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1. GETTING STARTED 

1.1 To Login 

User can go to thinkHR home page to login to the system.  Following is the home page for this 
system.  

 
Step 1: Enter username and password. 
Step 2: Click on “Login” button to proceed and this will lead to the change company screen.   

2.0 t-HR 
 
HR module is the module to setup all master codes and information that is related to employee.  
Administration allows immediate access key employee information such as job history, insurance, 
benefits, accident details, salary information and much more. 
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Step 1: Click on the t-HR Module and the HR main page will be displayed. 

3.0 SETUP 

The setup is to setup all the master codes for the use of all other modules in this system.  The 
setup included Common Setup, HR Records Setup, Organization Setup, Payroll General Setup, 
Payroll Setup and Government Report Setup.  

3.1 Common Setup 

Common Setup is to setup all the general codes such as country codes, state codes, region, IC 
color codes, marital status codes, nationality codes, race codes, religion codes, relationship 
codes, and reason codes.   
 
**NOTE: All the setup in Common Setup and HR Records are similar, therefore, only Country will 

be discussed. 

3.1.1 Country 

The Country is use to setup the Country information. 
To Create Country Code 
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Step 1: Click on “Add” button and the following screen will be displayed. 

  
Step 2: Key in all mandatory fields: Code and Description. 
Step 3: Check the box of Is Default value if this code need to setup as the default code  
Step 4: Click on “Create” button to create the country code and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Cancel” button to cancel and close the window.  
 
Output: This module create a Country for the drop down list under Country field that found in 
State 
 
Note: This process repeated for Update  and Delete Country Code as well. 
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3.1.2 Company Profile 
 
Company Profile is to setup the information related to retirement such as retired date auto 
calculate and the retirement age details. 
 
To Update Company Profile 
 
Step 1: Key in data.  
Step 2: Click on “Update” button to update the data. 

Click on “Clear” button to clear all previously entered data. 
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3.1.3 Company Calendar 
Company Calendar is to setup the information related to date type such as Public Holiday, 
Company Off, Rest Day and Off Day.   
 
To Create Company Calendar 
 

 
Step 1: Click on “Add” button and the following screen will be displayed. 

 
Step 2: Key in all mandatory fields: Code, Description, Year and Month. 
Step 3: Need to create the Company Calendar code before add the day description. 
Step 4: Click on “Create” button to create the Company Calendar code. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Cancel” button to go back to the Company Calendar Listing screen.  
Step 5: Click on the date link to add the day description. 
Step 6: Key in all mandatory fields: Date, Description and Date Type. 
Step 7: Click on “Update” button to save the data. 
 Click on “Cancel” button to cancel. 
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Output: This module create a Company Calendar for the drop down list under Company Calendar 
field that found in Employee Master – Job Information and Duplicate Calendar. 
 
Note: This process repeated for Update  and Delete and Duplicate Company Calendar as well. 
 
To Batch Update Company Calendar 
 
Step 1: Select one calendar that needs to make the batch update.  
Step 2: Click on “Batch Update” button. 
Step 3: Click on “Add” button. 
Step 4: Key in all mandatory fields: Date From, Date To, Description and Date Type. 
Step 5: Click on “Add” button to save the changes made and close the window. 
 Click on “Cancel” button to cancel and close the window. 

3.2 Payroll General 

Payroll General is to setup all the payroll general codes such as Bank Detail, Currency, Currency 
Denomination, Tax Branch and Rounding Setup.   

3.2.1 Bank Detail 

The Bank Detail is use to setup the Bank Detail information. 
 
To Create Bank Detail 
 

 
Step 1: Click on “Add” button and the following screen will be displayed. 
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Step 2: Key in all mandatory fields: Code, Branch, Description, State, and Bank Group. 
Step 3: Key in other information 
Step 4: Click on “Create” button to create the bank detail and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Cancel” button to cancel and close the window.  
 
Output: This module create a Bank Detail record for the drop down list under Bank field that found 
in Employee Master – Salary 
 
Note: This process repeated for Update  and Delete Bank Detail as well. 
 

Bank Group: This field is to select the 
bank group this bank branch belong 
to  
Autopay Entity: This field is to key in 
the auto bank ID provided by bank for 
the use in the auto bank 
Autopay Name: This field is to key in 
the auto bank Name provided by 
bank for the use in the auto bank 
Account No: Employer bank account 
no.  
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3.2.2 Currency 

The Currency is use to setup the Currency information. 
 
To Create Currency Code 
Step 1: Click on “Add” button and the following screen will be displayed. 

 
 
Step 2: Key in all mandatory fields: Code and Description. 
Step 3: Select the Country which use this currency. 
Step 4: Check the box of Is Default value if this code need to setup as the default code. 
Step 5: Click on “Create” button to create the currency code and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Cancel” button to cancel and close the window.  
 
Output: This module create a Currency for the drop down list under Currency field that found in 
Currency Denomination 
 
Note: This process repeated for Update  and Delete Currency Code as well. 
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3.2.3 Currency Denomination 

The Currency Denomination is use to setup the Currency Denomination information. 
 
To Create Currency Denomination Code 
 
Step 1: Click on “Add” button and the following screen will be displayed. 

 
Step 2: Key in all mandatory fields: Currency and Currency denomination. 
Step 3: Check the box of Is Default value if this code need to setup as the default code. 
Step 4: Click on “Create” button to create the Currency Denomination code and close the 

window. 
Click on “Clear” button to clear all previously entered data. 

 Click on “Back” button back to listing page. 
 
Output: This module creates a Currency Denomination group for the company to use when they 
pay employee’s salary in cash.  This is to ease the company to know the amount of notes & coins 
to pay employee.  The result will be shown on the cash payment report. 
 
Note: This process repeated for Update  and Delete Currency Demonimation Code as well. 
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3.2.4 Tax Branch 

The Tax Branch is use to setup the Tax Branch information. 
 
To Create Tax Branch 

Step 1: Click on “Add” button and the following screen will be displayed. 

 
Step 2: Key in all mandatory fields: Code and Description. 
Step 3: Key in other information 
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Step 4: Click on “Create” button to create the Tax Branch and close the window. 
Click on “Clear” button to clear all previously entered data. 

 Click on “Cancel” button to cancel and close the window.  
 
Output: This module create a Tax Branch record for the drop down list under Tax Branch field 
that found in Salary Setup – Salary 
 
Note: This process repeated for Update  and Delete Tax Branch as well. 

3.2.5 Rounding Setup 

The Rounding is use to setup the Rounding information. 
To Create Rounding 

Step 1: Click on “Add” button and the following screen will be displayed. 

Step 2: Key in all mandatory fields: Code and Description. 
Step 3: Click on “Create” button to create the rounding and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Cancel” button to cancel and close the window.  
Step 4: Click on the Rounding Table link to setup the rounding detail and the following screen will 

appear. 
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Step 5: Click on “Update” button to save the rounding detail. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Cancel” button to go back to the Rounding List.  
 
Note: This process repeated for Update  and Delete Rounding Setup as well. 
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3.2.6 Global EPF 
The Global EPF is use to setup the Global EPF information. 
To Create Global EPF 

  
Step 1: Click on “Add” button and the following screen will be displayed. 

 
Step 2: Key in all mandatory fields: Description, Employee Contribution % and Employer 
Contribution %. 
Step 3: Check the box of Is Default value if this code need to setup as the default code. 
Step 4: Click on “Create” button to create the Global EPF and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Cancel” button to cancel and close the window.  
 
Output: This module create a Global EPF for the drop down list under Global EPF field that found 
in General Company Profile, Salary Setup – Salary. 

Note: This process repeated for Update  and Delete Global EPF as well.
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3.2.7 Global VOL EPF 

The Global VOL EPF is use to setup the Global VOL EPF information. 
 
To Create Global VOL EPF 
 

 Step 1: Click on “Add” button and the following screen will be displayed. 

 
Step 2: Key in all mandatory fields: Description, Employee Contribution % and Employer 
Contribution %. 
Step 3: Check the box of Is Default value if this code need to setup as the default code. 
Step 4: Click on “Create” button to create the Global VOL EPF and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Cancel” button to cancel and close the window.  
 
Output: This module create a Global VOL EPF for the drop down list under Global VOL EPF field 
that found in General Company Profile, Salary Setup – Salary 
 
Note: This process repeated for Update  and Delete Global VOL EPF as well.
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3.2.8 SOCSO 

This module is a place to store all three SOCSO Group and their SOCSO table information.  User 
able to view the SOCSO Group information from here and the information is loaded automatically 
from the information provided by government.  There is no input require from user. 
 

  
Output: This module provide SOCSO group for the drop down list under SOCSO field that found 
in Salary Setup. 

3.2.9 PCB 

This module is a place to store all three PCB Categories and their PCB Deduction Table 
information.  User able to view the PCB Categories and their PCB deduction Table information 
from here and the information is loaded automatically from the information provided by 
government.  There is no input require from user. 
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Output: This module provide PCB Category for the drop down list under PCB Category field that 
found in Salary Setup. 

3.3 Payroll Setup 

Payroll Setup is to setup the information related to payroll such as Allowances, Deductions, 
Overtime, Leave, Bonus, Formula, Company Profile, Cutoff and GL Code. 

3.3.1 Allowances 

The Allowances is use to setup the Allowances information. 
 
To Create Allowances Code 

  
Step 1: Click on “Add” button and the following screen will be displayed. 
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Step 2: Key in all mandatory fields: Code, Description and Rate. 
Step 3: Click on “Create” button to create the Allowances and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Back” button back to listing page. 
 
Output: This module create an Allowance for the drop down list under Allowance field that found 
in Salary Setup – Fixed Allowance, Batch Insert – Transaction and Salary Update 

Note: This process repeated for Update  and Delete Allowance Code as well.
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3.3.2 Deductions 

The Deductions is use to setup the Deductions information. 
 
To Create Deductions Code 

 
Step 1: Click on “Add” button and the following screen will be displayed. 
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Step 2: Key in all mandatory fields: Code, Description and Rate. 
Step 3: Click on “Create” button to create the Deductions and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Back” button back to listing page.  
 
Output: This module create a Deduction for the drop down list under Deduction field that found in 
Salary Setup – Fixed Deduction, Batch Insert – Transaction and Salary Update 
 
Note: This process repeated for Update  and Delete Deduction Code as well. 

3.3.3 Overtime 

The Overtime is use to setup the Overtime information.   
 
To Create OT Code 
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Step 1: Click on “Add” button and the following screen will be displayed. 

 
 
Step 2: Key in all mandatory fields: Code, Description and Rate. 
Step 3: Click on “Create” button to create the OT code and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Back” button back to listing page.  
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Output: This module create an OT for the drop down list under OT field that found in Batch Insert 
– Transaction and Salary Update. 
 
Note: This process repeated for Update  and Delete Overtime Code as well. 

3.3.4 Leave 

The Leave is use to setup the Leave information. 
 
To Create Leave Code 

 
Step 1: Click on “Add” button and the following screen will be displayed. 
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Step 2: Key in all mandatory fields: Code, Description, Leave Type, Computed Based on, and 
Include Holiday. 
Step 3: Click on “Create” button to create the Leave and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Back” button to go back to listing page.  
 
Output: This module create a Leave for the drop down list under Leave field that found in Batch 
Insert – Transaction, Salary Update and Leave Entitlement Report. 
 
Note: This process repeated for Update  and Delete Leave Code as well. 
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3.3.5 Bonus 

The Bonus is use to setup the Bonus information. 
 
To Create Bonus Code 

 
Step 1: Click on “Add” button and the following screen will be displayed. 
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Step 2: Key in all mandatory fields: Code, Description and Rate. 
Step 3: Click on “Create” button to create the Bonus and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Back” button back to listing page. 
Output: This module create a Bonus for the drop down list under Bonus field that found in Batch 
Insert – Transaction, Salary Update, Batch Update – Bonus Update and Bonus Run. 
 
Note: This process repeated for Update  and Delete Bonus Code as well. 

3.3.6 Formula 

The Formula is use to setup the Formula information for the use in Allowance, Deduction, OT and 
etc. 
 
To Create Formula Code 

 
Step 1: Click on “Add” button and the following screen will be displayed. 
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Step 2: Key in all mandatory fields: Formula, Description, Formula Type, Rounding Decimal and 
Rounding Type. 
Step 3: Click on “Create” button to create the Bonus and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Cancel” button to cancel and close the window. 
 
Output: This module create a Formula for the drop down list under Formula field that found in 
Allowance, Deduction, Overtime, Bonus and etc.  
 
Note: This process repeated for Update  and Delete Formula Code as well. 
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3.3.7 Company Profile 

The Company Profile is to store all the company general information that needs to use to process 
payroll such as all Statutory Account No., Global Statutory setting, specific codes to use in the 
government reports, rounding and etc. 
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3.3.8 Cutoff 

The Cutoff is use to setup the payroll cutoff information, this is use to calculate the payroll of 
every month.    
 
To Create Cutoff 

 
Step 1: Click on “Add” button and the following screen will be displayed.  The screen is different 

depends on which payment frequency is chosen – Once Per Week, Twice Per Month, 
Once Per Month.   
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**Below are the explanations regarding the fields of above screen  
1st Cutoff, 2nd Cutoff, 3rd Cutoff, 4th Cutoff – For Once Per Week cutoff need to define all four cutoffs date from and date to 
Process Days Type – If follow Calendar days, key in C; If want to defined company own calculation days, key in # of days 
Cutoff from Month – To define if the cutoff is not start from 1st day of the month if this cutoff should be read as current 
month or previous month 
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**Below are the explanations regarding the fields of above screen  
1st Cutoff, 2nd Cutoff – For Twice Per Month Payment Frequency need to define all two cutoffs date from and date to 
 

 
Step 2: Key in all mandatory fields: Code, Description, Payment Frequency, Date From, Date To, 
Process Days Type, Cutoff From Month and Cutoff Type. 
Step 3: Click on “Create” button to create the cutoff and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Cancel” button to cancel and close the window.  
 
Output: This module create a Cutoff for the drop down list under Cutoff and Payroll Cycle field 
that found in Cutoff Group, Batch Insert – Transaction, Payroll Processing, Salary Update, Batch 
Update – Statutory Update, Auto Bank and all of Payroll Reports. 
 
Note: This process repeated for Update  and Delete Cutoff as well. 
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3.3.9 Cutoff Group 

The Cutoff Group is use to setup the payroll cutoff group information. 
 
To Create Cutoff Group 

 
Step 1: Click on “Add” button and the following screen will be displayed.     

 
    
Step 2: Key in all mandatory fields: Code and Description. 
Step 3: Pick the cutoff for this cutoff group 
Step 4: Click on “Create” button to create the cutoff and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Cancel” button to cancel and close the window.  
 
Output: This module create a Cutoff Group for the drop down list under Cutoff Group field that 
found in Employee Master – Salary Setup. 
 
Note: This process repeated for Update  and Delete Cutoff Group as well. 
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3.4 Government Report Setup 

Government Report Setup is to setup the information related to government reports such as EPF, 
SOCSO, Income Tax, Tabung Haji, Zakat, ASN and PTPTN. 

3.4.1 EPF, SOCSO, Income Tax, Tabung Haji, Zakat, A SN and PTPTN. 

**NOTE: All the setup in Government Report Setup are similar, therefore, only EPF Report Setup 
will be discussed. 

 
The EPF is use to setup the EPF information for the use of EPF report. 
 
To Create EPF Code 

 
Step 1: Click on “Add” button and the following screen will be displayed. 
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Step 2: Need to create the code first by key in all mandatory fields: Code, Description and EPF 
Number. 
Step 3: Click on “Create” button to create the EPF code. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Back” button to go back to the listing page. 
Step 4: To add Level Details, Click on “Add” button. 
Step 5: Select the level want to setup. 
Step 6: Click on “Create” button to create the EPF code. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Back” button to go back to the listing page. 
 
Note: This process repeated for Update  and Delete EPF Code as well. 
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4.0 Employee 

The Employee is to setup all the information related to employee in that company such as 
Employee Master, Staff Movement Entry and Employee Information Portal. 

4.1 Employee Master 

Employee Master is to setup all the general information related to employee such as Personal 
Details, Job Information, Family Information, Salary Setup, Bank Information, HR records and 
Workflow.   
 
To Create Employee Master 

 

4.1.1 Personal Details 

Step 1: Click on “Add” button and the following screen will be displayed.  This screen is to add all 
employee personal details information. 
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Step 2: Key in all mandatory fields: Employee No, Full Name, Date of Birth and Marital Status. 
Step 3: Click on “Create” button to create the employee. 

Click on “Clear” button to clear all previously entered data. 

4.1.2 Job Information 

Step 1: After click on “Create” button the following screen will be displayed.  This screen is to add 
all employee job information. 
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Step 2: Key in all mandatory fields: Status, Service Status, Branch, Division, Department, 
Section, Unit, Category, Designation, date of Hire, and Company Calendar. 
Step 3: Click on “Update” button to save the job information. 

Click on “Clear” button to clear all previously entered data. 

4.1.3 Family Information: Spouse Info, Children Inf o and Relative 

After click on “Update” button the following screen will be displayed.  This screen is to add all 
employee family information. 
 
Spouse Info: To store all information related to employee’s spouse 
Children Info: To store all information related to employee’s children 
Relative Info: To store all information related to employee’s relative 
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To Create Spouse Info, Children Info and Relative Info the steps are the same 
(a) Click on “Add” button and the following screen will be displayed. 



   

“Your Open Source Professionals” 
User Guide    38 Private & Confidential 

                                                                               

 
 
(b) Key in all mandatory fields 
(c) Key in other information  
(d) Click on “Create” button to create the Spouse, Children, Relative and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Back” button to go back to listing page.  
 
Note: This process repeated for Update  and Delete Family Info as well. 
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4.1.4 Salary Setup: Salary, Fixed Allowances, Fixed  Deductions, Custom Rate (NPL 
Ceiling, Statutory, OT Ceiling) 

Salary:   To store all information related to employee’s salary  
Fixed Allowances: To setup employee’s fixed allowances information 
Fixed Deductions: To setup employee’s fixed deductions information 
NPL Ceiling:  To setup the ceiling for non pay leave 
Statutory:  To setup the ceiling for statutory such as EPF, VOL EPF and PCB 
OT Ceiling:  To setup the ceiling for overtime 
 
Step 1: After add the Family Information the next step is to add the Employee Salary.  Click on 
the Salary Setup tab the following screen will be displayed. 

 
**Below are the explanations regarding the fields of above screen  
Payroll Control – Payroll Control keys are use to control if this employee’s payroll would need to include the Payroll, EPF, 
SOCSO and Income Tax or not.  When the box is not check meaning the specific item would not include in the 
calculation. 
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Payment Rate – Payment rate is use to setup the employee payment rate such as Hourly, Daily, Weekly, Monthly 
Payment Frequency – Payment frequency is use to setup how often the employee will get pay 
Personalised % - Personalised % is the customized statutory % for the specific employee.   
PCB – The PCB is the PCB Category which will be auto generate by system base on these fields: Marital Status, Gender, 
Spouse Working Status, Spouse Compute for Tax, Child Student Status and Child Tax Count.  The auto generate PCB 
category can be overwrite manually by checked the manual box. 
 
(a) Click on “Update” button to update the changes made 

Click on “Clear” button to clear all previously entered data. 
   
Step 2: After add the Salary, the next step is to add the Fixed Allowances and Fixed Deductions 
information.  Click on the Fixed Allowance or Fixed Deduction tab the following screen will be 
displayed. 
 
To Create Fixed Allowances and Fixed Deductions the steps are the same 

 
 
 
(a) Click on “Add” button and the following screen will be displayed. 
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(b) Key in all mandatory fields: Allowance or Deduction code, Rate, From Date, To Date, 
Payroll Cycle 
(c) Click on “Create” button to create the allowance or deduction and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Back” button back to listing page. 
 
Note: This process repeated for Update  and Delete Fixed Allowance and Fixed Deduction as 
well. 
 
To setup the NPL Ceiling, Statutory Ceiling and OT Ceiling the steps are the same 

 

Payroll Cycle: Only the 
cutoff belong to this 
employee would appear 
in this field 
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(a) Click on the “NPL Ceiling” link or “Statutory Ceiling” link or “OT Ceiling” link. 
(b) Update the data. 
(c) Click on “Update” button to update the changes made. 

Click on “Clear” button to clear all previously entered data. 

4.1.5 Bank Information 

Bank information is to add all employee bank information. 
 
To Create Bank Info 

 
 (a) Click on “Add” button and the following screen will be displayed. 
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(b) Key in all mandatory fields: Code, Account No and Sequence No.  
(c) Click on “Create” button to create the allowance or deduction and close the window. 

Click on “Clear” button to clear all previously entered data. 
 Click on “Back” button back to listing page. 
 
Note: This process repeated for Update  and Delete Bank Info as well. 

4.1.6 HR Records: Accident, Achievement, Benefits, Discipline, Education, Events, 
Insurance, Service History, Skill, Working History 

HR Records enables to records in-depth employee information maintenance such as Accident, 
Accident, Achievement, Benefits, Discipline, Education, Events, Insurance, Service History, Skill 
and Working History. 
 
To Create Accident, Accident, Achievement, Benefits, Discipline, Education, Events, Insurance, 
Service History, Skill and Working History the steps are the same 
 
Step1: Click on the Accident, Accident, Achievement, Benefits, Discipline, Education, Events, 
Insurance, Service History, Skill or Working History link to access the specific record page.  

 
(a) Click on “Add” button and the following screen will be displayed. 
 
Accident: Record accident information related to employee 
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Service History :Record staff movement information related to employee.  The service history in 
HR is to store the staff movement created in the staff movement entry.  When user creates a staff 
movement entry records the records would also show in the service history when the transaction 
is completed.   Service histories are divided to five main categories  

�  In/Out (Service Type: Join, Reinstate, Absconded, Decease, Resigned, Retired, 
Retrenched, Suspend, Terminate) 
�  Confirmation (Service Type: Confirmation, Confirmation Increment, Confirmation 
Decrement) 
�  Increment/Decrement (Service Type: Increment, Decrement, Salary Adjustment) 
�  Promotion/Demotion (Service Type: Promotion, Demotion, Promotion 
Confirmation, Promotion Increment) 
�  Transfer (Service Type: Promotion Transfer, Demotion Transfer, Transfer) 

Note: This process repeated for Update  and Delete Accident, Achievement, Benefits, 
Discipline, Education, Events, Insurance, Service H istory, Skill or Working History as well. 

4.1.7 Workflow 

The Workflow is use to store the employee Workflow information.  This Workflow is use for the 
approval process. 
 
Step 1: Click on the Workflow tab and the following screen will be displayed. 
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Step 2: Select the Leave Workflow. 
Step 3: Click on “Save” button to save the keyed information. 

Click on “Clear” button to clear all previously entered data. 

4.2 Staff Movement Entry 

Staff Movement Entry is the module allows the maintenance of employee’s movement histories.  
Some of the staff movement entry records created in the Staff Movement entry will affect the 
payroll calculation. 
 
To Create Staff Movement Entry Records 

 
Step 1: Click at the Employee No. link for the employee that needed to perform the staff 
movement and the following screen will be displayed.   
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Step 2: Click on “Add” button and the following screen will be displayed. 

 
Step 3: Key in Effective Date and select Service Type Code; depends on the Service Type Code 
user choose. 
Step 4: Key in salary information such as increase/decrease by percentage or amount then the 
New Salary field would auto calculate. 
Step 5: Key in job information if needed. 
Step 6: Click on “Process” button and a staff movement entry is created. 
 
If the record entered is future record and not involved in current payroll process will get below 
message. 

 
 
If the record entered is history record and not involved in current payroll process will get below 
message. 
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Note: This process repeated for Update  and Delete Staff Movement Entry Maintenance as 
well. 

5.0 HR Reports 

HR Reports is the module to generate all kind of HR reports. The below screen showed the 
reports that can be generate under the HR Records menu. 
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To Generate HR Reports the steps are the same except Service History, Employee Master 
Report, Retiring Staff Analysis, Resigned Staff Analysis, Job Grade Analysis and Age Analysis 
 
Step 1: Click on the report wants to generate and the following screen will be displayed.   
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Step 2: Key in the From Date and To Date for date range of the report. 
Step 3: Pick the report format to show. 
Step 4: Choose the grouping to show in report. 
Step 5: Click on “Generate Report” button to generate report. 
Accident Detail Report: 
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Note: This process repeated for generating Achievement, Benefits, Discipline, Education, 
Events, Family, Insurance, Skill, Superior and Birt hday List Reports as well. 
 
Service History Report: 
Step 1: Click on the service history report wants to generate and the following screen will be 
displayed.   

 
Step 2: Key in the From Date and To Date for date range of the report. 
Step 3: Select the Service Type. 
Step 4: Pick the report format to show. 
Step 5: Choose the grouping to show in report. 
Step 6: Click on “Generate Report” button to generate report. 
 
Employee Master Report: 
Step 1: Click on the Employee Master report wants to generate and the following screen will be 
displayed.   
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Step 2: Click on the “View Report” button to view only one specific employee report or click on 
“View Report” button on the left bottom corner to view all employee report. 
Step 3: Click on the “Quick View” button to see the quick summary of only one specific employee. 
 
Retiring Staff Analysis Report: 
Step 1: Click on the retiring staff analysis report wants to generate and the following screen will 
be displayed.   

 
Step 2: Key in the Start Year and End Year for year range of the report. 
Step 3: Click on “Generate Report” button to generate report. 
 
Note: This process repeated for generating report for Resigned Staff Analysis, Job Grade 
Analysis and Age Analysis as well. 
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6.0 HOW TO LOGOUT 

6.1  Auto Logout 

If the screen is left idle for 30 minutes onwards, the session would expire and user would need to 
re-login again.  

6.2 To Logout 

 
 
Step 1: Click on the “Logout” button on the top left corner at the left menu panel of each page.  

7.0 SUPPORT INFORMATION 
 
If users need help with the system or find any problems during their usage of the system, they are 
able to inform the issue using the following contact details: 
 

Phone (General Line): 603-80703155 
Fax:   603-80703151 

 
To make it easier for the administrators of the system to follow-up on the case reported, users 
are strongly recommended to provide their contact details when submitting such requests. 
 
 


