14.2 Edit Shift

o In order to update a shift record, click the Update'? button. Upon clicking the Update'? button, the following fields with an (*) asterisk should be filled up
-Shift Name' input box which accepts an input with a max length of 40-characters for the name of the shift.
A dialog box with the error message:"Shift Name should not be blank." will be displayed if the Shift Name input box is blank.
-Shift Descriptionz input box which accepts an input with a max length of 40-characters for the description of the shift.
A dialog box message:"Shift Description should not be blank." will be displayed if the Shift Description input box is blank.
-Minimum OT Req® input box which accepts numerical input for the least number of hours for an overtime to be considered.
Input of non-numerical value will prompt the user an error message: 'Minimum OT Req invalid entry "
A dialog box with the error message "Minimum OT Req should not be blank " will be displayed if the Minimum OT Req input box is blank.

-AM Late* input box for late Time In in the morning.

A dialog box with the error message "AM Late should not be blank." will be displayed if the AM Late input box is blank.

-PM Late® input box for late Time In in the afternoon.

A dialog box with the error message "PM Late should not be blank." will be displayed if the PM Late input box is blank.
-AM Log Start’® input box for the start time in the morning shift where in the employee is required to report for work
A dialog box with the error message "AM Log Start should not be blank." will be displayed if the AM Log Start input box is blank.
-PM Log Start’ input box for the start time in the afternoon shift where in the employee is required to report for work
A dialog box with the error message "PM Log Start should not be blank." will be displayed if the PM Log Start input box is blank.

-Official Time-In® input box for the official time-in for shift.

A dialog box with the error message "Official Time In should not be blank " will be displayed if the Official Time In input box is blank.

-Official Time-Out® input box for the official time-out for the shift. The time-out should have an (8) eight work hours difference from the Official Time-Ir
A dialog box with the error message "Official Time Out should not be blank " will be displayed if the PM Log Start input box is blank.

-Normal Hours Work'® input box which accepts numerical input for the total number of hours an employee is expected to work in a day.
Input of non-numerical value will prompt the user an error message: 'Normal Hours Work invalid entry".
A dialog box with the error message "Normal Hours Work should not be blank." will be displayed if the Minimum OT Req input box is blank.

-Minimum Hours Work'" input box which accepts numerical input for the least number of hours an employee can report to work in a day.
Input of non-numerical value will prompt the user an error message:'Minimum Hours Work invalid entry."
A dialog box with the error message "Minimum Hours Work should not be blank." will be displayed if the Minimum OT Req input box is blank.

o |f the Shift Record has been successfully updated, a dialog box with the message: 'Record has been successfully saved.

'will be displayed.

e |If the user clicks any other links/buttons on the Control Panel Menu'™, Sidebar Menu' or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.

If "No", the screen will remain on the current screen.
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Figure ONLN- 6.1.12.2 Shift Maintenance (Edit Shift)
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6.2 Training Maintenance

6.2.1 Training Provider Maintenance
6.2.1.1 Add Training Provider
e This can be viewed by clicking the Training Maintenance from the Control Panel Menu®.
Click the Training Provider Maintenance from the Sidebar Menu®.
® Figure ONLN- 6.2.1.1 Training Provider Maintenance (Add Training Provider) shows the Add Training Provider Maintenance screen.
o New training provider can be added on this screen. This will be reflected as options when filling up Training Information
e Enter training outfit name in the Name' field. This should not be empty.
e Enter description of the training outfit in the Descripticm2 field. This field is optional.
o The Save® button will add the training outfit.
- Upon clicking the Save® button with the Name' left blank, the system will display "Blank Textfield: Name should not be blank." dialog box.
© The Details* table displays the list of previously saved records.
o A specific training provider can be edited. Clicking the Edit® link will show the Edit Training Provider screen
e Training Provider can also be deleted. Clicking the Delete® button will delete the record.
- Upon clicking the Delete® link, the system will display 'Are you sure you want to delete this?" dialog box.

e When the User clicked on other pages, the system will display "Leave Edit Mode: Are you sure you want to leave Edit Mode? This will discard all your changes" dialog box.

e The Export to CSV’ button will export the searched records in CSV file format. This will be enabled if there is/are search result/s.

e If the user clicks any other links/buttons on the Control Panel Menu®, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.
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Figure ONLN- 6.2.1.1 Training Outfit Maintenance (Add Training Outfit)
6.2.1.2 Edit Training Provider

e Figure ONLN- 6.2.1.2 Training Provider Maintenance (Edit Training Provider) shows the Edit Training Provider screen.
e An existing training provider can be edited. Clicking the record's corresponding "Edit" link will show this screen.
© Change training outfit name in the Name' field. This should not be empty.
e Change training outfit description in the Descripticm2 field.
© The Update® button will save the changes made.
1. Upon clicking the Update3 button, the system will display the "Record has been successfully saved." dialog box.
2. When the Update® button is clicked with the Name' left blank, the system will display "Blank Textfield: Name should not be blank." dialog box.
e If the user clicks any other links/buttons on the Control Panel Menu*, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.
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Figure ONLN- 6.2.1.2 Training Provider Maintenance (Edit Training Provider)
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6.2.2 Training Maintenance

6.2.2.1 Add New Training Information

o Figure ONLN- 6.2.2.1 Training Maintenance (Add New Training Event) shows the Add New Training Event Screen.

e This can be viewed by clicking the Training Maintenance from the Control Panel Menu. Click the Training Maintenance from the Sidebar Mend'®.

e New training events can be added from this screen. This will be reflected as options when conducting training.

o Enter the Training Code6. This field is optional.

e Enter the Training Name?. This field should not be empty.

o Select the Training TypeaA This field should not be empty.

o Add button® will add the created training to the list.
1. When the user doesn't provide a Training Name? and clicks on the Add” button, the "Training Title should not be blank" dialog will appear.
2. When the user doesn't provide a Training Type® and clicks on the Add* button, the "Training Type should not be blank" dialog will appear.
3. Once saving is successful, the "Record has been successfully saved" dialog will appear .

o Clear button® will cancel the creation of a new training record.

 Enter training name on the Training Title/Name® textbox .

o Click the Search button’ to display the searched training.

 Training Details table® displays the list of previously saved trainings.

e Training Events can also be viewed. Clicking the View link on the events column will show the View Training Event Screen

o Trainers for a specific training can be viewed. Clicking the View® link on the trainers column will show the View Trainers Screen

e Each training information can be edited. Clicking the Edit"" link will show the Edit Training Information Screen

 Each training information can also be deleted. Clicking the Delete link will delete the record.

e The Export to csV"® button will export the searched records in CSV file format. This will be enabled if there is/are search result/s.

o If the user clicks any other links/buttons on the Control Panel Menu', Sidebar Menu'® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.
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wa 2 InHouse Acquired | View 11 View! | Eofi Deietd
A Joumney to Excellence Training In-House Acquired | View | | View! 1 Edii O
Basic Syringe InHouse Acquired | View 1 1 View! | Edli Deletd
Blister Packaging Machine Operation Training InHouse Acquired | View | ! View! | Edft Deeta
Blister Sorting Inspection Training In-House Acquired | View | | Wiew| | Eoli Deietd
CarryMaterial Handler Training In-House Acquired | View | | Wiew! | Eoli Deieta
Cartoning/Carry Training In-House Acquired | View | | View| | Edl Delete
Colar Assembly Machine Operation Training In-House Acquired | View | 1 View! | Edft Deietd
General Production Guideline In-House Acquired | View | | View| ! Edil Dekete
Hub Refillr, On-line Inspection, Jig Take-Out/Return Training In-House Acquired | View ! 1 Wiew! | Eofi Deietd
Inspection Feeder Machine Operation Training In-House Acquired L _ Vieve | L _View! I-Edk. Delek

Figure ONLN- 6.2.2.1 Training Maintenance (Add New Training Information)

6.2.2.2 Edit Training Information

o Figure ONLN- 2.2.2 Training Maintenance (Edit Training Information) shows the Edit Training Information Screen.

e An existing training can be edited. Clicking the record's corresponding "Edit" link will show this screen.

o Change the Training Code®. This field is optional.

e Change the Training Name?. This field should not be empty.

o Change the Training Type®. This field should not be empty.

e Update button* will save the changes made.
1. When the user doesn't provide a Training Name? and clicks on the Update* button, the "Training Title should not be blank" dialog box will appear.
2. When the user doesn't provide a Training Type3 and clicks on the Update button®, the "Training Type should not be blank" dialog box will appear.
3. Once saving is successful, the "Record has been successfully saved" dialog box will appear .

o Clear button® will clear Training Code textbox, Training Title/Name textbox and Training Type combobox

e If the user clicks any other links/buttons on the Control Panel Menu®, Sidebar Menu’ or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.

Er— — pep—
Training Maintenance

06 Biodata Maintenance

Training Provider Maintenance

Training Maintenance

01 Information
raining Code [ | e 20 cheracters |
raining Title/Name [ | mase.: 100 characters |
raining Type IN-HOUSE ACOUIRED vli

Note: Items with * need to be filled up.

Figure ONLN- 6.2.2.2 Training Maintenance (Edit Training Information)
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6.2.2.3 View Trainer List

o Figure ONLN- 6.2.2.3 Training Maintenance (View Trainer List) shows View Trainer List Screen.

e Trainers are displayed on the page. Clicking the training record's corresponding "View" link in the Trainers column will show this screen.
e Training Information area’ shows the information about the training event. It displays the training code, training name and training title
o Trainers Details* table displays the trainers assigned to the training.

o Add Internal Trainer button? will add internal trainers to the selected training. Add Internal Trainer screen will appear once clicked

o Add External Trainer button® will add external trainers to the selected training. Add External Trainer screen will appear once clicked

o Remove Trainer button® will remove the trainer from the training's trainer list.

o Close button® will close the screen.

update Trainer List
=

Training Code 01

|
i
i
Oracle ]
i
'

f
i
| Training Title/Name
|
:

Training Type External Acquired

° Add Internal Trainer § Add External Trainer | 3
[ 0

earch Counts: 1 match(es)
4 Trainer Details

Trainer Hame Reference Record Date Qualified Expiration Date

ABARENTOS, ROEL PO 04-Mar-2010 04-Mar-2010

&l m

Figure ONLN- 6.2.2.3 Training Maintenance (View Trainer List)

6.2.2.4 Add Internal Trainer

® Figure ONLN- 6.2.2.4 Training Maintenance (Add Internal Trainer) shows Add Internal Trainer Screen.

e Internal Trainers can be added to the specific training's trainers. Clicking the Add Internal trainer button in the view trainer screen will show this screen.

e Training Information area' shows the information about the training information. It displays the training code, training name and training titie
o Choose Date Qualified?. This serves as the trainer's start date of effectivity as a trainer. This field should not be blank.

o Choose Expiration Date®. This serves as the trainer's end date of effectivity as a trainer. This field should not be blank.

o Enter Reference Record®. This will point to the trainers record as a trainer. This field is optional

o Enter Remarks®. This field is optional.

e The Business Unit, Department, Project Position and Associate Name drop downs are thefilters® used for searching Trainers.

e The user has an option to search by Associate name or Associate ID by using Target Associate Quick Search’.

© Show Result button® will enable the user to search for the list of Associates. The list of associates displayed can be added as trainers.

1. If the user provided an expiration date higher than the date qualified, the 'Date Range From should not be greater than Date Range Tc" dialog box will appear.

2. Once saving is successful, the "Record has been successfully saved" dialog will appear .
. Pagination” allows the user to navigate on the pages of search result.
© Search Result table displays the result of searched records based on the filters.
o Add Trainer button'' adds the associate as trainer FOR the selected training.
o Close button'? will close the screen. The screen will be redirected to the View Trainer List Screen

Training Information
[ 1 JE 5

Oracle

External Acquired |

~ Date Qualified 04-mMar-2010 )

o Reference Record '
6 Remarks :

Trainer Search Filters
G Department | ADM ~] [ position

i
:
[J status ]
;
i

f
|1 section
] Team
°I:I Quick Search By : First Name, Last Name, Associate ID i
5 ) §
Search Counts: 164 match(es) °| 50 [»] 1 2 3 4 Next
P ssociate o R — S e 0 ””””” e {=
3 10008 NO NAME ADM A i Add Trainer ]
: 123 212 apm HRIGEN AFFARS | Add Trainer 1
3 111112 aaa ADM CORPORATE STRATEGY OFFICE || Add Trainer 1
i 2888 aaaaaaaaa, TESTAA TESTAA ADM ACCOUNTING
§ oz1115s ABAD, RONALD CAMADDU apm WAREHDUSE (Logistics) m_
i ososoos ABARENTOS, ROEL IPO aom waReHOUSE (Logistics) TR
i 2009042 ABE, RONALDO NAVIDAD ADM oJT m
3 0502011 ACEROM, ARNOLD BON ADM HR/GEN AFFAIRS | Add Trainer 1

Figure ONLN- 6.2.2.4 Training Maintenance (Add Internal Trainer)
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6.2.2.5 Add External Trainer

e Figure ONLN- 6.2.2.5 Training Maintenance (Add External Trainer) shows Add External Trainer Screen.
e External Trainers can be added for a training. Clicking the Add External trainer button in the view trainer screen will show this screen.

o Enter Trainer's Name®. This fi

o Choose Date Qualified?. This serves as the trainer's start date of effectivity as a trainer. This field should not be blank.

eld is optional.

o Choose Expiration Date®. This serves as the trainer's end date of effectivity as a trainer. This field should not be blank.

 Enter Reference Record®. This will point to the trainer's record as a trainer. This field is optional

© Enter Remarks®. This field is optional.

© Save Trainer button® adds the associate as trainer in the selected training.
1. If the user provided an expiration date higher than the date qualified, the 'Date Range From should not be greater than Date Range Tc" dialog box will appear.

2. Once saving is successful, The "Record has been successfully saved" dialog will appear .

 Cancel button’ will cancel the adding process. The screen will be redirected to the View Trainer List Screen

o Close button® will close the screen. The screen will be redirected to the View Trainer List Screen

Add new External r

| Name

| Date Qualified

[04-mMar-2010

| Expiration Date

[o2-Mar-zo10

Reference Record

Remarks

Training Events

Training Code

Training Title/Name

Training Type

Figure ONLN- 6.2.2.5 Training Maintenance (Add External Trainer)

Training Information
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sked.

Training Event List

Search Counts: Tmatch(es) _______________ L __________________________

d

d :
! Count Reference Ho. Revision No. Participants Training Name Inclusive Date From Inclusih |
d :
i O L
' 1 12 12 G \ 01-Mar-2010 [T
d e :
. :

=l il &
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6.2.2.7 Add Training Events

o Figure ONLN- 6.2.2.7 Training Maintenance (Add Training Events) shows the add Training Events screen.
o Enter the reference number in the Reference Number' field. This should not be empty.
o Enter the revision number in the Revision Number field. This should not be empty.
o The training Information such as The Training Code, Training Title/Name, and Training Typefields® are automatically displayed.
o Enter the Training Venue in the Training Venue* field. This should not be empty.
o Enter the Training Inclusive Date From and To in the Date® fields. These should not be empty.
o Select a training outfit from the Training Outfit® dropdown list. This field is optional
o Enter the Training Duration hours in the Training Duration” field. This should not be empty.
o Enter the Training Cost in the Training Cost® field. This field is optional.
o Enter the Training Binding Contract in the Training Binding Contract® field. This field is optional.
o Enter other notes in the Other® field. This field is optional. This serves as the remarks for the training event being added
o Select/deselect trainer/s from the Available Trainer''/Selected Trainer' list by clicking the >/<'® button.
o Select/deselect trainer/s from the Available Trainer''/Selected Trainer list by clicking the >>/<<'* button.
o Clicking the Add Event' button will save the details provided above as a new record.
1. Once saving is successful, The "Record has been successfully saved" dialog will appear .
. If the user did not provide a reference number, the "Reference number should not be blank" dialog will appear.
. If the user did not provide a revision number, the "Revision number should not be blank" dialog will appear.
. If the user did not provide a training venue, the "Training Venue should not be blank" dialog will appear.
. If the user did not provide a Training Duration, the "Training Duration should not be blank" dialog will appear.

2
3
4
5

6. If the user provides an inclusive date to higher than the inclusive date from, the "Date Range From should not be greater than Date Range Tc" dialog box will appear.

o Clicking the Cancel® button will ianore the details provided above.
- The "Are you sure you want to cancel?" dialog will appear, click OK to proceed.
o Training Event List'” are displaved on tabular form.
o Participants'® can be added by clicking the Add button under the Participants column on the List of training events table
o Clicking the Close' button will close the popup page.

Training Information

Reference Number I I
Revision Number | |

Training Code o1

|Training Title/Name Oracle

i
Training Type External Acquired

]

Training Venue [ !
=]
Inclusive Date (From) |04-mar-2010 JHy

| * Inclusive Date (To)

|[oa-mar-2010 |

Training Outfit = ~

Training Duration (Hours) [ |

08 :

raining Cost [ |!

(B aining Binding Contract [ I

U others [ i

Available Trainer List Selected Trainer

[0505001] ABARIENTOS, ROEL IPO

Training Event List

Inclusive Date From

01-Mar-2010 01N

(&
-4

|~

Figure ONLN- 6.2.2.7 Training Maintenance (View Training Events)
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6.2.2.8 Add Participants

® To activate this page, Click "Admin" on the Sidebar Menu or "Admin" link on the 2nd layer menu to will redirect on the Admin Page.

Then click Configuration Maintenance link on Sidebar Menu to redirect on Configuration Maintenance page, then click on Training Maintenance link.

Under Training List table in column "Events," click "View" link. Window for training information will pop then click "Add Event" button.

Then on Add Event List Table under participants column click "Add" button, the Add Participants window will pop up.
e Training Information table shows information for a particular training. It displays the Training Code, Training Title Name and Training Type.
 Return to Training Events? redirect the users to Training Events page once clicked.

o Events Details ® table shows the Detailed Information about the Training. It displays the Reference Number, Revision Number, Training Name, Training Venue

Inclusive Date From and Inclusive Date To.

 Event Trainer Information* table displays the information about the Trainer(s).

o Participants® table shows the list of attendees for a particular training. Remove Participant button®
is used to remove an attendee(s) from a particular training

 Search Filters’ are provided to specify desired search data. This can be used to filter employees who can be participants in a particular training.

o Click Show Result button® to search for possible participants according to filters.

o ">"button is used to add particular employee as an attendee for a certain training

o "<"button is used to remove particular employee as an attendee from a certain training

© ">>" button'? is used to add all employee as attendees for a certain training

o "<<"button'® is used to remove all employee as attendees from a certain training

 Save button™ is use to save the changes of the Training Participants in a particular Training
- Once saving is successful, The "Record has been successfully saved" dialog will appear .

o Cancel button'® is used to cancel saving and cancel changes of the Training Participants in a particular Training.
- The "Are you sure you want to cancel?" dialog will appear, click OK to proceed

o Close button® is used to close the window for Add Training Participants.

g Information

f
| Training Code 01

| Training Title/Name Oracle

i

| Training Type External Acquired

i Reference Number 12

3 Revision Number 12

i Training Name Oracle

3 Training Venue aaz1a

i Inclusive Date From 01-Mar-2010
i Inclusive Date To 01-Mar-2010

Return to Training Events

Ewvent Trainer Information
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i

'
1
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[3 Participants ]
-~
Associate ID Associate Name Department e o Action : g
8858 Hernandez, Consuelo De Gracias ADM ACCOUNTING H  Remove Participant |}
¥ T
og111ss ABAD, RONALD CAMADDU ADM VWAREHOUSE (Logistics) ;ml
0sos001 ABARENTOS, ROEL IPQ ADM WAREHOUSE (Logistics) }mi
! :
2008042 ABE, RONALDO NAVIDAD ADM osT : !
! i
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6.3 Leave Maintenance

6.3.1 Leave Type Maintenance
Leave Type Maintenance screen enables the user to add, update and delete leave type records.
6.3.1.1 Add Leave Type
e This can be viewed by clicking the Leave Maintenance from the Control Panel Menu’. Click the Leave Type Maintenance from the Sidebar Ment®.
o In order to add a leave type record, click the Save® button. Upon clicking the Save® button, the following fields with an (*) asterisk should be filled up
Leave Type Name' input box accepts an input with a max length of 40-characters for the name of the leave type.
A dialog box with the error message "Name should not be blank" will be displayed if the Leave Type' Name input box is blank.
o If the Leave Type Record has been successfully saved, a dialog box with the message "Record has been successfully saved." will be displayed.
o Leave Type Description? input box accepts input for additional information for the Leave Type
o Details Table® displays the list of previously saved Leave Type records.
A specific Leave Type record can be edited by clicking the Edit® link. This will show the Edit Leave Type screen.
Please refer to Figure ONLN-6.3.1.1 Leave Type Maintenance (Edit Leave Type)
e Leave Type record can also be deleted. Clicking the Delete® link will prompt a dialog box with the message: 'Are you sure you want to delete this?" to confirm
the deletion of the record. If the user wants to proceed with the deletion of the record, Leave Type record will be deleted. Otherwise, the deletion will be cancelled
o |f the user clicks any other links/buttons on the Control Panel Menu’, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.

07 Biodata Maintenance Training Maintenance Overtime Maintenance Label Maintenance

08 | eave Type Maintenance LEAVE TYPE MAINTENANCE
Leave Reason Maintenance

Add Leave Type

*Name max.: 40 characters

Description

o
o)

Name Description Edit Delete
Vacatien VL Edtt Delete
Sick SL Edit Delete
Bersavement BLV Edit Dekete
Marriage MRLV Edit Deiete:
Paternity PTLV Edit Delete:
Naterity NTLY Edt Dekete
Change Rest Day Credit CRDC Edit Delete
Birthday BOLV Edit Delete:
Others. owv Edit Delete
Leave wio pay LwioP _Eat_ ! Dekte |
< |

Figure ONLN-6.3.1.1 Leave Type Maintenance (Add Leave Type)

6.3.1.2 Edit Leave Type

o In order to update a leave type record, click the Update® button. Upon clicking the Update® button, the following fields with an (*) asterisk should be filled up
Leave Type Name' input box accepts an input with a max length of 40-characters for the name of the leave type.
A dialog box with the error message: "Name should not be blank." will be displayed if the Leave Type Name' input box is blank.

o If the Leave Type Record has been successfully updated, a dialog box with the error message: 'Record has been successfully saved." will be displayed.

o Leave Type Description? input box accepts input for additional information for the Leave Type

o |f the user clicks any other links/buttons on the Control Panel Menu®*, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the
current screen.

P R —— Training Maintenance e C— Label Maintenance

LEAVE TYPE MAINTENANCE

a *Name [Vacation | max.: 40 characters '

VL

Description

Figure ONLN- 6.3.1.2 Leave Type Maintenance (Edit Leave Type)
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6.3.2 Leave Reason Maintenance

Leave Reason Maintenance screen enables the user to add, update and delete leave reason records.

6.3.2.1 Add Leave Reason
 This can be viewed by clicking the Leave Maintenance from the Control Panel Menu’.
Click the Leave Reason Maintenance from the Sidebar Menu®.
e In order to add a leave reason record, click the Save® button. Upon clicking the Save® button, the following fields with an (*) asterisk should be filled up
Leave Reason Name' input box accepts an input with a max length of 40-characters for the name of the leave reason.
A dialog box with the error message: "Name should not be blank." will be displayed if theLeave Reason' Name input box is blank.
e If the Leave Reason Record has been successfully saved, a dialog box with the message: "Record has been successfully saved. " will be displayed.
e Leave Reason Descriptir:m2 input box accepts input for additional information for the Leave Reason.
 Details Table* displays the list of previously saved Leave Reason records.
e A specific Leave Reason record can be edited by clicking the Edit® link. This will show the Edit Leave Reason screen.
Please refer to Figure ONLN-6.3.2.1 Leave Reason Maintenance (Edit Leave Reason)
o Leave Reason record can also be deleted. Clicking the Delete® link will prompt a dialog box with the message: 'Are you sure you want to delete this?"

to confirm the deletion of the record. If the user wants to proceed with the deletion of the record, Leave Reason record will be deleted. Otherwise
the deletion will be cancelled.

o |f the user clicks any other links/buttons on the Control Panel Menu’, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the
current screen.

7 ) Blodeta Mamenance rr— OREE RieE PrT—
Leave Type Maintenance LEAVE REASON MAINTENANCE

g _Leave Reason Maintenance
Add Leave Reason

:
a *Name [ | max.: 40 charscters !
a Leave Type [vacation ~|1

Hame Leave Type
School Errands Vacation Edit Delete
Bank Payments Vacation Edtt Deiete
Cold Sick Edit Delete
Cough Sick Edit
Flu Sick Edit
Family Wember Bereavement Edit Delete
Classmate Bereavement Edit Delete
Marriage Marriage Edit Delete
Take cars of Wite Patemity Edit Delete
Rest Waternity Edit Delete
Company Tour Official Business. Edit Delete
Client Tour Official Business. Edit Deete b

{53
|

Figure ONLN-6.3.2.1 Leave Reason Maintenance (Add Leave Reason)

6.3.2.2 Edit Leave Reason

o In order to update an leave reason record, click the Update® button. Upon clicking the Update® button, the following fields with an (*) asterisk should be filled up
Leave Reason Name' input box accepts an input with a max length of 40-characters for the name of the leave reason.
A dialog box with the error message:"Name should not be blank." will be displayed if the Leave Reason' Name input box is blank.

o If the Leave Reason Record has been successfully updated, a dialog box with the message 'Record has been successfully saved. " will be displayed.

o Leave Reason Description’ input box accepts input for additional information for the Leave Reason.

o |f the user clicks any other links/buttons on the Control Panel Menu®*, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.

If "No", the screen will remain on the current screen.

Y T — T — Overtime Maintenance Label Maintenance
L eave Type Maintenance
LEAVE REASON MAINTENAN
5 Leave Reason Mainienance
Edit Leave Reason

°Name |Bank Payments | max.: 40 characters |
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Figure ONLN-6.3.2.2 Leave Reason Maintenance (Edit Leave Reason)
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6.4 Overtime Maintenance
6.4.1 Overtime Type Maintenance
Overtime Type Maintenance screen enables the user to modify overtime type records.

6.4.1.1 Add Overtime Type
e This can be viewed by clicking the Overtime Maintenance from the Control Panel Menu’.
Click the Overtime Type Maintenance from the Sidebar Menu®.
o In order to add an overtime type record, click the Save® button. Upon clicking the Save® button, the following fields with an (*) asterisk should be filled up
Overtime Type Name' input box accepts an input with a max length of 40-characters for the name of the overtime type.
A dialog box with the error message: "Name should not be blank." will be displayed if the Overtime Type' Name input box is blank.
o If the Overtime Type Record has been successfully saved, a dialog box with the message "Record has been successfully saved." will be displayed.
o Overtime Type Description” input box accepts input for additional information for the Overtime Type.
 Details Table® displays the list of previously saved Overtime Type records.
A specific Overtime Type record can be edited by clicking the Edit’ link. This will show the Edit Overtime Type screen.
Please refer to Fiqure ONLN-6.4.1.2 Overtime Type Maintenance (Edit Overtime Type)
e Overtime Type record can also be deleted. Clicking the Delete® link will prompt a dialog box with the message:'Are you sure you want to delete this?" to
confirm the deletion of the record. If the user wants to proceed with the deletion of the record, Overtime Type record will be deleted
Otherwise, the deletion will be cancelled.
o If the user clicks any other links/buttons on the Control Panel Menu’, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.

7 | Plodata Maintenance e e Label Matnteriance

g EDSSe e o ——

OVERTIME TYPE MAINTENANCE
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Add Overtime Type
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Figure ONLN-6.4.1.1 Overtime Type Maintenance (Add Overtime Type)

6.4.1.2 Edit Overtime Type

o In order to update an overtime type record, click the Update® button. Upon clicking the Update® button, the following fields with an (*) asterisk should be filled up
Overtime Type Name' input box accepts an input with a max length of 40-characters for the name of the overtime type.

A dialog box with the error message "Name should not be blank." will be displayed if the Overtime Type' Name input box is blank.

o If the Overtime Type Record has been successfully updated, a dialog box with the message 'Record has been successfully saved." will be displayed.

o Overtime Type Description” input box accepts input for additional information for the Overtime Type.

o |f the user clicks any other links/buttons on the Control Panel Menu®*, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.

If "No", the screen will remain on the current screen.

Ny —— RN Label Mainmance

5 JatiEna bee Manianoncs OVERTIME TYPE MAINTENANCE
‘Overtime Purpose
Maintenance

Edit Overtime Type

Q *Name |Rest Day Overtime | masx.: 40 charscters '

Description

Figure ONLN-6.4.1.2 Overtime Type Maintenance (Edit Overtime Type)
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6.4.2 Overtime Purpose Maintenance
Overtime Purpose Maintenance screen enables the user to add, update and delete overtime purpose records.

6.4.2.1 Add Overtime Purpose
o This can be viewed by clicking the Overtime Maintenance from the Control Panel Menu’.
Click the Overtime Purpose Maintenance from the Sidebar Menu®.
o In order to add an overtime purpose record, click the Save® button. Upon clicking the Save® button, the following fields with an (*) asterisk should be filled up
Overtime Purpose Name' input box accepts an input with a max length of 40-characters for the name of the overtime purpose.
A dialog box with the error message "Name should not be blank." will be displayed if the Overtime Purpose' Name input box is blank.
o If the Overtime Purpose Record has been successfully saved, a dialog box with the message "Record has been successfully saved." will be displayed.
o Overtime Purpose Description” input box accepts input for additional information for the Overtime Purpose.
 Details Table® displays the list of previously saved Overtime Purpose records.
A specific Overtime Purpose record can be edited by clicking the Edit® link. This will show the Edit Overtime Purpose screen.
Please refer to Fiqure ONLN-1.1.3.2 Overtime Purpose Maintenance (Edit Overtime Purpose)
e Overtime Purpose record can also be deleted. Clicking the Delete® link will prompt a dialog box with the message:"Are you sure you want to delete this?" tc
confirm the deletion of the record. If the user wants to proceed with the deletion of the record, Overtime Purpose record will be deleted
Otherwise, the deletion will be cancelled.
o If the user clicks any other links/buttons on the Control Panel Menu’, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the
current screen.

e — Cr— O ——— [T—

Ovantine Tipe MalsSgwe OVERTIME PURPOSE MAINTENANCE
8 Overtime Purpose

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, ‘

Q.. ;

o ‘
‘

‘

‘

Description

ome bescrition O -

' ] H !
3 Overtime Purpose A wa Uoea | Dooese |
i Overtime Purpose B A i Edit 3 i Delste 3 :
1 Overtime Purpose C A, e | peets | '
| Overtime Purpose D NiA \ Edt | | Delete | 1
: Overtive Purpose & wa i Ew ] e i

A

|
Figure ONLN-6.4.2.1 Overtime Purpose Maintenance (Add Overtime Purpose)

6.4.2.2 Edit Overtime Purpose

o In order to update an overtime purpose record, click the Update® button. Upon clicking the Update® button, the following fields with an (*) asterisk

should be filled up: Overtime Purpose Name' input box accepts an input with a max length of 40-characters for the name of the overtime purpose.

A dialog box with the error message "Name should not be blank." will be displayed if the Overtime Purpose’ Name input box is blank.

o If the Overtime Purpose Record has been successfully updated, a dialog box with the message:"Record has been successfully saved." will be displayed.

o Overtime Purpose Description” input box accepts input for additional information for the Overtime Purpose.

o |f the user clicks any other links/buttons on the Control Panel Menu®*, Sidebar Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.

If "No", the screen will remain on the current screen.

OVERTIME PURPOSE MAINTENANCE

Overtime Purpose
5 Maintenance

Edit Overtime Purpose

Q *Name

Description

max.: 40 cheracters

Figure ONLN-6.4.2.2 Overtime Purpose Maintenance (Edit Overtime Purpose)
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6.5 Domain Maintenance

6.5.1 Add Domain Name

e This can be viewed by clicking the Domain Maintenance from the Control Panel Menu’.

e Figure ONLN-6.5.1 Domain Maintenance (Add Domain) shows the Domain addition screen.

o New domain can be added on this screen. This will be reflected as options of domain in Company Information

© Enter Domain Name in the Name' field. This should not be empty and should start with "@".

e Enter description of the domain in the Description? field. This field is optional.

 The Save® button will add the new domain
- Upon clicking the Save® button with the Name' left blank, the system will display "Blank Textfield: Name should not be blank." dialog.

o The Details* table displays the list of saved domain/s.

A specific domain can be edited. Clicking the Edit® link will show the Edit Domain Name screen.

o Domains can also be deleted. Clicking the Delete® button will delete the record.
- Upon clicking the Delete® link, the system will display 'Are you sure you want to delete this?" dialog.

o |f the user clicks any other links/buttons on the Control Panel Menu’ or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the
current screen.

Biodata Mainienance Training Maintenance Overtime Maintenance 7  Domain Maintenance Label Maintenance

DOMAIN MAINTENANCE

o *Name |

Description

Hame Description ° Edit !

i
@tsni com | Edt |
@tsukiden.co.ip =

Figure ONLN-6.5.1 Domain Maintenance (Add Domain)
6.5.2 Edit Domain Name

o Figure ONLN-6.5.2 Domain Maintenance (Edit Domain) shows the Edit Domain name screen.
e An existing domain can be edited. Clicking the record's corresponding "Edit" link will show this screen.
e Change domain name in Name' field. This should not be empty and should start with "@".
o Change domain description in the Description? field.
. Update3 button will save the changes made.
1. Upon clicking the Update® button, the system will display the "Record has been successfully saved." dialog.
2. When the Update3 button is clicked with the Name' left blank, the system will display "Blank Textfield: Name should not be blank." dialog.
o If the user clicks any other links/buttons on the Control Panel Menu® or outside this module, "Are you sure you want to leave Edit Mode?
This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode.
If "No", the screen will remain on the current screen.

Biodata Maintenance B — Overtime Maintenance 4  Domain Maintenance [T I —

DOMAIN MAINTENANCE

Edit Domain Name

(e

en.co.in | max.: 40 characters !

]
i
Description 3
:
:

Figure ONLN-6.5.2 Domain Maintenance (Edit Domain)
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Online 201 - Control panel

6.6 Label Maintenance

 The Label Maintenance page can be viewed by clicking the Label Maintenance from the Online201 - Control Panel Menu®.
e This page allows the user to Edit Labels from Online 201 Module. The user can only edit labels belonging to Online 201modules and also Add value to those labels
without default value.
e This feature can edit labels for Online 201 Module Labels:
- Common Labels
- Sub Menu Layer 1
- Sub Menu Layer 2
- Sub Menu Layer 3
o Filters' are provided to search for a specific group of Labels for a particular module.
o To edit all common labels, check Common? checkbox and click show result button to display on Details’ Table. Please refer to Figure ONLN-6.6 Label Maintenance
for more information.
o Clicking the Show Result* button will display selected search Labels (Common Labels/Not Common Labels) in theDetails” Table.
Please refer to Figure ONLN-6.6 Label Maintenance for more information.
e To restore all default labels of a particular module click the Set All Default® button.
o To activate edit mode, Check the Edit Checkbox® and rename/edit Resource Value column to selected label.
o Clicking the ApplyE button will save all the edited labels.
o To restore system default labels, click the Set Default® button.
o |f the user clicks any other links/buttons on the Control Panel Menu* or outside this module, "Are you sure you want to leave Edit Mode?

This will discard all your changes." dialog box will be displayed. If the user clicks "Yes", changes will not be saved and will leave the edit mode. If "No", the screen will remain on the

current screen.
Label Maintenance

°EI Sub Menu (1st Layer) SEARCH ~]

1] Sub Menu (2nd Layer) GROUP QUERY

i[]  Sub Menu (3rd Layer)

°EI Common ;

° P Resource Value Original Value Description &
|
o COMPLETE COMPLETE Gatekeeper Labels
| First Tap In Date First Tap in Date Gatekeeper Labels
'
0 Firsl T In Tams First Tap In Time Gatskssper Labsis 3
.| INCOMPLETE/Double Login INCOMPLETE/Double Login Gatskeeper Labeis
i
o INCOMPLETE/Double Logo... INCOMPLETE/Double Logo... Gatekesper Labels
i
o LastTap Out Date Last Tap Out Date Gatekseper Labeis
= Last Tap Out Time Last Tap Out Time Gatekeeper Labels
:
] Monitering Duration MonZoring Duration Gatekeeper Labels
i =] Search Detais Search Details. Gatekeeper Labels [s]
I I

Figure ONLN-6.6 Label Maintenance

MyHR Buddy User's Manual
©2011 Tsukiden Global Solutions, Inc

Page 78



P Document No. TGSI-2BU-1DPT-HRONLSYS-00000-2011-UGL-000-02
MyHR Buddy System
TSUKIDEN GLOBAL SOLUTIONS, INC. HRONLSYS Approved By: Reviewed By: Prepared By:

Tsukiden Global Solutions, Inc

DTR - Home

DTR - Daily Time Records

1. My DTR Logs - Home

@ The Home page of DTR Online.
@ This page can be viewed using the following link:
1. DTR™ link in first layer menu;
2. Home" link in DTR drop down menu;
@ My DTR (Daily Time Record) Logs page displays log records of associates according to the date specified. Each users can view their respective DTR logs and the functionality
to modify depends on the access rights assigned by the administrator. Only users with appropriate access rights to edit DTR logs can modify the records.
There are restrictions in editing the DTR logs namely:
1. Log records with future dates
2. Log records that are not part of the upcoming cut-off for payroll.
2. Dates have been locked for the DTR logs.
@ The user can view this page by clicking "Home" link on DTR Dropdown Main Menu.
@ DTR Records are edited by clicking the edit link present on each corresponding DTR record.
Note: Some of the records doesn't have an Edit? link. This is due to any following reasons:
- The record is locked to prevent it from saving
- The log record is archived data (marked as red)
- The log record is a future date.
@ The Information of Associate’ is displayed in order to identify the user being searched.
@ Date Filters® are provided for the users to set the desired dates to be searched. Quick search’ feature is also provided for keyword search on associate Ids and names.
Clicking the Search Associate® button will trigger the search process. Associate List" combo box displays the names of associate under his team.
@ Clicking Show Result® button lets the user view an associate log records while clicking Show Historical Logs6 button lets the user see DTR log history
along with the current log records display.
- When date range is invalid, "Date Range From should not be greater than Date Range To" message will be displayed.
@ Log Summary Table” will display the DTR logs based on the search performed. Records marked as black are for current log records while records in red are DTR log history.
@ Import from CSV ? button is used to upload Log Records from a CSV file. This is used for importing bulk data for DTR Logs.
After successfully importing a CSV file, a dialog box will be displayed.
- Click the "Browse" button and select the CSV file containing DTR Logs records to be uploaded. Click "Import" to begin the upload.
@ Export to CSV'® button lets you download Log Records to a CSV file. On "File Download" dialog box, the user can click "Open" to view file,
"Save" to save file or "Cancel" to cancel download.
@ Export to PDF'" button, like Export to CSV ? button, has the same functionality but lets you download Log Records to a PDF file instead of a CSV file.
On "File Download" dialog box, the user can press "Open" to view file, "Save" to save file or "Cancel" to cancel download.

DTR ONLINE LOGS 09 0 1

Bulk Action Import from CSY

Export to CS4 |1 Export to PDF |

NOTE
Please immediately inform HR if any of your log status is No Login or No Logout

Associate 1D 05542

Name Manlosa, Ma.Patricia Robles @
Position Desian Enginssr 10

Business Unit 2nd Business Unit

Department 2BU - 2nd Departrment

Project MA

shifting Schedule SEMI-FLEX DS

casual Date Hired )

Probationary Date S

Hired
Length of Service 2.4 year/s
Resignation Date [
7 ]
|| I associate List I--- = @
A H
! ¥ Quick Search [manlosa a@t Name, Last Name, Associate ID
:

@ : Search Associate I
:

Logs Summary
i

Display logs according to Date Range

.
| :
‘ i
| From [01-Mar-z011 £2:2: R
: i
| To [z1-mar-zo11 i
i :

Search Coun

31 match(es)

07 Logs Summary Table
e Day Date In Date Out Shift Actual Time In Actual TImE Out  Official Time In  Official Time Out Work Late Undertime HND oT  OTHD Tvpe Loa S(alllsli E

Tuesday 01 -Mar-2011  01-Mar-2011  SEMI-FLEX DS 05:48 AM 06:03 PM 09:00 &n 06:00 P 800 000 0.00 000 000 0.00 REG Complete 3
Wednesday 02-Mar-2011  02-Mar-2011  SEMI-FLEX DS 08:51 AM 06:20 PM 08:00 &n 06:15 PM 800 000 0.00 000 000 0.00 REG Complete 3
Thursday O3-Mar-2011  03-Mar-2011  SEMI-FLEX DS 05:52 A 06:27 P 03:00 &b 06:15 Phd .00 000 0.00 000 000 000 REG Complete h
Fricay — Od-War-2011  O4-Mar-2011  SEMIFLEX DS 22 o - sz 800 000 0.00 000 000 000 wL s
Saturcey  OS-Mar-2011  OS-Mar-2011  SEMLFLEX DS - - - - 000 000 0.00 000 000 000 RESTDAY 2 s
Sunday 06-Mar-2011  06-Mar-2011  SEMI-FLEX DS = e s =~ 000 000 0.00 000 D000 000 RESTDAY 2 (012 i
Monciay 07 -Mar-2011  07-Mar-2011  SEMI-FLEX DS 08:39 &AM 06:06 PM 08:45 &M 06:00 PM 800 000 0.00 000 000 0.00 REG Complete 3
Tuesday 05-Mar-2011  05-Mar-2011  SEMI-FLEX DS 08548 &AM 0617 PM 08:00 &r 06:15 PM 800 000 0.00 000 000 000 REG Complete 3
Wednesday 09-Mar-2011  0S-Mar-2011  SEMI-FLEX DS 0s:01 AM 05:43 PM 08:15 &n 05:45 P 800 000 0.00 000 000 0.00 REG Complete i
] Thursday 10-Mar-2011  10-Mar-2011  SEMI-FLEX DS 05:47 AM 08:10 PM 0S:00 &n 06:00 P 800 000 0.00 000 000 000 REG Complete 3
Friciany A1 -Mar-2011 11-Mar-2011  SEMI-FLEX DS 05:46 AM 06:09 PM 08:00 & 06:00 P 800 000 0.00 000 000 000 REG Complete 3

Z_l Saturday  12-htar-2011 - - - - - = 000 000 0.00 000 000 000 WEEKENDS hus L i i

“ »

Figure DTR-1.0 My DTR Logs
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DTR - Home

Home

Calendar Control Panel

DTR > Home
Figure DTR-1.0.1. DTR First Layer Menu

Home Reports

DTR > Home

DTR ONLINE LOG

Bullk Action

Figure DTR-1.0.2. DTR First Layer Dropdown Menu

1.1 Edit Log records

@ To view this page, Click the "Edit" link found on My DTR logs table.
@ This page lets the user update specific log record.
@ Associate Details Table' will display the details of an associate.

@ The user can edit log details by checking Shift?, Date/Time In®, Date Out* check boxes and select its corresponding values.

The user can also change or update associate record by Clicking Update® Button

saves the changes while clicking Cancel 7 button disregards the changes about to be made.
"Are you sure you want to leave Edit Mode? This will discard all your changes." message will be displayed to confirm cancel information.

1. If both Date/Time In® and Date Out*filters are used while the date range value is invalid, "Date From should not be greater than Date To." message will be displayed.
2. If Date/Time In® or Date Out" filters are used but the date range is a future date, "Date Pickers From and To should have values not greater

than the date today." message will be displayed.

3. After clicking Update® button and when the system detects an invalid record, " Record is not saved. Date given is not applicable to be saved.
Either there's already a record saved on that date or the date has been locked for saving." will be displayed informing that the user inputted an invalid record due
to the following: there is already a log record saved on that date or its is locked from being edited.

@ DELETE LOG RECORD?® button is used to delete DTR log record. After clicking the said button, A confirmation

dialog box will be displayed confirming if the user wants to continue the said process.

@ MARK AS ABSENT button is used to convert the DTR log record as absent. After clicking the said button, A confirmation dialog box will be

displayed confirming if the user wants to continue the said process.

@ MARK AS PRESENT" button is used to convert the DTR log record as present. After clicking the said button, A confirmation dialog box will be

displayed confirming if the user wants to continue the said process.

DTR = Home

Associate Details

Associate ID 123213

Name 123,123 123

Position Technician

Business Unit ADM
onepartment HR/GEN AFFAIRS

Project A&

shifting Schedule SEMI-FLEX DS

Log Date 01-Movw-2010

Log Details

i Day Monday o
| T shift [SEMI-FLER DS = °
il_ Date Time In |o1-Nov-2010 i [1z =l fse = [am
[”  Date Time Dut [01-nov-z010 i [z =fss = [am =]
Work 0.00
Late 0.00
Undertime 0.00
ND 0.00
oT 0.00
OTND 0.00

Figure DTR-1.1 Edit Log Records

Delete Log Record |

Mark as Absent I

Mark as Present I
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DTR - Reports

2. Reports

@ DTR Search screens can be viewed by clicking Reports' from the DTR First Layer Dropdown Menu.

Home Reports =

DTR > Reports > Log |
1

Lo Roport o

————— S
Figure DTR-2.0 DTR First Layer Dropdown Menu (Reports)

Control Panel

2.1 Log Report

@ The default page of DTR Reports is the Log Report. Log Report is the page that users can view Logs of associates for "No Log-In Data,
No Log-Out Data and No Log Data. Users can view Log Report page by clicking Log Report ° on DTR Report Side Bar menu.

@ This screen displays different log records and categorized according to No Log in ' Data, No Log Out ? Data and No Log® Data.

@ The No Log-In " table will display all the associate and corresponding "No Log-In" counts. This is accumulated per month for each instance that the employee has

no login record for a particular month.

@ The No Log-Out ? table will display all the associate and corresponding "No Log-Out" counts. This is accumulated per month for each instance that the employee

has no logout record for a particular month.

@ The No Log * table will display all the associate and corresponding "No Log" counts. This is accumulated per month for each instance that the employee has

no log record (no login and logout) for a particular month.
@ Click Show Result * button to view the counts on log report.

Log Report

Leave Report

Tardiness Report
Duplicate Log Report

Search Count: 2266 match(es)

/ No Log-In Data

LOG REI T

Show Result

Count Associate ID Associate Name Jan Feb Mar Apr May Jun dul Aug Sep Oct Nowv De :
=1 0112018 WILLALOBOS, EULALIA RIVERA 0 0 0 0 0 0 0 0 0 0 0 0
=z 0201001 MENDOZA, JENNIFER BABADILLA 0 0 0 0 0 0 0 0 0 0 0 0
s3 0201004 AGUIRRE, ANA MARIA REGINA GUICO 0 0 0 0 0 0 0 0 0 0 0 0
54 0201008 LUISTRO, ROSINE MANALO 0 0 0 0 0 0 0 0 0 0 0 0
° < 55 0201008 MOLERQ, MARIABELLE SAGUISI 0 0 0 0 0 0 0 0 0 0 0 0
0201009 ALMAREZ, MAY PEFLAMANTE 0 0 0 0 0 0 0 0 0 0 0 0
57 0201011 RONIDEL, CORAZON RAMOS 0 0 0 0 0 0 0 0 0 0 0 0
sa 0201013 STA. MARLA, ALMA ALCORIZA 0 0 0 0 0 0 0 0 0 0 0 0
£ 0202001 OLIVEROS, ANNALYN VILLANUEVA, 0 0 0 0 0 0 0 0 0 0 0 0
50 0202002 PEDRERD, LISA MARIE FETILLA 0 0 0 0 0 0 0 0 0 0 0 0
\ 81 0204002 BAGSINGET, JACQUILYN OLOWAN 0 0 0 0 0 0 0 0 0 0 0 o>
< | =
Search Count: 2266 match(es)
234 5 5. 227 Next

Count Associate ID Associate Name

21 0107004 HERMOSILLA, ROSALEAH GERMANO
22 0107008 MERCADO, VEBERLY SAQUITO
23 0107006 SANTOS, MARIEL DELA FUENTE
4 0107007 BINO, MELODINA EQUINAN
e< 0107008 DERECHO, LENI SEDILLO
26 0108001 DOCTORA, ALLAN RIVERA
27 0108002 HABANA, MICHELLE ROSS
28 0108008 LIGAJE, VENERWA RALIREZ
28 0108001 CLARITE, SANTA FARA DLIVA
20 0108002 GRUESO, RECHIE ESPINOLA

N o

Jan  Feb Mar Apr May Jun  J

o o oo ooooo o
o o oo oo o0 oo o
o o oo ooooo o

© e oo aao oo

n
c
a

o o oo oo o0 oo o

No Log-Out Data

:::::::::o&
=
]
2
=]
@

o o 0o oo o0 oo o
o o oo ooooo o

Search Count: 2266 match(es)

r Count Associate ID Associate Name
21 0107004 HERMOSILLA, ROSALEAH GERMANG
2 0107005 MERCADO, VEBERLY SAQUITO
22 0107006 SANTOS, MARIEL DELA FUENTE
24 0107007 BINOY, MELODINA EQUINAN
pra 0107008 DERECHOQ, LENI SEDILLO

°< 26 0108001 DOCTORA, ALLAN RWERA

27 0108003 HABANA, MICHELLE ROSS
28 0108005 LIGAJE, VENERVA RAMIREZ
29 0109001 CLARITE, SANTA FARA OLIWA
30 0109003 GRUESO, RECHIE ESPINOLA

N~ i

o o o oo oo oo a

Figure DTR-2.1 Log Report
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2.2 Leave Report

@ The Leave Report is the page that users can view Information regarding leaves.
The user can view Leave Report page by clicking Leave Report ® on the DTR Reports Side Bar Menu.

@ This screen will display the summarized leave record (Approved and Pending only) according to  Date filters *.

@ Click Show Result’ button to search for leave records according to filters specified.

@ Paid leaves can be exported as CSV file. To export, click the Export Paid Leaves® button.

On "File Download" dialog box, the user can press "Open" to view file, "Save" to save file or "Cancel" to cancel download.
@ Associate filters? and Date filters* are used to get the desired search result.

1. When input dates on Date Filters* are invalid, " Date Range From should not be greater than Date Range To " message will be displayed.
@ The Quick search® feature can also be used in searching for an associate by typing the associate's ID or name on its corresponding text box.

1. If quick search is used with blank input or not input at all, A dialog box will be displayed informing that the Quick search should not be blank.
@ Searched leave records are displayed in the Leave table . "Used" column displays either "Yes", if the leave record is approved or "No", if the

leave record is pending.

@ To export all the searched records, click the Export to CSV ® button.
On "File Download" dialog box, the user can press "Open" to view file, "Save" to save file or "Cancel" to cancel download.

Log Report LEAVE REPORT
Leave Report 08

Tardiness Report
Duplicate Log Report

Project

 m
§ r Department
i

Filters

[" Position

" Associate Mame

@ Show Result Export Paid Leaves (g

Count Associate ID Associate Hame Filing Date Start Date End Date Duratiol

1 0708001 DE LUMA, CLAIRE SANTILLANA 27-Nov-2009 18-Dec-2008 18-Dec-2009 Whole De

z 0811155 ABAD, RONALD CAMADDU 18-Dec-2008 18-Dec-2009 12-Dec-200% Whole Dz

3 0307001 ABABON JR., LEONARDO BAJO 18-Dec-2009 18-Dec-2009 12-Dec-2009 Whole D&

4 0508108 ABACA, ROXANNE RUBIN 18-Dec-2009 18-Dec-2009 18-Dec-2009 Whole Dz

s k3

Search Count: 4 match{es)
07 0
Leave Table f
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2.3 Tardiness Report

@ The Tardiness Report is the page display all information regarding tardiness records of each associates.
@ The user can view Tardiness Report page by clicking Tardiness Report ® on DTR Reports on Side Bar Menu.
@ Click Show Result® button to search for tardiness records according to selected search filters.
@ Tardiness Summary Table’ shows all associates who have were tardy.
@ To export all the searched records, click the Export to CSV' button.
On "File Download" dialog box, the user can press "Open" to view file, "Save" to save file or "Cancel" to cancel download.
@ Associate Filters?, Time Filters® and Date filters* are used to get desired search data.
1. If no Associate filter  selected, a dialog box will be shown informing the user that there are no filter option selected.
2. When input dates on Date Filters* are invalid, "Date Range From should not be greater than Date Range To " message will be displayed.
3. When input time on Time Filters® are invalid, " Time Range From should not be greater than or equal Time Range To " message will be displayed.
@ The Quick search® feature can also be used in searching an associate record by typing the associate's ID or name on its provided text box.
1. If quick search is used with blank input or no input at all, A dialog box will be displayed informing that the Quick search should not be blank.
@ Late Details Report Export to PDF® will be displayed if the user has the appropriate access rights to export the date into PDF format.

Log Report

Leave Report

Tardiness Report

Duplicate Log Report

MyHR Buddy User's Manual
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TARDINESS REPORT

ate Details Report Export to PDF( g

! ¥ Business Unit [aom 2= =
1 1
: (m} Departmen |'“ LI [T Associate Name | X :
| 1
[ i Project |--- Ll [T all Active Associates :
[ T et

g S S U ————

i ) i
1 D Quick Search ‘ | By : First Name, Last Name, Associate ID 1
1

Log According to Date Range

From |01-Mar-2010

T T

[ Log-in Time Range

From

Search Count: 94 match(es)

D Log-out Time Range

ness Summary Table

From

Count Associate ID

0001001
0305001
0308018
0308012
0310002
0402016
0402016
0402018
0407016

WM N @ e W

=

0407016

Associate Name

DELGADOD, JOYBY PADUA

MALIGAYA, CRISOSTOMO PANGANIBAN  Assistant Team Leader

ALEGRE, LITO NAVARETTE
ALEGRE, LITO NAVARETTE
NATIVIDAD, LIBERTY ALUNAHAN
ESTAPE, MANUEL LOZADA
ESTAPE, MANUEL LOZADA
ESTAPE, MANUEL LOZADA
QUIATCHOM, LOREMA MALABANAN
QUIATCHON, LORENA MALABANAN

Business
Position Unit
Supervisor ADM
ADM
Interpreter ADM
Interpreter ADM
Jr. Supervisor ADM
Assistant Team Leader ADM
Agsistant Team Leader ADM
Assistant Team Leader ADM
Jr. Supervisor ADM
Jr. Supervisor ADM

Department

INFORMATION S5 STEM
WAREHOUSE (Logistics)
HR/GEN AFFAIRS
HR/GEN AFFAIRS
DISTRIBUTION {Logistics)
WAREHOUSE (Logistics)
WAREHOUSE (Logistics)
WAREHOUSE (Logistics)
DISTRIBUTION {Logistics)
DISTRIBUTION (Logistics)

Figure DTR-2.3 Tardiness Report

Project

WIS MONTHLY
WAREHOUSE DALY
HR MONTHLY
HR MONTHLY
LOBGISTICS MONTHLY
WAREHOUSE DALY
WAREHOUSE DALY
WAREHOUSE DALY
LOBGISTICS MONTHLY
LOGISTICS MONTHLY

1
Day i

1

Tuesday (13 :
Friday kL :
Friday 1z E
Saturday ~ 2( :
Thursday | 18 |
Monday o :
Monday 1t :
Sunday 2t :
Thursday 1 E
Wednesday 2 |
1

1

Page 83




den

TSUKIDEN GLOBAL SOLUTIONS, INC.

Tsukiden Global Solutions, Inc

Document No.

TGSI-2BU-1DPT-HRONLSYS-00000-2011-UGL-000-02

MyHR Buddy System

Rev. No

000-02

HRONLSYS

Approved By:

Reviewed By: Prepared By:

User's Manual

TGSI -S. Baldovino

TGSI -R. Escolar TGSI -J. Mocorro - Dividina

DTR-Reports

2.4 Duplicate Log Report

@ The Duplicate Log Report is a page that shows the users details of associates who made duplicate logs according to the specified date range.
@ The user can view Duplicate Log Report page by clicking Duplicate Log Report ” on DTR Reports Side Bar Menu.
@ Click Show Result’ button to search for duplicate log records according to the defined filters.
@ Duplicate Log Summary Table® shows all associates who made duplicate logs during the specified period.
@ To export all the searched records, click the Export to CSV' button.

On "File Download" dialog box, the user can press "Open" to view file, "Save" to save file or "Cancel" to cancel download.

@ Associate Filters? and Date filters* are provided to specify desired search data.
1. When input dates on Date Filters* are invalid, " Date Range From should not be greater than Date Range To " message will be displayed.
@ The Quick search® feature can also be used in searching for an associate by typing the associate's ID or name on its provided text box.
1. If quick search is used with blank input or not input at all, A dialog box will be displayed informing that the Quick search should not be blank.

Log Report
Leave Report

Tardiness Report

Duplicate Log Report

Project

Business Unit

Departmelb

DUPLICATE LOG REPORT

| LI [”  Position

| LI [”  associate Name

| Ll [ Log Type

Log According to Date Range

From |01i-Dec-2008

Search Count: 226 match(es)

1

!

1 Count Associate ID Associate Name

E 1 0412008 CAIBIGAN, LEAH RODRIGUEZ

: 2 osos0ge MANALD, MAUREEN LATOZA

E 3 0g10004 ALFONSO, VENRETTA ALFAMELA BAYEZ
: 4 0510142 MOSLARES, MARY JANE PICARDAL

E 5 0812028 CARANDANG, JOSEPHINE ACERD

: 6 og10111 CONCON, LARRY TABIGUE A
E 7 0808222 BURGOS, FREDLLANE LOUISE HERRERA
i€

6 Duplicate Log Summary Table

Position
Brother/Sister
Production Worker
Production Worker
Production Worker
Production Worker
ssigtant Line Leader

Helper

1

X

I
It
5
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Figure DTR-2.4 Duplicate Log Report
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1
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1
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DTR - Search
3. Search

@ In the DTR Search(Sub Module) it has 3 types of Search functionality
1. Query and Statics
2. Query Records
3. Attendance Summary

@ DTR Search screens can be viewed by clicking Search' link from the DTR First Layer Dropdown Menu.

Home Reports 5 Control Panet

DTR > Reports > Log |

Log Report
Leave Report Control Panel

Figure DTR-3.0 DTR First Layer Dropdown Menu (Search)

3.1 Query and Statistics

@ The default page of the DTR - Search is the Query and Statistics page, the user can view Daily Time Records of associates. The associates can be
filtered via Date Range, Status, Business Unit, Department, Project, Position, Shifting Schedule and Quick search. As shown in figure DTR-3.0

the user can view this page by clicking Search on DTR First Layer Dropdown Menu.
@ Associate Filters?, Status Filters® and Date filters* are provided to define the search parameters.

When input dates on Date Filters* are invalid, "Date Range From should not be greater than Date Range To" message will be displayed.
@ The Quick Search® feature can also be used in searching for an associate by typing the associate's ID or name on its corresponding text box.
If quick search is used with blank input or no input at all, A dialog box will be displayed informing that the Quick search should not be blank.

@ To export all the searched records, click the Export to CSV' button.

Upon export, a "File Download" dialog box would appear and the user can press "Open" to view file, "Save" to save file or "Cancel" to cancel download.

@ Click Show Result® button to search for log records based on the defined filters.
@ Under Statistics Summary the description of the following labels present are as follows:

Attendance Count’ - the number of employees who have available log records for the specified date range and filtered according to the search parameters.
Not Late Count® - the number of employees who were not late during the specified date range and filtered according to the search parameters.
Tardy Count® - the number of employees who were late during the specified date range and filtered according to the search parameters.

Valid as of '’ contains the time stamp wherein the statistics results were generated.

Half day count'" “the number of employees who are considered as half-day for the specified date range and filtered according to the search parameters.
Half day late count'"the number of employees who considered as half-day and late for the specified date range and filtered according to the search parameters.

Under Top Listing, the description of the following labels present are as follows:

Early Bird" - the name of employee who was the first to log in according to the shift and date specified. It is only applicable for identical filters for the (From and To) dates.
Buzzer Beater'* - the name of employee who logged in just before being considered as late. It is only applicable on identical From and To date filters.

@ Status Report Table ™* shows all associate records according to a selected search filters.

Query and Statistics Query Records Attendance Summary

Query and Statistics

Export to CSV

-}

ate Range From 01-1un-2010

o

ate Range To 01-Jun-2010

o

atus

;
|
m
[ Tardy [ undertime [] Halfday [] Absent ! @

=| O

[T Business Unit [

Pasition [---

I
=

[T Department ==

™ Project =

shifting Schedule =

L L

! [0 Quick search
!

@ By : First Name, Last Name, Associate ID |

Show Result

Statistics Summary

| Attendance Count 2 [ 07 |__valid as of 18-Jun-2010
| Not Late 2 @ | Half-day o
| Tardy o b | Half-day Late o

Top Listing
. ; 14
| Early Bird calacrito, calacrito calacrito | Buzzer Beater mmata, mmata mmata !

Search Count: : 2 match(es)

Status Report Table
Business
e
Unit
ADM

Count Associate ID Associate Name Position nt Department Project Day Ibl_s_date

342645 mmata, mmata mmata Cadet Engineer CORPORATE STRATEGY OFFICE  CSO MONTHLY

2 23453253245 calacrito, calacrito calacrito Group Leader ADM ACCOUNTING

<l i

i

i

i
[
' ACCTNG MONTHLY Tuesday 01-Jun-2010
i

i

Tuesday 01-Jun-2010 11:30AM ~ 8:30PM | 11:13 AM | 10:59 PM
1AM ~ 8FM

Shift TimeIn Time Out ND Tyj

HiA

12:58 AM | 1133 AM | WA

)

Figure DTR-3.1 Query and Statistics
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3.2 Query Records

@ Same functionality with DTR Home, the only difference is it displays Log records by a group of associates while DTR Home
page displays individual query
Using HR Account or account with access right to this page, the user can edit the DTR log records. However, the following restrictions are enforced:
*Log records with future dates
*Log records that are not part of the upcoming cut-off for payroll.
*Target dates have been locked and disabled for editing.
@ The user can view this page by clicking Query Records? on DTR Search Side Bar Menu located on the left side of the page
@ Export to CSV' button is used to download Log Records to a CSV file.
On "File Download" dialog box, the user can press "Open" to view file, "Save" to save file or "Cancel" to cancel download.
@ Export to PDF? button is used to download Log Records to PDF file. After Clicking "Export to PDF" Button, a window will be displayed.
On "File Download" dialog box, the user can press "Open" to view file, "Save" to save file or "Cancel" to cancel download.
@ The Quick search’ feature can also be used in searching for an associate by typing the associate's ID or name on its provided text box.
1. If quick search is used with blank input or no input at all, a dialog box will be displayed informing that the Quick search should not be blank.
@ Associate Filters® , Time Filters® , Date filters® , Log Record Filters” and Log Type Filters® are provided to get the desired search result.
1. If no Associate filters® selected, a dialog box will be shown informing the user that there are no filter option selected.
2. When input dates on Date Filters® are invalid, "Date Range From should not be greater than Date Range To" message will be displayed.
3. When input time on Time Filters® are invalid, "Time Range From should not be greater than or equal Time Range To." message will be displayed.
4. When input value on one of the Log Record Filters” is invalid, the following dialog message box would be displayed:
4.1 The No. of Late Hours From and No. of Late Hours To contain invalid value, "No. of Late hours from and to should be numeric. " message will be displayed.
4.2 The No. of Late Hours From and No. of Late Hours To don’t have any value, "No. of Late hours from and to should not be empty. " message will be displayed.
4.3 The No. of Late Hours From is greater than the No. of Late Hours To, " No. of Late hours From should not be greater then No. of Late hours To." message
will be displayed.
4.4 The No. of OT Hours From and No. of OT Hours To contains invalid value, "No. of OT hours from and to should be numeric." message will be displayed.
4.5 The No. of OT Hours From and No. of OT Hours To don'’t have any value, "No. of OT hours from and to should not be empty" message will be displayed.
4.6 The No. of OT Hours From is greater than the No. of OT Hours To ,"No. of OT hours From should not be greater then No. of OT hours To. " message
will be displayed.

4.7 The No. of Work Hours From and No. of Work Hours To contains invalid value, "No. of Work hours From should not be greater then No. of OT hours To."
message will be displayed.
4.8 The No. of Work Hours From and No. of Work Hours To don’t have any value, "No. of Work hours from and to should not be empty." message will be displayed.
4.9 The No. of Work Hours From is greater than the No. of Work Hours To, "No. of Work hours From should not be greater then No. of OT hours To. " message
will be displayed.
@ Clicking Show Result"® button lets the user view an associate log records while clicking Show Historical Logs11 button lets the user see the log history of each record.
@® Group Summary Table? would display the logs as a result of the search performed. Records marked in black font color are valid log records while red correspond to its log history.
The user can edit multiple log details. The details are the following:
4.1 Click on the checkboxes of the corresponding records.
4.2 Click Edit Multiple Logs9 Button.
4.3 Select on the details (Shift'?, Date/Time In'®, Date/Time Out' or Rest Day'®) to modify the record.
1. If Date/Time In"® and Date/Time Out'* have invalid date range, "Date From should not be greater than Date To. " message will be displayed.
2. When no selected DTR log and Update Logs19 Button was clicked, "No data to be saved or updated." will be displayed.
4.4 Click Update Logs19 button if the user wants to save the changes or Cancel® button if the user wants to disregard the changes made.
4.5 Click Mark as Absent'” button if the user wants to mark all the selected associates as absent according to specified dates.
4.6 Click Mark as Present ® button if the user wants to mark all the selected associates as present according to specified dates.
4.7 Click Delete log record® Button if the user wants to delete the existing log records of selected associates.
@ Valid Record(s) Count * displays the number of records that were fetched excluding log history (in cases where original records were modified). Search Count *'
includes both the log records and the log history.
@ Checkboxes for selecting associates will be disabled when the target log date has been locked for editing. =
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Query and St;

QUERY RECORDS

24 Attendance Summary

=\ Business Unit

|- =l T position = [
I Department | LI [T Associate Name | LI
I Project [ = [ shift [ |
Quick Search iU-‘lUZUU? By : First Name, Last Name, Associate ID 3 @
@Lnﬂ According to Date Range
From |04-Jun-2010 i To |30-Jun-2010

[ Log-in Time Range

From

To

[ Logout Time Range

From | - 3 A9

| (2 checked Log Record Filters
[ Wo. of Late Hours From

[ No. of OT Hours From

I—I To
I:‘ &

[l No. of Work Hours_From [

© Log Type Filters

No Login No Logout Absent Incorrect Logs
Edit Multiple Logs
.
'O shift
'] pate/Time In |04-1un-2010 '
i [ pate/Time Out [04-3un-2010 1z !
! Rest Day [== | i e
°Valid Record(s) Count: 27 match(es) !
| Search Count: 27 match(es) ;
:
\ 10 v | 12 3 Next
22 Group Summary Table |
Login
Count AssocistelD  Associate Name Day Shift Timeln TimeOut Work Late Undertime ND NDType OT OTType OTND Type Position D
Status
177777 nsnz007 UMALL GERLYNTORRES ~ Friday  04-Jun-2010 RS — = 0.00 000 000 000 NA | 000 MNA | 000 ABSENT NA  Jr Supervisor
—
2z 1| 0402007 UMALL GERLYNTORRES  Saturday ~ 05-Jun-2010 RS — = 0.00 000 000 000 MNA 000 MNA 000 ABSENT NIA  Jr. Supervisor
30 o4n2007 UMALL GERLYNTORRES ~ Sunday  06-Jun-2010 RS — = 0.00 000 000 | 0.00 NA | 000 MNA | 0.00 ABSENT NA Jr.Supervisor
-
41 402007 UMALL GERLYNTORRES ~ Monday  07-Jun-2010 RS — = 000 000 000 | 0.00 MNA | 000 MA 000 ABSENT NA  Jr.Supervisor
s 1 o402007 UMALL GERLYNTORRES ~ Tuesday 08-Jun-2010 RS — — 0.00 000 000 000 NA | 000 MNA 000 VL NiA  Jr. Supervisor
o
6 <-z--' 0402007 UMALI GERLYN TORRES \ednesday 09-Jun-2010 RS — - 0.00 0.00 0.00 0.00 Nia 0.00 MiA 0.00 ABSENT NiA - Jr. Supervisor
7 0402007 UMALIL GERLYN TORRES  Thursday 10-Jun-2010 RS — - 000 0.00 0.00 0.00 NiA 0.00 A 0.00 ABSENT NA  Jr. Supervisor
8 0402007 UMALI GERLYN TORRES Friday 11-Jun-2010 RS — — 000 0.00 0.00 0.00 NiA 0.00 A 000 ABSENT MNA  Jr. Supervisor
9 0402007 UMALI GERLYN TORRES ~ Saturday  12-Jun-2010 RS — - 0.00 000 0.00 0.00 NiA 000 MNIA 000 ABSENT MNA  Jr Supervisor
10 0402007 UMALI GERLYN TORRES Sunday 13-Jun-2010 RS — - 0.00 0.00 0.00 0.00 Nea 0.00 MiA 0.00 ABSENT NiA - Jr. Supervisor
Sub Total.. o o o o WA o NA o
< ¥

Figure DTR-3.2 Query Records
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3.2.1 Query Record Export to PDF list

@ The page displays all the associates according to search filters on Query records and allows the user select up to 5 employees whose records would

be exported to PDF.

@ Associate List table' contains all associates that are ready for exporting its logs into PDF format.
@ The user can check? the following associate listed that are subject for exporting logs to PDF.
@ The user can view this page by Clicking Export to PDF® button on Query Record Export to PDF list Page.

The Export to PDF° button, has the same functionality as that of "Export to CSV" but downloads Log Records to a PDF file instead of a CSV file.

NOTE: Please Select at mest 5 employees only.

03 Export to PDE

Associate ID

Associate Hame

Rucinace Tnit

Denartment

@ 0102002 AGDEPA, MICHELLE FORTE Qs Qs
2 0210002 CERVITO, MARICEL CASTILLO Qs ac
3 ) 0211013 MAXI, MAY CABANGON aa ac
2 L) 0304002 PEREZ, MARIA SHEILA LEVESA as aa
5 = 02304003 GOMON, OFELLA BUHANGHANG as ac
E = 0201028 MAGALLANES, RUTH ERIBAL Qs ac
7 = 0202002 CRISTOBAL, RHEA LABIANG Qs Qs
s ) 0202012 ROBLES, ALVIN LOZADA as Qs
s ) 0212005 BAUTISTA, AMELITA ALMANZA as ac
10 L) 0501001 ANALAN, NENETH CAGUETE as ac
11 = MABONG, GIRLIE PINEDA. as ac
12 = CUSTODIO, CATHERINE BATISTIL Qs ac
13 = BOGABIL, KRISTINE PLATIL Qs ac
1 O RAGUDOS, JOAN BAYBAY Qs Qc
18 () DALA, LOIDA ILAGAN an ac
16 ) IGNACIO, JOHN CHARLON ENTRADA aa ac
17 = FRONDA, LOURDES CESTONA as ac
18 = LIGAJE, EDLYN ROSE HERNANDEZ Qs ac
19 = 0701008 CARREON, JOANNE HOFILERA QA Qa
20 L) o701014 PALOMO, MA. MELISSA ENERES Qs Qs
21 ) 0701021 MAGNAYE, NELLY PAR an ac
22 ) 0702014 JANDA, JOSEPHINE MAGBOO as RA
23 - 0705079 DELAS ALAS, JENNY ANTE as as

Project '
QA MONTHLY

Qac DALY

Qc MONTHI

QA MONTHLY

Qc MONTHLY

Qc DALY

Q& MONTHLY

MANAGER TEAM

QC MONTHLY

JAPAN MONTH

JAPAN MONTHLY

Qc DALY

Qc DALY

Qc DALY

Qc MONTHLY

Qac DALY

ac DALY

Qc DALY

Nis

Q& MONTHLY

JAPAN DAILY

RA MONTHLY

QA MONTHLY

3.3 Attendance Summary
@ The user will be redirected to this page by clicking Search link from the DTR menu and by clicking Attendance Summary’ link on sidebar of the DTR Search screen.
@ This page displays employee's attendance log record count based on the search parameters.
@ Associate filters' and Date filters® are provided to specify desired search result.

1. When input dates on Date Filters® are invalid, "Date Range From should not be greater than Date Range To " will be displayed.
2. If no Associate filters' selected, a dialog box will be shown informing the user that there are no filter option selected.
@ The Quick Search? feature can also be used in searching for an associate by typing the associate's ID or name on its corresponding text box.

1. If quick search is used with blank input or no input at all, a dialog box will be displayed informing that the Quick search filter should not be blank.
@ Attendance Summary Table® shows all associates' attendance summary according to desired result.
@ The user can search for attendance summary records by clicking Search* button.

@ Export to CSV° button is used to download Log Records to a CSV file.

On "File Download" dialog box, the user can press "Open" to view file, "Save" to save file or "Cancel" to cancel download.

Query and Statistics

ATTENDANCE SUMMARY

Figure DTR-3.2.1 Query Record Export to PDF list
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DTR - Calendar

4. Calendar
@ DTR screens under Calendar can be viewed by clicking Calendar' link from the DTR dropdown menu.

Home

DTR > Search > Query "=

Query and Statist

Figure DTR-4.0 DTR First Layer Dropdown Menu (Calendar)

4.1 Rest Day / Shift Calendar
@ This page is the default page for DTR Calendar.
@ This page can be accessed by clicking Calendar on the DTR dropdown menu. Please refer to Figure DTR-4.0 above.
@ This page enables the user to view, add and update the associate's rest day (Rest Day 1 and 2) and shift schedules.
@ Associate filters' and Date filters® are provided to specify desired search result.
1. When input dates on Date Filters * are invalid, "Date Range From should not be greater than Date Range To " message will be displayed.
2. If there is no Associate filters ' selected, a dialog box will be shown informing the user that there are no filter options selected.
@ The Quick search’ feature can also be used in searching for an associate by typing the associate's ID or name on its corresponding text box.
If quick search is used with blank input or no input at all, a dialog box will be displayed informing that the quick search filter should not be blank.
@ To add rest day:
. Search for associate records using the Associate Filters'

Click Edit Schedule ® button.

Check Rest Day 1* or Rest Day 2° Types.

Select Dates.

To add two or more rest day schedule, click the Add button.

5.1. When there are duplicate Rest Day 1 Schedules or same Rest Day 1 and Rest Day 2 Schedule, "Rest Day 1 date should not have a duplicate date entry. "

message will be displayed.

5.2. When there are duplicate Rest Day 2 Schedules, " Rest Day 2 date should not have a duplicate date entry. " message will be displayed.
Select associate on the Rest day and Shift Calendar Table ' ( Associates can be selected by clicking the checkbox on the left side of their ID No. )
. Click Save' button to apply the changes made to the schedule.

7.1 After clicking Save'® button and if there is no selected associate, "No Associate has been selected for editing. " message will be displayed.
@ To add a shift schedule:

Search for associate records using the Associate Filters !

Click Edit Schedule® button
Check Shift Day’ Type
Select Dates
To add two or more shift schedules, click the Add button
Select associate on the Rest day and Shift Calendar Table™ ( Associates can be selected by clicking the checkbox on the left side of the ID No. )
Click Save button

7.1 After clicking save' button and if there is no selected associate, "No Associate has been selected for editing. " message will be displayed.

7.2 When the user clicked the Save'® button but didn't select any Rest day or Shift Schedule update, "Please select options for date schedule. "

message will be displayed.

@ The Hide'" button enables the user to hide the Update Schedule Table'. Upon Clicking the Edit Schedule® button again, the previous values of the table

should be retained.

@ The Rest day and Shift Calendar table'? displays the ID number, name of the associate along with the covered dates defined by the search filters.

This also displays the selected month and under that row, are the month's day column which is represented by the day's name and number.
At the end of the table is the Attendance Summary Count table, which counts the total number of shifts an associate has for a specific date range.
Also, tool tips are also provided for the shift names to appear when a mouse pointer is hovered on the table.
@ Reset Rest Day 1"3 button is used to reset the assigned rest day 1 of selected associates.
1. After clicking Reset Rest Day 1 button, a confirmation message should be displayed if the user wants to continue the reset process.
2. When confirmed, a dialog box will be displayed stating the Rest Day 1 reset process is successful.
@ Reset Rest Day 2" button is used to reset the assigned rest day 2 of selected associates.
1. After clicking Reset Rest Day 2, a confirmation message should be displayed if the user wants to continue the reset process.
2. When confirmed, a dialog box will be displayed stating the Rest Day 2 reset process is successful.
@ Reset Shift Schedule' button is used to reset the assigned shift schedule of selected associates.
1. After clicking Reset Shift Schedule, a confirmation message should be displayed if the user wants to continue the reset process.
2. When confirmed, a dialog box will be displayed stating the Shift Schedule reset process is successful.
® The Legend16 will give the user a more detailed description about the results being displayed.
@ A message "The following associates and its attendance date has been locked for editing: XXXXXXX XXX XXXXX" will prompt the user if the target date has been lockec
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REST DAY / SHIFT CALENDAR

Department [2DM ~| [ positien ---

Section 0 - O status -

Team

Quick Search @ [ | Note : Quick search for Associate (ID / Name). |

25-Feb-2010 i
:

Date From @

Date To

update Schedule

25-Feb-2010

Date To

[1 RestDay1 E () ) <pift Day Option
H
Date [25-Feb-2010 EER | pate From  [25-Feb-2010 =
1
|

O Rest Day 2 @

25-Feb-2010 ]

Date

Search Count: 182 match(es)

Rest Day and Shift Cal

ASSOCIATE INFORMATION February =
SUMMARY VORKING DAY
25
Count [J 1D He. HA
THU A B C D E F G H I J K L M N O P @ R TOTA
1 [ | 0811155 ABAD, RONALD CAMADDU o olo ojo o/o 0/ 0o 0o 0o o 0 o 0 0 0 of |
-3 [0 0505001 ABARENTOS, ROEL IPO o 0 o o o o 0/ 0|/0 0 O O O O ©O|O0 O O o
2 | [ 2008042 ABE, RONALDO NAVIDAD c o 0o/1 0/0o o/o 0o 0|0 0o 0o o 0 o 0 0 O 1
4 | [ 0802011 ACERON, ARNOLD BON A 1/ 0/0 0ojo o/0o 0/ 0j0o 0 0 0 0 0 0 0 O 1
5 [ | 10010 ADMN, HR o o/o oo o/o 0o/ 0/lo 0o 0o o 0 o 0 0 O o
& | [ | 0001216 Administrator, MIS System o o/o oo o/o 0o/ 0o/lo 0o 0o o 0 o 0 0 O o
7 | O 1001122 AGAPAY JR., MANUELITO ALMES c o 0o/1 0|0 o/o 0 0|0 0o 0o ©o 0 o 0 0 0 1
s | [0 0910102 AGUILA, NHOREL HERMOSA o o|/o o/o o/o 0o o/o o o o o o o o o0 o
s | [ 0908117 AGUILA, MARK JOSEPH BRIONES o o|lo ojo oo 0o 0o o0
< 7 i
LEGEND
A | DE—-DAY SHIFT(SA ~ 3F) Rest Day 1 For Month DATE
B R=siDay 2 Special Holida
B | NS—NIGHT SHIFT(EP ~ 34) Y - LD o o
egal Holiday
C  RS—REG SHFT (72 ~ 2F) Declared Holiday
D RSC-COMPRESSED (T4 ~ S:17F) B coroany Holday
E  RSM_REG SHIFT (T4 ~ 4P} MGR Fullday Shutdown
F | RSM2Z—REG SHIFT (74 ~ 4P} MGR 0 — Day Shift Shutdown
Might Shift Shutdown
G RSCM-COMPRESSED (94 ~ 5:17) MGR B 7<=t control
H  RSCMZ-COMPRESSED (7A ~ 2:17) MGR B cororessed visek
I | BAM ~ 2PM—DAY SHIFT (84 ~ 2P) I others
1 2PM ~ 10PM—-AFTERNOON SHF (2P ~ 10PI)
K Z-10P~ BAM —GRAVEVARD SHF (10P ~ SAIM)
L | 8AM ~ SPU—DAY SHIFT 8AM
M| 104 ~ 6PM—DAY SHIFT 104M
N | 8:30AM ~ 6:30PM—8:30AM DAY/REG SHIFT
O | 9AM ~ 7PM—9AM DAY/REG SHIFT
P 9:30AM ~ 7:30PM-8:30 DAY J REG SHIFT
Q | 11AM ~ 8PM—11AM DAY J REG SHIFT
R 11:30AM ~ 8:30PM—11:30 DAY / REG SHIFT

Figure DTR-4.1 Rest Day Shift Calendar
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DTR-Calendar

4.2 Company Calendar

@ Company calendar screen guides and reminds employees of Company Holidays, Special Holidays, Legal and Declared Holidays and other
important dates for company activities.

@ Color legends are provided to indicate dates. On the legend, the total number of Sundays on the current Fiscal year are displayed as well
as the total number of holiday types. Please refer to Figure DTR-4.2.2.1 for more details.

4.2.1 Company Calendar (Normal Mode)
@ This screen is the company calendar in Normal Mode.
@ This screen can be viewed by clicking Calendar® from the DTR Calendar sidebar menu.
@ The user can view the company calendar according to months. Company holidays and other special activities are also displayed.
Clicking the Displav Calendar’ button will displav the view of the calendar based on the selected vear filte1 2.

Rest DayiShift Calendar

MyHR Buddy COMPANY CALENDAR

‘ e
Start Montn January ! setect vear 2008 v | %m
s | om | 7| w ]| 7| ¢ s s | om || w ]| T " s

' 2 : 4 B B ' 2 H 4 : B

3 4 B 7 s i 7 s i 1 " 12 1 7 s B e 1" z e
1" 12 5 4 e " 1 e it e 1 0 4 ' e 7 e = o

17 e 1 o ' z ES 2 H 24 2 . 7 1 ES 24 H] . 7

2 H] 3 7 . 9 0 . < s 0 b

2

01701 NEW YEARS DAY
01702 COMPANT HOLIDAY

Figure DTR-4.2.1 Company Calendar (Normal Mode)

4.2.2 Company Calendar (Edit Mode)
@ This screen is the company calendar in Edit Mode (Users can modify the values in the calendar).
@ The user can select a date and add notes on it to serve as reminder or details. This can be a holiday, a shift or any other events.
1. Clicking the Displav Calendar® button will set the calendar accordina to Select Year 2 and Start Month * filters.
2. Upon clicking the corresponding checkbox of each day, a dialog box will be shown to input or edit the details to be saved or updated.
3. The checkbox on a particular date” will be disabled if the date has been locked for editing by the administrator.

MvHR Buddv COMPANY CALENDAR
e - - )

| Start Month - November »

s " T w T r
.l O O ] O
1 2 3 P s B
| B
. " = =
O 1 O O O O
= i 7 s 1? 2 2 = o I 14 = i
| .4 O Ll O .| ] O F | O O |l .| ]
2 23 24 5 26 2r i3 0 2t 22 23 24 25 2 T 13 1% o 21 n 3
i} O E O i
= 20 B 2 = 30 = w | = 2 7 P = 0
11/01- ALL SAINT'S DAY /04- Mo Title EI
11716- Mo Titie - sampla hotiday =
11/14 COMPRESSED Christinas Day
11/28- COMPRESSED gt 91/01- tiay Vear
01704 SAMPLE HOLIDAY
01/06. Wednesday
Figure DTR-4.2.2 Company Calendar (Edit Mode)
LEGEND \ Add New Holiday H Edit Holiday
Fundayz i Date Date
Specisl Hoiidsy 7 [05-1an-2010 | [04-3an-2010 |
- Legalpiotitay # Title Title
Deciared Hatiday [} | [sAMPLE HOLIDAY |
Company Haiday !
I s e Remarks Remarks
Fulday Shutdown 0 | [5AMPLE DATA |
Day Shift Shutdown 0
I 5 s s ; Type of Holida Type of Holiday
e . Special Holiday w Company Holiday -
| BT 0
Bl v ; it 1=t 40 characters “Title 2nd Remarks Mz 40 characters
B o 1 B

Caneel || Save Heliday Cancel | Delete Holiday | Update Holiday

Figure DTR-4.2.2.1 Company Calendar Legend
Figure DTR-4.2.2.2. Add/Edit Holiday Dialog Box
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DTR - Control Panel
5. Control Panel

@ DTR screen labels can be modified under the Label Maintenance page by clicking the Control Panel "link under the DTR dropdown menu.

DIR ~ | RAR ~ Gatekeeper = |

Home Reports gg Home Control Panel

DTR > Calendar > Res 5™

Search

Rest Day/ Shift Calendiis

Rest Day/Shift Cale|

Figure DTR-5.0 DTR First Layer Dropdown Menu (Control Panel)
5.1 Label Maintenance

@ This page allows the user to edit labels of the DTR Module. The user can only edit labels belonging to DTR module and also modify values to those labels
without default value.
@ This page can edit labels for DTR Module Labels:
- Common Labels
- Sub Menu Layer 1
- Sub Menu Layer 2
- Sub Menu Layer 3
@ Filters' are provided to search for a specific group of Labels for a particular module.
@ To edit all common labels, put a check on the Common? checkbox and click show result button to display on the Details” table. Please refer to Figure DTR-5.1 Label Maintenance
for more information.
@ Clicking the Show Result* button will display targeted search filters (Common Labels/Not Common Labels) in the Details’ Table.
Please refer to Figure DTR-5.1 Label Maintenance for more information.
@ To restore all default labels of a particular module, click the Set All Default® button.
@ To activate edit mode, Check the Edit Checkbox® and rename or edit Resource Value column to selected label.
@ Clicking the Apply® button will save all the edited labels.
@ To restore system default labels, click the Set Default® button.

Label Maintenance

Sub Menu (1st Layer) | searcH |
[+l

Sub Menu (2nd Layer) [ GroOUP QUERY

Sub Menu (3rd Layer)

Common 1@

OORE

04
Show Result

07 Details

| Resource Value Original Value Description o)
[= 'COMPLETE | COMPLETE .Gatekeeper Labels

First Tap In Date First Tap In Date Gatekeeper Labels

L First Tap In Time First Tap In Time Gatekeeper Labels T
E INCOMPLETE/Double Login INCOMPLETE/Mouble Login Gatekeeper Labels

B INCOMPLETE/Double Logo... INCOMPLETE/Double Logo... Gatekeeper Labels

= Last Tap Out Date Last Tap Out Date Gatekeeper Labels

B Last Tap Out Time Last Tap Out Time Gatekeeper Labels

L] Monitaring Duration Mon#oring Duration Gatekeeper Labels

D Search Detais Search Details Gatekeeper Labels ~
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RAR-Home

RAR (Relationship and Access Rights)

1. Home

@ This page is the RAR (Relationship and Access Rights) Home screen. This is the default screen of RAR (Relationship and Access Rights) module.

@ The purpose of this screen is to display the direct and indirect mail recipients of the user.
@ This page can be viewed by clicking any of the following links:

1. RAR® link in first layer menu;

2. Home® link in RAR drop down menu;

3. Home’ link in RAR second layer menu.

@ Associate Photo’ displays the picture of the user.

@ Associate Details” displays the brief company information of the user.

@ Recipient Photo® displays the picture of the assigned mail recipients for the user.
@ Recipient Information® displays the information about the recipients.

RAR > RAR Home

To:

Escaolar, Ranzie Raymond Ko
Zr. Eng. Manager
rescolar@tspi.com ph

Associate ID 08542

Associate Hame Manlosa, Ma Patricia Robles
Position Design Engineer I

Business Unit 2nd Business Unit

Ce:
Department 28U - 2nd Department
Project
“okoo, Hiroshi Yokoo
E-miail mmanlosa@tspl.com.ph

Genersl Manager
hyokohi@tspi.com ph

Yaldez, Joseph Ma. Termulo

Enginesring Directar
Jraldezi@tspicom.ph

Baldovino, Sheree Marie Jove i
Sr. Eng. Manager
shaldovino@tspi.com.ph

Figure 1.0 RAR Home

Control Panel

Home Email Configurationg

RAR > Home

Email Seftings

Figure 1.1 RAR First Layer Menu

Home

RAR = Home

igurations

Control Panel

Figure 1.2 RAR First Layer Menu Dropdown

DR~ | RAR ~ | Gatekeeper ~

Email Configurations Control Panel

RAR > Home

Figure 1.3 RAR Second Layer Menu
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RAR-Email Settings

RAR (Relationship and Access Rights)

2. Email Settings

@This page is used to configure email notification recipient for the registered associates in the system. Each successful transaction made or changes into a record

shall automatically send email notifications to registered recipients of an associate.

@In this page, users with an access rights to this module can set the Email recipients of all Associates.

@This page can be viewed by clicking any of the following links:
Email Settings'® link in RAR drop down menu;
Email Settings'® link in RAR second layer menu.

, Target Associate

: ]
! |
! I Business Unit = =l 0 [ pPosition | =] :
! i
! !
i [ Department [-- = [ project [ = :
! ¥ Associate Name [MANLOSA, MA.PATRICIA ROBLES =] @ :
!

Recipient List

Business Unit [--- ™ Project

[KIREEY

-
(| Department |--- ™ Position

IR

(R

3 [T Quick Search I @ : First Name,

Last Name, Associate ID

@ 3 Search Recipients

Target Associate List

To: E-mail Recipients

10658] Abad, valerie Dee
08407] Abadiano, Marjorie Juson

06228] Ablac, Christian Guanlao e
08318] Acepcion, Froilan Ace Alfonso =

99058] Adoremos, Christopher Badiola <

05192] Adoremos, Roxanne Aicila Barroga

09573] Adriang, Carmela Ilag =
09574] Adriano, Moel Andres P
05155] Aganon, April Ann De Leon

08352] Aguilar, Aldreich Matunan
08396] Alacrito, Charles Cornelia
09561] Alcantara, Ailyn Paiso

[95012] E=scolar, Ranzie Raymond Ko

10616] Almazan, Knowell Kristoffer Sacueza

Zc E-mail Recipients

09580] Alquiros, Kristine Rei Carlos

08354] Amosig, Jerome Michael Tan @
08400] Anchuvae, Cris Bernard Morandarte

06240] Ansay, Paulo Enrico Villamin
98040] Anson, Ma. Cecilia Theresa Dazon =
06219] Arcayera, Desires Easter Caceres
08408] Arceta, Jerome Enar

08375] Arcilla, Melanie Preconcillo =
08376] Arevalo, Angeline Apple Lim
Agido, Joyce Maricel Lindayag

=<

Ayuo, lan Laurenaria :
7. Sabaran, Jenifer Mansibang LI

08327
08397] Asuncion, Alfredo Jr. Lanting
05201
07310

[57030] 2aldoving, Sheree Marie Jove
[92055] Hinte, Cristina Monofollo
[10608] Ty Ir., Efren Dela Cruz
[50001] Waldez, Joseph Ma. Termulo

Figure 2.0 RAR Email Settings

| Gatekeeper -

Home Email Settings Email Cg Home el

RAR > Home EE

1
T Enfall Configuratiohs — ~ =~~~

Control Panel

Figure 2.1 RAR Email Settings

Home ~  Oniine201 ~  DIR + RAR ~ Gatekeeper -

1
Home 1 Email Settings @ Email Configurations Control Panel
1

RAR > Email Settings

Figure 2.2 RAR Email Settings
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RAR-Email Settings

Screen Details:

-

. Target Associate List Data Filters
The Business Unit, Department, Project and Position combo boxes are the data filters used for searching Target Associates.
Check the checkbox beside the combo boxes to enable a data filter.

N

. Associate Name combobox
This is the list of associate name that can be used as target associate for configuring their mail recipient settings.
A check on the checkbox beside the filter will enable this feature. Take note that this will disable Quick Search (Item 2),
Target Associate Name (Item 3) and Search Associate button (ltem 3).

[od

Recipient List Data Filters
The Business Unit, Department, Project and Position comboboxes are the data filters used for searching Recipients.
Put a check on the checkbox beside the combo boxe filters to enable the use of a data filter.

4. Quick Search
This is used to search for keywords that are targeted for lastname, firstname and associate id.
Check the checkbox beside the Quick Search text box to enable this feature. Take note that this will disable Data Filters (Item 6).

5. Search Recipients button
This button will enable the user to search for Recipients based on the filters 57 used.
6. Target Associate List
This lists the associate names that can be used as source for setting the direct (To:) and indirect (Cc:) recipients.
7. Add/Remove To: Email recipients button
Use the ">>" button to add selected names from the source list® to the direct"’ (To:) recipient listing whereas
use the "<<" button to remove a selected name from the direct"” (To:) recipient listing back to the source list o
8. To: Recipients Associate List
This will display the list of direct recipients for the email notification when changes to the records of target users were made.
9. Add/Remove Cc: Email recipients button

Use the ">>" button to add selected names from the source list® to the indirect " (Cc:) recipient listing whereas
use the "<<" button to remove a selected name from the direct (Cc:) recipient listing back to the source list o
10. Cc: Recipients Associate List
This will display the list of in]direct recipients for the email notification when changes to the records of target users were made.

11. Save button
This will save all the settings made on the screen.

Save Email Recipients of multiple Associates
o Use the data filters (Item 1) to filter the search result for Target Associate List or use Quick Search (ltem 2) to filter search result for Target Associate List.
e Click Search Associate button (Iltem 5) to search for Target Associates
e Use the data filters (Item 6) to filter the search result of Recipient Associate List or use Quick Search (ltem 7) to filter the search result of Recipient Associate List.
o Click Search Recipients button (Item 8) to search for Recipient Associates.
e Select the associates from the Recipient Associate List (Iltem 9) when adding a mail recipient for the users listed in item 4.
o Click the ">>" button (Item 10) to add selected names to the direct recipients (To: Email Recipients).
e To remove a recipient from the list (To: Email Recipients), select one or more associate names from the (To: Email Recipients) list (Item 11) and
click the "<<" button (ltem 10).
o Click the ">>" button (Item 12) to add selected names to the indirect recipients (Cc: Email Recipients).
e To remove a recipient from the list (Cc: Email Recipients), select one or more associate names from (Cc: Email Recipients) list (Item 13) and
click the "<<" button (ltem 12).
o Click Save button to save the desired configuration.

Edit Email Recipients by individual Associate
e Use the Associate Name (ltem 3) filter to configure an individual associate's mail notification recipient settings.
e Select an specific associate from Associate Name combobox (ltem 3).
e Use the data filters (Item 6) to filter the search of Recipient Associate List or use Quick Search (Item 7) to filter the search of Recipient Associate List.
o Click Search Recipients button (Item 8) to search for Recipient Associates and the notification settings of a target associate would also be displayed.
o Select the associates from Recipient Associate List (Item 9) to be added to "To: Email Recipients" list or "Cc: Email Recipients" list.
e Click the ">>" button (Item 12) to add selected names to the indirect recipients (Cc: Email Recipients).
e To remove a recipient from the list (Cc: Email Recipients), select one or more associate names from (Cc: Email Recipients) list (Item 13) and
click the "<<" button (ltem 12).
o Click Save button to save the desired configuration.
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RAR-Email Configuration

RAR (Relationship and Access Rights)
3. Email Configuration

@This page is the RAR (Relationship and Access Rights) Email Configuration.

@The purpose of this screen is to enable the HR User to assign which Roles can receive E-mails generated by Online 201, DTR and RAR.

@This page can be viewed by clicking any of the following links:
Email Configurations® link in RAR drop down menu;
Email Configurations7 link in RAR second layer menu.

Role Name DTR Online 201 RAR
Standard User v v 1~
Supervisor v v v
Manager v i v
HR Personnel v 2 2
System Administrator v v 4

Figure 3.0 RAR Email Configuration

Home Email Settings

RAR > Home

Home Email Settings : Email Configurations

RAR > Email Configurations

Control Panel

Figure 3.2 RAR Email Configuration
Screen Details:

1. Role Name
In this column contains the available Roles in the Terumo Online System.
2.DTR
In this column contains the checkboxes for a Role that can receive E-mails generated by DTR.
3. Online 201
In this column contains the checkboxes for a Role that can receive E-mails generated by Online 201.
4. RAR
In this column contains the checkboxes for a Role that can receive E-mails generated by RAR.
5. Save button
After clicking this button, any changes in RAR Email Configuration will be saved.

To set Email Configuration:
e Check the checkboxes of a Role that will be receiving E-mails generated by Online 201, DTR and RAR
(Unchecked checkboxes for a Role will not be receiving any E-mails on a corresponding module).
@ Click Save button to save the desired configuration.
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RAR-Control Panel

RAR (Relationship and Access Rights)

4.0 Control Panel

4.1. Access Rights

@ This page displays the RAR (Relationship and Access Rights) Access Rights screen.
@ The purpose of this screen is to assign screen privileges to a role defined in the HR Online system.
@ This includes the following privileges:

1. Normal mode (view only)

2. Edit mode

3. Import from CSV

4. Export to CSV

5. Export to PDF

@ This page can be viewed by clicking any of the following links:
1. Access Rights® link from RAR drop down menu;
2. Control Panel™ link from RAR second layer menu.
3. Sidebar Menu '’
Note: If this screen is disabled for HR user, check the Role Maintenance screen in Admin > Configuration Maintenance if Manage Access Rights checkbox is
checked or enabled for HR Role.

@ User Role' drop down box contains available roles in the HR Online System.

@ Screen List? column contains the different screens available in the HR Online System.

@ Normal Mode® column contains checkboxes that will allow or disallow screens from being viewed by the user.

@ Edit Mode* column contains checkboxes that will allow or prevent information available in the screens from being edited by the user.

@ Import from CSV° column contains checkboxes that will allow or prevent information available in the screens to be imported from CSV format.
@ Export to CSV® column contains checkboxes that will allow or prevent information available in the screens from being exported into CSV format.
@ Export to PDF’ column contains checkboxes that will allow or prevent information available in the screens from being exported into PDF format.
@ Click Save® button to save any changes made in Access Rights.

RAR > Control Panel > Access Rights

Access Rights

User Role HR. PERSONNEL H j'

Description HR Personnel
02
Home 03 04 05 06 07
Normal Mode Edit Mode Import from CSV Export to CSV Export to PDF

r B ] ] r

Home 74 = ] (] 7]

Welcome Message F E -] B I}

Hews and Features = 7] B r B

Announcements F B (] (] r

Control Panel 2 7] B (] B

Bulletin Waintenance ¥ Ird H B B

Label Maintenance v 2 ] - B

Hormal Mode Edit Mode Import from CSV Export to CSV Export to PDF
[ ] r ]
Online 201 T2 - [ | [ [ |
Hormal Mode Edit Mode Import from CSV Export to CSV Export to PDF
[ |m] r ] [
Online201 Home ~ 7] r r e
Company Information i I ~ 1] 2
Perzonal Information i il ¥ E I
Contact Information ~ I " r ~
Family Information i il ¥ E I
Academics 2 I ~ 1] 2
Certifications i il ¥ E I
Government Infermation 2 I ~ 1] 2
S5 Information ~ 7] I r e
PHILHEALTH Information ~ - " r ~
PAGIBIG Informatien ~ 7] I B e
Previcus Vork Experience 2 I ~ 1] 2
Skills Information ~ e I r =l
Training Information 2 I ~ 1] 2
Project Involvement i il ¥ E I
Notice OF Associate Action ~ I " r ~
Notice Of As=ociate Action (Admin; ~ e I r (]
Digciplinary Action 2 I ~ 1] 2
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Hormal Mode Edit Mode Import from CSV Exportto CSV Export to PDF
(m| (m] r r ||
Overtime Il E [~ B B
Overtime History ~ Il = I -
Overtime &pplication I Ird I~ = r
Overtime Approval I 7 r - =
Hormal Mode Edit Mode Import from CSV Exportto CSV Export to PDF
(W m| r [m| =
Leaves Ird B B [ B
Leave History T2 ~ © I [
Leave Application I 7 I B =
Leave Approval T2 ~ © [ [
Edlit Leave Credits I 7 I Ird B
Unused Leave Conversion 2 = [ Ir [
Reset Leave Credts I 7 = B =
Leave Calendar 2 = © [ [
Hormal Mode Edit Mode Import from CSV Export to CSV Export to PDF
r = | (| o
Reports I ] ] B r
Dizciplinary Action Report ira [ ] 1] ~ ]
Manpovver Report ird ] B v -
Training Report ~ r ™ v -
Length of Service Report ira [ ] = ~ ]
Age Range Associate Report T2 [ ] [ ~ (]
Resignation Rate Report I = © B ]
Resignation Rate Per Pasition ird [ ] 1] = ]
Fiscal Year Resignation Rate ~ = ] ~ |
Compare Fiscal Year Resignation Rate ca = 1] =2 |
Meswly Hired Associate Report I = © = ]
Separation Report It r B = I
Overtime Report Ird r B 7 P
Associate Sttendance Report ca = 1] =2 |
Hormal Mode Edit Mode Import from CSV Export to CSV Export to PDF
r | | r ]
Search ~ =i B B B
Perform Search ir2 [ | 1] =3 ]
Export NAA to €SV B B B v B
Hormal Mode Edit Mode Import from CSV Exportto CSV Exportto PDF
O r | = ]
Control Panel M r B B o]
Biodata Maintenance M r r [ -
User Mairtenance = ¥ B & "
Associste Status Maintenance = " [~ B r
NAL Type Maintenance W = E B [}
Nationality Maintenance = " [~ B "
School Level Maintenance W =2 E = ]
Religion Mairtenance = 5 [~ B "
Tool Category Maintenance W =2 E = ]
Business Lnit Maintenance = " [~ B "
Department Maintenance I~ I [ B =
Project Maintenance = 5 [~ B "
Shift Mairtenance = ¥ B B =
Rale Maintenance = 5 r B "
Position Mairtenance = w [ B =
Training Maintenance 1~ 1] = i1 (]
Training Provider Maintenance I~ 7 B = B
Training Meintenance I~ 5 E |— =
Leave Maintenance I~ r [} B B
Leave Type Maintenance = 5 E |— =
Leave Resson Maintenance I~ v E B =
Overtime Waintenance = r E |— =
Overlime Type Mairtenance = " B B I
Overtime Purgose Maintenance = 7 r ™ =
Domain hairtenance I~ 7 [} B B
Lakel Mzirtenance 1~ I~ = il -
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DTR

Home

Quick Search

Reports

Log Report
Leave Report
Tardiness Repert

Duplicate Log Report

Search

Query and Statistics
Query Records

Aftendance Summary

Calendar

Rest Day/Shift Calendar

Comgany Calendar

Control Panel

Label Maintenance:

Normal Mode

Edit Mode Import from CSV Export to CSV
(m] O r r
2 = = E
I & ~ ~
2 = | E
2 ] ] ]
i = = E
2 - ] ~
2 = | =
2 ] ] ~
2 = = E
I - ] ~
2 ~ | =
2 ] ] ~
2 = = E
I & ] L]
2 ~ | E
2 ] ] ]
i ~ = E

Export to PDF

r

M|

HHEE S E & 5

HEEE&E

RAR

Home

Email Settings

Email Configurations

Control Panel
Access Rights

Label Maintenance

Hormal Mode Edit Mode Import from CSV Exportto CSV
L 0 W "
~ ] ] 1]
v ] ] |
¥ v ] ]
~ ” ] -]
¥ ] r ]
v I ] ]
~ 4 ] ]

Export to PDF

r

H EHE RE R @A

Gatekeeper

Gatekeeper
Home
Reports
Log Violation Report
Excess Break Report
Movement Report
Statistics Report
Home Office Tardiness Report
OTR & Gatekeeper Match Report
Search
Individual Query
Group Query
Summary
Control Panel
Add Location
Home Office
Break Time Maintenance
Associate Break Time Maintsnance

Label Maintenance

Figure 4.0 RAR Access Rights
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Home - | Online201 ~  DIR - | RAR -  Gatekeeper ~

Home Email Settings Email Cg Home el

RAR > Home Email Settings

Email Configurations

Figure 4.1 RAR Access Rights

DTR ~ RAR = Gatekeeper v

Home ~ | Online201 +

r
Email Configurations : Control Panel

Home

Email Settings
RAR > Home

Figure 4.2 RAR Access Rights

4.1.1 Assigning screen privileges to a role (please refer to Figure 4.0 RAR Access Rights)
@ Select a role from User Role' drop down box. This will load the pre-defined settings of the selected role.
@ Check the Normal Mode® checkbox to assign viewing rights to a Role for a specific screen 2.
- Uncheck the Normal Mode® checkbox to remove viewing rights to a Role for a specific screen .

@ Check the Edit Mode* checkbox to assign editing rights to a Role for a specific screen 2

- Uncheck the Edit Mode* checkbox to remove editing rights to a Role for a specific screen 2.
@ Check the Import from CSV° checkbox to assign importing from csv rights to a Role for a specific screen .

- Uncheck the Import from CSV® checkbox to remove importing from csv rights to a Role for a specific screen 2.

@ Check the Export to CSV°® checkbox to assign exporting to CSV rights to a Role for a specific screen 2.

- Uncheck the Export to CSV°® checkbox to removing exporting to CSV rights to a Role for a specific screen 2.

@ Check the Export to PDF’ checkbox to assign exporting to PDF rights to a Role for a specific screen 2.
- Uncheck the Export to PDF’ checkbox to remove exporting to PDF rights to a Role for a specific screen 2.

@ Click Save® button to save the desired configuration.

4.2. Label Maintenance

@ The Label Maintenance page can be viewed by clicking the Label Maintenance® from the side bar of the RAR Control Panel pages.

@ This page allows the user to Edit Labels from a particular module.

@ Filters' are provided to search for a specific group of Labels for a particular module.

@ To edit all common labels for a particular module, put a check on Common? checkbox and click show result button to display on Details’ table.
@ Clicking the Show Result* button would trigger the display of the search Labels (Common Labels/Not Common Labels) in the Details’ table.

@ To restore all default labels of a particular module click the Set All Default® button.

@ To restore default labels of the selected labels on a particular module click the Set Default® button.

@ Clicking the Apply® button will save all the edited labels on a particular module.
@ Check the Edit Checkbox® to trigger the edit mode of the displayed labels.

Access Rights Label Maintenance

Label Maintenance

Sub Menu (1st Layer) | searcH

Sub Menu (2nd Layer) | GROUP QUERY

Sub Menu (3rd Layer)

O
[0 © °

Details

Resource Value

E O

COMPLETE

=

First Tap In Date
First Tap In Time
INCOMPLETE/Double Login
INCOMPLETE/Double Logo...
Last Tap Out Date
Last Tap Qut Time

Monitoring Duration

O EDEE oo

Search Detais
(€] I

Original Value
COMPLETE
First Tap In Date
First Tap I Time

INCOMPLETE/Double Login

INCOMPLETE/Double Logo...

Last Tap Out Date
Last Tap Out Time:
Monioring Duration

Search Details

Description

Gatekeeper Labels
Gatekeeper Labels
Gatekeeper Labels
Gatekeeper Labels
Gatekeeper Labels
Gatekeeper Labels
Gatekeeper Labels
Gatekeeper Labels

Gatexeeper Labels

2

&

° Set All Default || Show Result 4

Figure 4.2 Label Maintenance
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E. GateKeeper

1. Home - Associate Details

@ The default page of Gatekeeper Home is the Associate Details page as shown in Figure GTKR-1.0.
of the Gatekeeper dropdown menu.
@ This page can be viewed by clicking any of the following links:
1. Gatekeeper?® link in first layer menu;
2. Home® link in Gatekeeper drop down menu;
3. Home link in Gatekeeper second layer menu.
@ This page also displays the current record and company-related information of an employee.
@ The Associate Details Section1 displays the current date, the associate's name, ID, position, Business Unit, Department, Project, assigned designated area/s,
and total time. The Total Time displays the accumulated time the associate has been inside all the areas for that day.
@ First Log Time?and Last Log Time? of an associate for the current day.
@ The Areals’ displays the summary of logs or total time per area for the current day.
@ The Log Details Section” displays all gatekeeper logs for the current day.

Gatekeeper > Home

This page can be viewed by clicking the "Home" link on

ASSOCIATE LOG DETAILS

Date Today
Associate Name
Associate ID
Position
Business Unit
Department
Project

Designated Area

Total Time

05-Mov-2010
123,125 123
123213
Technician

ADM

HR/GEN AFFAIRS

/s

i First Log Time 16-Jun-2010 08:00:00 am @
| Last Log Time 16-un-2010_05:06:43 pm
| Areafs Grow 10 080643 | @

04 Log Details

Outside Office Interval Area Tapin Tap Out Duration Log Status

]

Group 10

(18:00:00 am

05:06:43 pm

08hrs 06m 435

COMPLETE

Home ~

Online 201 ~ | DTR ~

Figure GTKR-1.0

RAR -

EKEEPER - 05

Figure GTKR-1.1

Search

Control Panel

Figure GTKR-1.2

Gatakaanar » Hama

Figure GTKR-1.3
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E. GateKeeper

2. Reports

Every page within the Gatekeeper Report screen is equipped with an Export to CSV' button that can export the search results to a CSV(comma separated values) file.
All Gatekeeper Report except Statistics Report had a date range filters. When the Date To filter value is less than the
value of the Date From filter value, a message "Date Range From should not be greater than Date Range To" on a dialog box would appear.

2.1 Log Violation Report

@ The Log Violation Report page is the default page for Gatekeeper - Reports Module as shown in Figure GTKR-2.1 Log Violation Report. This page
can be viewed by clicking the "Reports" link from the Gatekeeper dropdown menu or clicking " Log Violation Report" link from the Sidebar Menu® of the Gatekeeper Report screen.
@ Log Violation Report is a page that displays the log violations by the users of the gatekeeper system..
@ Data Filters' and Quick Search? are provided as filters to search for a specific group of data or individual results.
@ Clicking the Show Result® button would display-the result in the Search Result® table.
@ Search Count’ displays the number of records on the Search Resuilt® table as a result of the search performed.
@ Pagination® appears when the number of records fetched is more than 10 records.
@ The Search Result® section displays the gatekeeper log violation information. There are two types of log violations; Double Log-In and Double Log-Out.
Double Log-In violations are displayed on the table having an entry of yellow colored row. Double Log-Out violation are displayed on the table having an entry of green colored row.
A violation is detected when an employee failed to have a complete pair of logs (start with Log-In, end with Log-Out).
@ Color Legends’ are displayed at the bottom of the page.

Log Violation Report LOG VIOLATION REPORT
Excess Break Report m
Movement Report
Statistics Report ¥ Business Unit [aom ;0
DTR & Gatekeeper Match [~ Department = =l
Report :
I Project | = =
" Pposition [ =

By : First Name, Last Name, Associate ID

M Quick Sasrch 0| \:

l01-Feb-2010

Date From

Date To [01-Feb-2010 =

28 match(es) |

Count Associate ID Ass te Hame Positi Gender Employment Status Date Tap In Date|
1 1001123 AGAPAY IR, MANUELITO ALMES ADM oT OJT_SS NORTH Technician Kale Casual 11-Jan-2010 01-Feb-2010
2 1001123 AGAPAY JR., MANUELTO ALMES ADM T QJT_SS NORTH Technician Male Casual 11-Jan-2010  0000-00-00
3 1001123 AGAPAY JR., MANUELITO ALMES ADM T 0JT_SS NORTH Technician Male Casual 11-Jan-2010 01-Feb-2010
4 1001123 AGAPAY JR., MANUELITO ALMES ADM oJT 0JT_SS NORTH Technician Male Casual 11-Jan-2010 0000-00-00
5 1001123 AGAPAY IR, MANUELITO ALMES ADM T OJT_SS NORTH Technician Male Casual 11-Jan-2010 0000-00-00
6 1001123 AGAPAY JR., MANUELITO ALMES ADM T 0JT_SS NORTH Technician Wale Casual 11-Jan-2010  0000-00-00
T 1001123 AGAPAY JR., MANUELITO ALMES ADM ot OJT_SS NORTH Technician Male Casual 11-Jan-2010  0000-00-00
8 1001123 AGAPAY JR., MANUELITO ALMES ADM T 0JT_SS NORTH Technician Kale Casual 11-Jan-2010 0000-00-00 1
9 1001123 AGAPAY JR., MANUELITO ALMES ADM T, 0JT_SS NORTH _ Technician Male. Casual 11-Jan-2010 __0000-00-00 7
= | 3
T Color Legend 0

[ voubeTapn q
[ ] ouble Tap out °

Figure GTKR-2.1 Log Violation Report
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2.2 Excess Break Report

@ The Excess Break Report page can be viewed by clicking the " Reports" link of the Gatekeeper dropdown menu and clicking the " Excess Break Report" link from the Sidebar Menu’
of the Gatekeeper Report screen.

@ This page computes the total excess break of an employee based on assigned break time schedule. It only display records of employees that have excess breaks.

@ Excess Break Report allows the user to monitor the employees that have exceeded their break time and by how much time they exceeded.

@ Data Filters' and Quick Search? are provided to search for a specific group of data or individual results.

@ Clicking the Show Result’ button would display the data in the Search Resuilt table °.

- Clicking the Show Result button when no selected data for filters Business Unit, Department, Project, Position or Shift combo box would display a message "No Filter Options Selected".

@ Search Count’ displays the number of records displayed on the Search Result° table as a result of the search performed.

@ Pagination® section appears when the records fetched is more than 10 records.

@ The Search Result® section displays the gatekeeper excess break of the employees.

07
Log Violation Report EXCESS BREAK REPORT
Excess Break Report

Movement Report
Statistics Report ¥ Business Unit |aDM 2
DTR & Gatekeeper Match " Department | =
Report
O Project | ﬂ
" Pposition | LI
' '
' I Quick Search | | By : First Name, Last Name, Associate ID
| Date From [27-Apr-2010 iz @
: :
! Date To |27-Apr-2010 bl |
: :
¢ i
il' Filter by Excess Break from 1 to 5 minute/s. 3
il' Filter by With/Without Break | 'Vith Break :

: '
| Search Count: 151 match(es) \@ @ 123 45 6..16 Next!

‘Count :)asociate Associate Name i::::yment Position Department Section Team Shift Gender Date,

1 0811155 ABAD, RONALD CAMADDU Regular Warehouseman ~ ADM 'WAREHOUSE (Logistics) WAREHOUSE DALY DS  Male 21N

2 0505001 ABARENTOS, ROEL PO Regular Warehouseman ADM 'WAREHOUSE (Logistics) WAREHOUSE DALY DS Male 03-14

3 0802011 ACERON, ARNOLD BON Regular Helper ADM HR/GEN AFFAIRS GA DALY DS | Male 01-Fi

4 1001123 AGAPAY JR., MANUELITO ALMES Casual Technician ADM T 0JT_SS NORTH RS  Male -4

5 0909117 AGUILA, MARK JOSEPH BRIONES Regular Warehouseman ADM 'WAREHOUSE (Logistics) WAREHOUSE DALY DS Male 01-5]

8 1001031 AGUILUCHO, NIKON SAMPAGA Casual Production Worker ADWK WAREHOUSE (Logistice)  WAREHQUSE DALY DS __ Female ﬂiij
4| | »

Figure GTKR-2.2 Excess Break Report
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2.3 Movement Report

@ The Movement Report page can be viewed by clicking the "Reports” link on Gatekeeper dropdown menu, and also clicking the Movement Report link from the Sidebar Menu’ of the
Gatekeeper Report screen.

@ Movement Report is used to monitor an employee's whereabouts or movement per gatekeeper logs.

@ Data Filters' and Quick Search? are provided to search for a specific group of data or individual results.

@ Clicking the Show Result’ button would display the data in the Search Result table.

@ Search Count’ displays the number of records displayed on the Search Result° table as a result of the search performed.

@ Pagination® section appears when the records fetched is more than 10 records.

@ The Search Result® section displays the gatekeeper movement activity of the employees.

07
VENENTREpORT

Statistics Report I Business Unit [am =

' |

DTR & Gatekeeper Match 'l Department = =l
Report ! :

H— Project [ =

: ;

; !

3I' Position |- I | 3

™ Quick Search

Date From [o1-Feb-2010 _ﬂ@

:
Date To [o1-Feb-z010 B !

i Search Count: 287 match(es

Search Result

Count Associate ID Associate Name Busines Departmen Project Position  Gender Associate Status Date }=
1 0001001 Padua, Joyby joyby ADM INFORMATION SY'STEM MIS MONTHLY Supervisor Male Regular I-Jai
2 0001001 Padua, Joyby joyby ADM INFORMATION SY'STEM WIS MONTHLY Supervisor Male Regular H-la
3 1001032 ALVAREZ ALMA ESABEDRA ADM PURCHASING PURCHASING MONTHLY | Group Leader Female Probationary 05-Jar
4 1001032 ALVAREZ, ALMA ESABEDRA ADM PURCHASING PURCHASING MONTHLY ' Group Leader Female Probationary 05-Ja
5 1001032 ALVAREZ ALMA ESABEDRA ADM PURCHASING PURCHASING MONTHLY' | Group Leader Female Probationary 0s-la
] 1001032 ALVAREZ, ALMA ESABEDRA ADM PURCHASING PURCHASING MONTHLY | Group Leader Female Probationary 0s-la
7 1001123 AGAPAY JR., MANUELITO ALMES ADM o 0JT_S5 NORTH Technician Male Casual 1-Jar
8 1001123 AGAPAY JR., MANUELITO ALMES ADN oT 0JT_S5 NORTH Technician Male Casual 11-Ja

4 | »

Figure GTKR-2.3 Movement Report
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2.4 Statistics Report

@ The Statistics Report page can be viewed by clicking the "Reports" link on Gatekeeper dropdown menu, and clicking the
Statistics Report link from the Sidebar Menu'® of the Gatekeeper Report screen.

@ This page displays the gatekeeper log violations summary report. It displays the total number of employees who have violation records for the current day,

and displays the counts for the log violations per Business Unit, Department, position, gender, and employment status
@ The Statistics Report has one (1) Main Table" which is divided into three(3) different sections, as follows:
@ The Grand Total5 (see Figure E-2.4-2) displays the sum of each column under the Log Violation Count Per Employment Status?,

Per Gender®, and Count Per Position* sections.
@ The Percentage® (see Figure E-2.4-2) computes the percentage of the sum of each column under the Count Per Employment Status, Per Gender, and Count Per Position sections.
@ The Total Per Employment Status’ and Total Per Position® displays the sum of the column under Section.
@ The Section9 column displays all the active Business Unit and the sections under each Business Unit.

10

Log Violation Report STATISTICS REPORT

Excess Break Report
Movement Report 01 Details
Stalistics Report PER

e T C——— LOG VIOLATION COUNT PER EMPLOYMENT STATUS
Report

02
B TOTAL PER L ASS:?};I;ANT T AS:L;T;:\NT o
MANAGER i
LEADER LEADER

P

ADM

1
LI} 0 (] [} ] ] 010 0 0 0 '
Department | 1
! 1
3
WARHOUE ] o 0 0 0 0 0 00 0 0 0 0 l
(Logistics} | 1
1 1
HR/GEN 1 |
arFaRs g " 0 0 0 0 0 [ ! 0 0 0 0 I
ACCOUNT\NG: 0 0 0 0 0 0 [ 0 0 0 i
I
DETOiTONY o 0 0 0 0 0 ool o 0 0 0 '
(Logistics} | 1
1
INFORMATION !
SyetE : 0 0 0 ] 0 0 00, 0 0 0 0 i
1
PR3 10 0 0 0 0 ] 00, 0 0 0 0 I
PLIRCHASING: 0 0 0 ] 0 ] o ol o 0 0 0 I
1
CORPORATE 1 1
STRATEGY | 0 0 0 0 0 0 00 0 0 0 0 i
OFFICE 1 1
[ol} 3 : 0 0 0 0 0 ] o ol o 0 0 0 l
1
ENG |
;0 0 [ [ (] [ o o! o 0 0 [ [
Department | 1
1

FACLITY & = o m = = m i = = S [ A

: I . = ; ; ; le

94 o o o o o o o o o o o o i
Department
a4 o o o o o o o o o o o a
ac o o o o o o o o o o o o
RA o o o o o o o o o o o o
-
wavsdvdvdd o i ] o o i ] a o a {: ] o o o
Department

al I

: Tawhiden Boltrare Fhligwiees I,

Figure GTKR-2.4-3 Statistics Report
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2.6 DTR & Gatekeeper Match Report

@ The DTR & Gatekeeper Match Report page can be viewed by clicking the "Reports” link on Gatekeeper dropdown menu, and clicking the
DTR & Gatekeeper Match Report from the Sidebar Menu’ of Reports pages.
@ This page displays a report that matches the DTR Tap-In and Gatekeeper first-log, and the DTR Tap-Out and Gatekeeper last log.
@ Data Filters' and Quick Search? are provided to search for a specific group of data or individual results.
@ Clicking the Show Result’ button would display the result in the Search Result table.
@ Search Count’ displays the number of records displayed on the Search Result table as a result of the search performed.
@ Pagination®**“" appears when the records fetched is more than 10 records.
@ The Search Result® section contains a table that displays the matching between the DTR logs and the Gatekeeper logs.
07

Log Violation Report DTR & Gatekeeper Match Report
Excess Break Report Expart to S5y
Movement Report

Statistics Report [ Business Unit |---

DTR & Gatekeeper Match [ Department [z
Report

™ Project [--

[~ Paosition [---

m} Quick Search @ I

Date From [05-Hav-2010

Date To [05-Hav-2010

;
Search Count: 120 matth(es)@ @ J[10El'12 3 4 56.. 12 Next

Search Result

i
Count Associate ID Associate Name A::::::le Pos 06 Business Uni Department Project L Tap ::lﬂ—l
i 0811155 ABAD, RONALD CAMADDU Regular Warehouseman ADW WAREHOUSE (Logietics) WAREHOUSE DALY DS 01-May-2
2 0505001 ABARIENTOS, ROEL IPO Regular Warehouseman ADMW WAREHOUSE (Logistics) WAREHOUSE DAILY DS 01-May-2
3 0602011 ACERON, ARNOLD BON Regular Helper ADM HRIGEN AFFAIRS GA DALY DS 01-May-2
4 0309117 AGUILA, MARK JOSEPH BRIONES Regular Warehouseman ADK WAREHOUSE (Logistics) WAREHOUSE DAILY NS 01-May-2
5 0809102 AGULLO, RODERICK BRITO Regular Warehouseman ADMW WAREHOUSE (Logistics) WAREHOUSE DAILY 0s  01-May-2
6 0309018 ALEGRE, LITO NAVARETTE Casual Interpreter ADM HRIGEN AFFAIRS HR MONTHLY RS  01-May-2
: 4 1001124 ALFERI, JAN CHRISTIAN SEGUNDINO | OJT Technician ADM oT QJT_PLE RS  01-May-2
8 1001162 ALILING, JESTONI CACHA Casual Helper ADM WAREHOUSE (Logistics} WAREHOUSE DAILY DS 01-May-2
9 1001032 ALVAREZ, ALMA ESABEDRA Probationary Group Leader  ADM PURCHASING PURCHASING MONTHLY RS  01-May-2
10 1005023 AMAR, HOMER HORNOZ Casual Helper ADM WAREHOUSE (Logistics) WAREHOUSE DAILY RS 01-May-2

i
< | -

Figure GTKR-2.6 DTR & Gatekeeper Match Report
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Gatekeeper

E. GateKeeper

Every pages within the Gatekeeper Search module is equipped with an Export to CSV' button that can export the search results to a CSV (comma separated values) file.

3. Search

3.1 Individual Query

@ The Individual Query is the default page of Gatekeeper Search, as shown in Figure GTKR-3.1. T his page can be viewed by clicking the "Search" link
on Gatekeeper dropdown menu or by clicking the "Individual Query" link from the Sidebar Menu’® of Gatekeeper Search screen.

@ This page displays company-related information about the employee and corresponding logs captured by the Gatekeeper System.

@ The Search Associate By1 Section within the Filters Section contains Business Unit, Department, Project, and Position combo boxes that are used
to limit the Associate Name? combo box contents for defining a search for a specific employee.

1. If Date From filter value is greater than Date To filter value, a message "Date Range From should not be greater than Date Range To" on a dialog box will be displayed.

2. If an associate name combobox is empty and quick search is disabled, a message "You must select an associate name" on a dialog box will be displayed

when clicking the "Show Result" button.

@ The Quick Search® textbox can only search for an exact Associate ID (as indicated by the note beside it), while the Associate Name? dropdown can be
used to search from a list of employees coinciding with the Search Associate parameters.

- If quick search checkbox is checked and quick search textbox is empty, a message "Quick search should not be blank" on a dialog box will be displayed.

@ Clicking the Show Result’ button would display the search results in the Log Details ® table.

e The Associate Details5 Section displays the associate name, ID, position, Business Unit, Department, Project, and assigned designated area.

@ Search Count’ displays the number of records displayed in the Log Details table as a result of the search performed.

[ ] Pagination7 appears when the number of records fetched is more than 10 records.

@ The Log Details® section contains a table that displays the gatekeeper log information of an employee.

= Lvovoumavsr |
pnadal Oy INDIVIDUAL QUERY

Group Query Export to CSV

i
|

: T Business Unit [ = I eroject [ =

3 B Department I--- LI [ Pposition I--- i

i |

| *Associate Name | = ;@
:
¥ Quick Search IDQDQQ‘12 Mote : Quick search for Associate ID. @

i Date From |D2—NDV—ZDD9 ;‘E Date To 23-Dec-2009 _ﬂ e
i

Associate Details

Associate Name ZEUS LAURENCIANA
Associate ID 0909242
Position Ir. Supervisor
Business Unit ADM
Department INFORMATICON SYETE
Project MIE MONTHLY
Designated Area g;gag g;
isearch Count: 6484 match{es)  (@F [ 712345 6. 643 Ned §°

Log Details

Count AreaRoom Tapin 08 Tap Out a0 Log Status;  —|
1 Group 10 02-Mo-2003 05:40:15 AM (0000-00-00 00:00.00 100 IMCOMPLETE:
2 Group 10 02-Movy-2009 05:58:15 AM 02-Mov-2009 08:14:29 AM Ooc16:14 COMPLETE
3 Group 10 02-Mav-2009 08:23:31 AM 02-Nov-2009 12:08:33 PM 05:43:02 COMPLETE
4 Group 10 02-Mlo-2003 06:52:58 AM 02-Mov-2009 06:54:10 AM O0e01:12 COMPLETE
5 Group 10 02-Mo-2008 08:53.01 AM (0000-00-00 00:00.00 - IMCOMPLETE,
6 Group 10 02-Movy-2008 07:00:40 A 02-Mov-2008 12:05:18 PM 050539 COMPLETE
7 Group 10 02-Mav-2009 07:27:20 AM 02-Nay-2009 08:35:44 AW 011124 COMPLETE

8 Group 10 02-love-2008 08:15:28 AM 02-oy-2008 08:17:30 Ab 000202 COMPLETE =l
9 Group 10 02-Mov-2003 08:40:23 AM 02-Noy-2003 09:06:01 A 0002538 COMPLETE

%

Figure GTKR-3.1 Individual Query
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Gatekeeper

3.2 Group Query

@ The Group Query page can be viewed by clicking the "Search" on Gatekeeper Dropdown Main Menu and by clicking the Group Query from the Sidebar Menu®
of the Gatekeeper Search screen. This page allows the user to view gatekeeper log records per group of employees.

@ Data Filters' are provided to limit the search

results to a specific group of data.

- If Date From filter value is greater than Date To filter value, a message "Date Range From should not be greater than Date Range To" on a dialog box will be displayed.
@ Clicking the Show Result’ button would trigger the display of the search results in the Search Details table.
@ The Turn-ON Monitoring® button toggles a timer that will update the records displayed once the counter reaches 0 second.
This timer will only stop once the user clicks again the same button (labeled as TURN OFF Monitoring button whenever the timer is running).
@ Search Count’ displays the number of records displayed on the Search Details ° table as a result of the search performed.
@ Pagination® appears when the number of records fetched is more than 10 records.
@ The Search Details® section contains a table that displays the gatekeeper log information of the group of employees.
@ Color Legends’ are displayed at the bottom of the page. A Colored row indicates that the employee committed a log violation.

Individual Query

GROUP QUERY

08 Group Query
Summary W
¥ Business Unit [aDm =1
[T Department [-- =
T Project [ I |
[T Ppaosition [--- 16
I Designated Area [-— =
" Log Type = =
Date From [oi-Feb-zo10 il
Date To [01-Feb-2010 )
™ Tap-In Time Range " Tap-Out Time Range

Search Details

Count Associate ID Associate Name 'sine @ Department Project Position Gender Status Date Hired Tapin = |
1 2009042 ABE, RONALDO HAVIDAD ADM ot OJT_PLE Technician ~ Male  Casual 05-Aug-2009 | 01-Feb-2i
2 2009042 ABE, RONALDO NAVIDAD ADM oJT OJT_PLE Technician ~ Male  Casual 05-Aug-2008 | 01-Feb-i
3 2009042 ABE, RONALDO NAVIDAD ADM oJT OJT_PLE Technician ~ Male  Casual 05-Aug-2008 | 01-Feb-3i
4 2009042 ABE, ROMALDO NAVIDAD ADM ot QJT_PLE Technician ~ Male  Casual 05-Aug-2008  01-Feb-2
5 2009042  ABE, RONALDO NAVIDAD ADM ot OJT_PLE Technician ~ Male  Casual 05-Aug-2009 | 01-Feb-2
& 2009042  ABE, RONALDO NAVIDAD ADM ot OJT_PLE Technician ~ Male  Casual 05-Aug-2008  0000-O1
7 0306001 i ADM WAREHOUSE (L Staff i 01-Feb-21
8 0906 ADM WAREHOUSE (Log! Staff 01-Feb-2
9 0306007 ADM WAREHOUSE (L M Stai 01-Feb-2
10 1001123 AGAPAY IR MANUELITOALMES. ADN QT QJT_SS.NOBTH _ Jechi Male __ Casual _11-lap-2010_ _ _01-Feb-2

<

Color Legend

[ compere

[ ] MCOMPLETE/MDouble Login
[ ] mcomPLETEMDouble Logout
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Gatekeeper
3.3 Summary

@ The Summary page can be viewed by clicking the "Search" link of Gatekeeper dropdown menu and by clicking the Summary link from the Sidebar Menu®
of the Gatekeeper Search screens. This page is used to search and view records of employees and their corresponding total time on each Area covered by the gatekeeper system.
@ Data Filters' are provided to search for a specific group of data.
- If Date From filter value is greater than Date To filter value, a message "Date Range From should not be greater than Date Range To" on a dialog box will be displayed.
@ Clicking the Show Result’ button would display the results in the Search Details table.
@ Search Count’ displays the number of records displayed on the Summary table as a result of the search performed.
@ Pagination* appears when the number of records fetched is more than 10 records.
@ The Summary® section displays the gatekeeper log information of the employees.

Group Query
06 Summary
¥ Business Unit [aDM =l
T Department [ =l
" Project |—~ =
[T Position |—~ Ll
Date From [01-Feb-2010 =
Date To [01-Feb-z010 i

Count Associate ID Associats Hams Business Department Project Position er Associat Status Da)
1 1001 Padua, Joyby joyby ADM  NFORMATIONSYSTEM WIS MONTHLY Superviso Regular 3.
2 1001032 | ALVAREZ, ALWA ESABEDRA ADI PURCHASNG ~ PURCHASING MONTHLY GroupLeader Female  Frobatomary 05
3 1001123 AGAPAY JR, MANUELITO ALMES ADM oJT 0JT_SS NORTH Technician Wale Casual -
4 1001124 ALFERI, JAN CHRISTIAN SEGUNDINO ADM oT OJT_PLE Technician Male ouT -
5 1001125 ANDICO, RISHI VILLARIN ADM ouT OJT_PRD MOLD Technician MWale Casual -
-] 1001126 ANGELES, ANGELIE ARTICULO ADM oJT QJT_QAaQcC Technician Female ouT m-
7 1001127 | ANTPORDA, APRIL JOYDUMARAN  ADM o OIT_PRE Technician  Female o
& 1001123  APELARIO JR, JESSIE POBLACION ADM o OIT_PRE Technician Make o
g 1001130 CASTILLO, JIANNE IGMA ADM oT 0JT_SS NORTH Technician Male Casual
T asar = TarararE |

Figure GTKR-3.3 Summary
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E. GateKeeper
4. Control Panel

4.1 Add Location
@ The Add Location page is the default page of Gatekeeper Control Panel as shown in Figure GTKR-4.1. This page can be viewed by clicking the " Control Panel" link
of the Gatekeeper dropdown menu or by clicking the " Add Location" link from the Sidebar Menu' of the Gatekeeper Control Panel screen.
@ This page allows the user to register new locations or designated area.
@ Fields with asterisks(*) are required fields that needs to be filled-up when adding new records. A dialog box will appear when required fields are left blank.
@ IP Address' combo box contains a list of available IP Addresses that can be assigned as a new location.
An IP Address can only be used by one location. This means that a particular IP will no longer be considered as an option of the IP Address combo box
if it is already in use.
@ Location Name? text box accepts alphanumeric entry from the user; invalid characters won't be accepted.
@ Location Details® text area accepts alphanumeric entry from the user; this is used to describe or provide details concerning the location to be registered.
1. If IP Address’' combobox is left blank, a message "IP Address should not be blank." on a dialog box would appear when adding a location.
2. If Location Name? combobox is left blank, a message "Location Name should not be blank." on a dialog box would appear when adding a location.
3. A message "Record has been successfully saved." on a dialog box is displayed upon successful registration of a new location.
4. A message "No record was saved" on a dialog box will be displayed for unsuccessful saving of data.
@ The IP Address® combo box located at the Location Details table contains a list of assigned IP Addresses.
@ The Location Name® located at the Location Details table displays the location name of the home office. This is an editable field.
@ The Location Details’ located at the Location Details table displays the location details of the home office. This is an editable field.
@ Clicking the Delete® link will remove the corresponding location from the records, and making its IP Address available again for new assignment.
- Upon clicking the Delete® link, a confirmation message "Are you sure you want to delete this?" on dialog box will be displayed. Clicking the OK button will delete
the corresponding record and shall display an information message "Record has been successfully deleted" on a dialog box.
@ In updating the records, when an IP Address is used more than once on different locations, clicking the UPDATE® button would display a dialog box informing
that the attempt to update the record can't be done because of a duplicate IP Address on different locations.
Record shall only be updated in case of switching IP entries on different locations provided that IP Addresses are assigned once across all locations.
- When updating records having same IP Address on two or more locations, a message "There's a duplicate IP Address entry" on a dialog box would appear when saving the recc
@ A dialog box with a message "Are you sure you want to leave edit mode? This will discard all your changes" will be displayed when the user attempted to leave the page.

10

Location infarmation
Break Time Maintenance 15 Kddiess = H
Associate Break Time
T — *Location Name |

Label Maintenance

Location Details e

Note : Items with * need to be filled up.

Location Details

IP Address Location Hame Location Details Deletee
192.160.136.236 i HR Area Adrinistration Office Delete

192.165.1.154 = [¥arehouse 1 WWarehouse Location Delete

Figure GTKR-4.1 Add Location
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Gatekeeper

4.2 Home Office

@ The Home Office page can be viewed by clicking the " Control Panel" link from the Gatekeeper menu and by clicking the "Home Office" link from the Sidebar Menu™

of the Gatekeeper - Control Panel screen.

@ The quick search? feature allows the user to search for employees by providing their ID numberm, firstname or lastname information.

@ Data Filters' and Quick Search? are provided to search for a specific group of data or individual results.

- If quick search? checkbox is checked and quick search textbox is empty, a message " Quick search should not be blank " on a dialog box will be displayed.

@ Clicking the Show Result’ button would display the result in the Search Result table.
@ Search Count’ displays the number of records displayed on the Log Details table as a result of the search performed.
@ Pagination® appears when the number of records fetched is more than 10 records.

o The Search Result® section contains a table that displays the employee names, Business Unit, position and possible home office assignments.

@ Checking the Check All” checkbox allows the user to check or select the rest of the checkboxes on the same column.
@ Each location saved from the Add Location screen will be displayed as a new column on the Home Office Table T

This column contains a checkbox adjacent to the record of the employee. The checkbox is used to indicate the Home Office® of an employee.

@ Clicking the SAVE’ button will update the changes made to the records.

A message "Record has been successfully saved" on a dialog box will be displayed when the record was successfully updated.

HOME OFFICE

10
Add Location

Home Office

7 = =,
Break Time Maintenance 1P Business unit [aDm =i
= T Department = =
Associate Break Time :
Maintenance i Project | = =

t -
Label Maintenance 17 position

;

'I" Quick Search e [

| Search Count: 222 match(es)
:

6 [Search Resulf .,

et Assosiate Name Business rosition P8P 10 Group 02" Group 03 Group 04 Group 05 Group 06 Groug(;l

tnig ] r | (] [m L] m]
1 10005 NO NAME. ADM Assistant Line Leade m} r O =] (] [ ] (=}
2 0811155 ABAD, RONALD CAMADDU ADM Warehouseman 2 =3 3 (| e r m}
3 0505001 | ABARENTOS, ROEL IPO ADM ‘Warehouseman ¥ 123 I3 =] e 3 (5}
4 | 123123123 | aceron, 11 ADM Assistant Line Leade ~ ~ |2 (| O [l [m]
5 0602011 | ACERON, ARNOLD BON ADM Helper ~ F Icd (=] [ [ |
6 10010 ADMIN, HR ADM Analyst ~ ~ |2 (| O [l [m]
7 0001216 | Administrator, MIS System ADM Supervisor |7 ~ Icd (=] [ [ [
8 1001123 | AGAPAY JR., MANUELITO ALMES ADM Technician 2 2 | (| O [l i
] 1006001 | AGOSTO JR., ERLINDO PEGOLLO ADM Production Worker |7 ~ Icd (=] [ [ [
10 0908117 AGUILA, MARK JOSEPH BRIONES ADM M~ ~ v [mj v o | |

4|

Figure GTKR-4.2 Home Office

MyHR Buddy User's Manual
© 2011 Tsukiden Global Solutions, Inc

Page 111




P Document No. TGSI-2BU-1DPT-HRONLSYS-00000-2011-UGL-000-02
MyHR Buddy System
Rev. No 000-02

TSUKIDEN GLOBAL SOLUTIONS, INC. HRONLSYS Approved By: Reviewed By: Prepared By:
. TGSI -J. Mocorro -
User's Manual TGSI -S. Baldovino TGSI -R. Escolar -
Tsukiden Global Solutions, Inc Dividina

Gatekeeper

4.3 Break Time Maintenance
@ The Break Time Maintenance page can be viewed by clicking the " Control Panel" link on Gatekeeper dropdown menu and by clicking the
"Break Time Maintenance" link from the Sidebar Menu'® of the Gatekeeper Control Panel screen.
@ This page allows the user to add or edit break time details.
@ Fields with asterisks(*) are required fields that needs to be filled-up when adding new record. A dialog box shall appear when required fields are left blank.
@ In adding new record, users can only save new break time schedule unique for each assigned shift.

@ Shift Name' combo box contains a list of the shifts available.

@ Break Time Name? allows the user to set a new break time name or edit an existing break time name. This input box does not allow invalid characters to be added.
@ Break Time Starts® and Break Time Ends* specifies the time range of the break time that is to be added or updated.

@ Break Time Description® allows the user to set a new description for the break time or edit the current break time description.

@ Break Time Details’ contain a list of registered Break Time schedules.

@ Add® button adds the new break time schedule. This button changes to Update button when the user clicks the Edit® link of the Break Time table.

. A message "Record has been successfully saved " on a dialog box will be displayed when a record is successfully saved or updated

A message "No record was saved " on a dialog box will be displayed for unsuccessful saving or updating of data.

When the user entered a name that is already taken or used by another break time, a message " There's already a record with that name " on a dialog box will be displayed.
Saving a record using invalid characters will display a dialog message box informing invalid characters should never be used.

Saving a break time record using equal Break Time Start and Break Time End will not be allowed. This will display the " Break Time Start should not be equal

to Break Time End" dialog box.

Saving a break time using a blank Break Time Name value will display the " Break Time Name should not be blank " dialog box.

Saving a break time using a blank Shift Name value will display the " Shift Name should not be blank" dialog box.

Saving a break time using a break time range value of more than 12 hours will display the " Break Time range exceeds the maximum allowable break time

range of 12 hours " dialog box.

EIECETENES

o N

Upon clicking the Delete® link, a message "Are you sure you want to delete this? " on a dialog box will be displayed. Clicking the OK button will delete
the corresponding break time record and will display a message "Record has been successfully deleted" on a dialog box.

@ A message "Are you sure you want to leave edit mode? This will discard all your changes " on a dialog box will be displayed when the user attempts to leave the page or screen.

10
Add Location

i BREAK TIME MAINTENANCE

break fime Mamenance
Associate Break Time #Shift Name [o= = 0

Maintenance

= -
Label Maintenance Brealclime Hame I @
*Break Time Starts 00 =|j00 @

*Break Time Ends 00 =fjo0 = @
Break Time Description I @

Note : Items with * need to be filled up. E
07 Break Time Details 08 (1]
-

Break Hame Shift Break Time Starts Break Time Ends Break Time Description Edit Delet-

1st Batch b oS .00 10:30 1 hour break 13t batch RN Edit  Delets

2ndd Batch NNs oS 10:00 11:30 1 hour break 2net biatch NK Edit  Delet

3l hatch bR Dbs 09:00 1030 1 hour break 3rod batch MM Edit = Delets

MM Lead 1st Batch oS 1430 1530 MM Leaders 1st batch Edit  Delets

MM Lead 2nd Batch b= 1330 16:30 MM Leaders 2nd batch Edit  Delet

P Break RS 09:50 10:00 IIA, Edit Delets

Lurch RSM 1200 1300 A Edit  Delet

Purchasing Breaktime Schedule AM Break 1 RS 09:30 0940 Purchasing Breaktime Schecule AM Break 1 Ecit  Delet
Purchasing Brealtime Schedule AM Break 2 RS 10:00 1010 Purchasing Breaktime Schedule AM Break 2 Edit  Delets

4]

Figure GTKR-4.3 Break Time Maintenance
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Gatekeeper

4.4 Associate Break Time Maintenance
@ The Associate Break Time Maintenance page can be viewed by clicking the " Control Panel" link from a Gatekeeper dropdown menu and also clicking the
"Associate Break Time Maintenance" link from the Sidebar Menu?' of Gatekeeper Control Panel screen.
@ Data Filters' and Quick Search’ are provided to search for a specific group of data or individual results.
@ Clicking the Show Result® button would display the search result on the Associate List *.
- If quick search checkbox is checked and a quick search textbox is empty, a message " Quick search should not be blank" on a dialog box will be displayed.
@ Each name listed on the Associate List* area can be transferred to the adjacent area, either all at once, or one by one.
@ List of the Selected Associates® whose break time schedule are affected by the setting.
There are four buttons provided between the two list box that can be used for selecting and deselecting target associate names.
@ To assign one or more associates with a break time schedule, highlight or select a name from the Associate List 4 and then click Add Selected® ">" button. To remove names
from the selected associate® list, please click or highlight one or more names under the selected associate list ° and click Remove Selected’ "<".
@ To select all associates as target associates, click Add Al ">>". To remove all associates from the selected associate list® click Remove All° "<<".
@ Break Time Details ' table-displays the list of Break Time schedules to be used on the selected associate 5,
@ - To set the break time schedules for the target associate based from the list 5,
put a check on the desired Break Time Schedule checkbox'" of each break time options displayed on the Break Time Details ° Taple.
@ Click Save'? button to assign or unassign the break time schedules to the selections made on the target associates list 5,
Please note that the selected associates previous break time schedules would be replaced by the new set of break time assignments after successfully saving the record.
1. A message "Record has been successfully saved" on a dialog will be displayed when the user successfully sets the break times of the selected associates.
2. Saving records without any selected associate will display the dialog message "There's no selected associate".
3. Saving records without any checked or selected break time would display the dialog box message "There's no selected break time".
4. Saving records with overlapping break time schedules like (10:00 - 10:30 and 09:00 - 10:30) will not be allowed. This will display the dialog box "There should be no
selected break time that has a similar time range".

[ ] Pagina\tion13 appears when the records fetched is more than 10 records.
@ Break Time Title ™ displays the Break Time Name of the selected break time schedule when clicked from the Break Time Detail 0 ist.
Figure E.4.4-2 displays a screen that contains the list of associates already assigned with the corresponding break time.
Remove16 button is used to remove the assigned associate for a particular breaktime.
It also contains an Associate Name'® link that opens a window showing the assigned Break Time schedule of a particular associate (shown in Figure E-4.4-3 ) when clicked.
@ Associate Break Time Maintenance displays the assigned break time of each particular employee. This contains Employee Details'” and assigned break time
information with a Remove Break Time'® button. The button allows removal of the currently assigned breaktime. The user may also add additional
breaktime for that employee by clicking the Add'® button.
@ After clicking the Add19 button, Add New Break Time screen (as shown in Figure E-4.4-4) pops-up. The said screen contains a table that displays the list
of available Break Time schedules to be assigned for a particular associate.
@ Add New Break Time? screen displays the list of all possible Break Time schedules where one can modify the assigned schedule for a corresponding associate.
@ Edit Break Time Schedule checkbox® functions the same as Break Time Schedule checkbox ' previously discussed (see figure GTKR-4.4-1).
@ Clicking the Update21 button shall update the changes made to the employee's break time schedules.
@ Clicking the OK?' button shall only close the screen and returns back the main screen of the Associate Break Time Maintenance page.

21
ASSOCIATE BREAK TIME MAINTENANGE
Home Office
¥ Business Unit |aDm

Associate Break Time
Ll DERSTREN I LI
Label Maintenance " Project [ H

™ Position |--- =l

O Quick Search eI

Note : Quick search for Associate (ID / Name).

As: List
0811008] Al ), LLOYD ANDA 0602011] AC J, ARNOLD BOI
0907081] ARROYD, ALONA TI 0806001] ACUNA, ARLENE ATIER

0906012] AUSTRIA, MARVIN | 0603030] BARLAN, HOLIDAY SIL
0912123] CABRERA, MARY Al 0907190] BAUTISTA, ROSEMART
0903241] CAIMEN, MIRAFLOR. 0903144] BAUTISTA, FAITH LAUI
0910110] CAMBEL, GLAIZA Al 0703054] BAYNAS, MARIA GRET
0912025] CAMPOS, JODEL 1H! 0504066] BORLEQ, RICHARD BA
0509043] CANIQBAS, EDGAR 0811021] CABANILLA, LEONARD

0908022] CANTONIOS, ARIEL
0909121] CARABOT, JUFFETE!
0000004] chris, chris chris
0807098] COMSTANTING, KE!
0907195] COMNVITE, STEVE GI
0704008] CORDERD, MARIA L
0905024] CORPUZ, MARK MEF
0908129] CRUZ, MARVIN BAL
0908069] CUYCO, LUZ GUEWE
0701047] DAGPA, MARYANNEj

Break Time Deta. 10

Policy Name Break Time Hame Break Time Start Break Time End Break Time Description
2 Dz 15t Batch NN 09.00 10:30 1 hour break 13t hatch NN
[ bs 2nicf Batch Mhs 1000 11:30 1 haur break 2nd batch KN
o Ds Srd batch NN 0g:00 10:30 1 hour break Jrd batch NH
r Dz MK Lead 15t Batch 1430 1530 MK Leaders 1=t batch
2 Dz NN Lead 2nd Batch 1530 16:30 M Leaders 2nd batch
r RS Purchasing Breaktimg Schecule AM Break 1 0%:30 0540 Purchasing Breaktime Schecule AM Break 1
r RS Purchasing Breaktime Sthedule AM Break 2 10:00 1040 Purchasing Bresktime Schedule AM Break 2
e

-
|
Clicking on one of the Break Time Names
on this list shall display a new window
similar to figure GTKR4.4-2

Figure GTKR-4.4-1 Associate Break Time Maintenance
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Gatekeeper

List of Associates

Clicking on one of the names on this list
shall display a new window similar to figure y ekl
GTKR4.4-3

0 m 1THG0F 151 Break

Count  Associate ID iGAssmlata Name Position Bulsji::ss Department Project — i™™™ F’lé;r;«;\;;””i
1 0210008 ALBURG CHRISTMAS Production Worker PROD PRO-NN NN GROUP D
2 0907005 AMPOG MARIA LOURDES Production Worker PROD PRO-NN NN GROUP D ﬁ
3 0909005 ASUNCION MARICEL Production Worker PROD PRO-NN NN GROUP D ‘:
4 0809151 BALOJA SHERYL Froduction Worker PROD PRO-5G2 SE2DALY A Remove
H 0609027 AQUILING CHARLES DARWIN | | Assistant Line Leader PROD PRO-NN NN MONTHLY Remove
5 0907181 BAYSON WILMA Group Leader FROD FRO-HN NN HONTHLY :

}
7 0907202 LUMUBOS ELIZAR Supervisor PROD PRO-NN NN MONTHLY :
2 0210001 MACALINTAL AILEEN Line Leader PROD PRO-NN HI WONTHLY Remove
9 0307212 TAN SUSAN Group Leader PROD PRO-NN NN MONTHLY 1
10 1308108 Production Worker PROD PRO-SS (South) | 58 SOUTH GRF B DAILY 73’

Figure E-4.4-2 Associate Break Time Maintenance

ASSOCIATE BREAK TIME MAINTENANCE

Q Break Time of [0811155] - ABAD RONALD CAMADDU

Count Break Time Name Break Time 5tart Break Time End Remove
1 HN Breaklime Schedule 1 hour 1st Break 09:00 10:00
z WK Breaklime Schedule 1 hour 3rd Break 11:00 1200
3 MK Breaklims Schedule 1 hour 4th Break 1200 100
4 MM Breaktime Schedule 20 min 13t Break 14:00 14:20

Clicking Add button shall display a new
\window similar to figure GTKR4.4-«

Figure GTKR-4.4-3 Associate Break Time Maintenance
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Gatekeeper

Add New Break Time

@’"’ Policy Name Break Time Name Break Time Start Break Time End Break Time Description
72 DS NN Breaktime Schedule 1 hour 1st Break 09:00 10:00 NN Breaktime Schedule 1 hour 1st Break |
72 Ds NN Breaktime Schedule 1 hour 3rd Break 11.00 12:00 NN Breaktime Schedule 1 hour 3rd Break I
72 bs NN Breaktime Schedule 1 hour 4th Break 12:00 13:.00 NN Breaktime Schedule 1 hour 4th Break
72 s NN Breaktime Schedule 30 min 1st Break 1400 14:30 NN Breaktime Schedule 30 min 1st Break
72 oS NN Breaktime Schedule 3¢ min 2nd Break 1430 15:.00 NN Breaktime Schedule 30 min 2nd Break
W Ds NN Breaktime Schedule 30 min 3rd Break 15:00 15:30 NN Breaktime Schedule 30 min 3rd Break
72 bs NN Breaktime Schedule 30 min 4th Break 15:30 16:00 NN Breaktime Schedule 30 min 4th Break
= RS Log Digtribution 1 hour 1st Break 10:50 12:00 Log Distribution 1 hour 1st Break
O RS Log Distribution 1 hour 2nd Break 12:00 13:00 Log Distribution 1 hour 2nd Break
C RS Log Distrubution 1 hour 3rd Break 12:00 13:00 Log Distrubution 1 hour 3rd Break ;
= Ds NN Breaktime Schedule 1 hour 2nd Break 10:00 11:00 NN Breaktime Schedule 1 hour 2nd Break
C RS Log Distribution 10 min AM 1=t Break 10:30 10:40 Log Distribution 10 min AM 1st Break
O RS Log Distribution 10 min P 1st Break 15:00 1510 Log Distribution 10 min PM 1st Break
C RS Log Distribution 10 min PM 2nd Break 15:20 15:30 Log Distribution 10 min PM 2nd Break
O RS Log Distribution 10 min Ph 3rd Break 15:30 15:40 Log Distribution 10 min PM 3rd Break
{ EB RS Log PPT 1 hour 2nd Break 11:50 13:00 Log PPT 1 hour 2nd Break
O RS Log PPT 1 hour 1st Break 10:50 12:00 Log PPT 1 hour 1st Break
C RS Log PPT 1 hour 3rd Break 12:00 13:.00 Log PPT 1 hour 3rd Break

e

Figure GTKR-4.4-4 Associate Break Time Maintenance

4.5 Label Maintenance

@ The Label Maintenance page can be viewed by clicking the Label Maintenance from the Sidebar Menu® of the Gatekeeper - Control Panel screen.
@ This page allows the user to Edit Labels from DTR Module. The user can only edit labels belongs to DTR module and also Add value to those labels
without default value.
@ This feature can edit labels exclusively for the Gatekeeper Modules:
- Common Labels
- Sub Menu Layer 1
- Sub Menu Layer 2
- Sub Menu Layer 3
@ Filters' are provided to search for a specific group of Labels for a particular Gatekeeper module.
@ To edit all common labels, check Common? checkbox and click show result button to display on Details’ Table. Please refer to Figure GTKR-4.5 Label Maintenance
for more information.
@ Clicking the Show Result* button will display selected search Labels (Common Labels/Not Common Labels) in the Details’ Table.
Please refer to Figure GTKR-4.5 Label Maintenance for more information.
@ To restore all default labels of a particular Gatekeeper module, please click the Set All Default® button.
@ To activate edit mode, Check the Edit Checkbox® and you can modify the Resource Value column of a given label.
@ Clicking the Apply6 button will update all the edited labels.
@ To restore system default labels, click the Set Default® button.

9
Label Mainenance

Break Time Maintenance

SRS ACI i Nal e '[7] " Sub Menu (1st Layer) {SEARTH Eo
Maintenance = )
[P — il subMenu (2nd Layer) | GrouP QUERY ]!
i[]  sub Menu (3rd Laver) :
‘[0  common o

e, Set All Default § Show Result 7°

rij” Resource Value Original Value Description ._:
o :COMPLEFE COMPLETE Gatekeeper Labels
First TapIn Date | First Tap In Date Gatekeeper Labels
D First Tap In Time First Tap In Time Gatekeeper Labels T
O INCOMPLETEDouble Login INCOMPLETE/Double Login Gatekeeper Labels
O INCOMPLETE/Double Logo... INCOMPLETE/Double Logo.., Gatekeeper Labels
O Last Tap Out Date Last Tap Out Date Gatekeeper Labels
O Last Tap Qut Time Last Tap Out Time Gatekeeper Labels
D Monitering Duration Monioring Duration Gatekeeper Labels
77577 Search-Detals SearchDetals

Figure GTKR-4.5 Label Maintenance

MyHR Buddy User's Manual
© 2011 Tsukiden Global Solutions, Inc

Page 115



