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Staff Profile

Staff profile module keeps information about the staff from the basic information, e.g. profile,
contact information, academic qualification and family, to all the information regarding service,
asset declaration and acting position. Staff may also apply for pension scheme option and
Housing Loan and Head of Department may state information about acting position. Staff

profile covers all types of staff whether permanent, contractual or part-time.

Setup

This function allow user to maintain setup for staff account, service book, tax information, CV

Online setup, housing loan and family relation setup. The detail describe as below.

Staff Account Setup

This screen allows staff to do setup for account information. Staff can add, update and delete

the record. See Figure 1.1.The functions are described as follows.

2 IMS - Integrated Management System - Microsoft Internet Explorer
Action Edit Query Block Hecord Field Help ‘window

GG XD @R 44> » HA@ ?

ount Setup

Account Info

Code Description
AFFIN Affin Bank Berhad -
ALLIAMCE Alliance Bank kalaysia Berhad
AMME Arab Malaysian Bank Berhad
bl Badan K.ebaijikan K.akitangan US|
B Bank Bumiputera
BIME Bank [zlam Malaysia Berhad
BB Bank Muamalat Malayzia Berhad
BOC Bank Of Commerce
BRAKYAT Bank Rakyat
BSH Bank Simpanan Masional
UTAMA Bank Utama
ANGEASA Biro Angkaza
BCEBE Bumiputra Commerce Bank Berhad
EON EOM Bank Berhad
HSBC HSBC hd|

Figure 1.1 — Staff Account Setup Interface

Opening Staff Account Setup Screen
Select Staff Information from menu bar
Select Setup function
Select Staff Account Setup sub menu
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Viewing Staff Account Setup Information
Place cursor in the Account Info frame.
Click Execute Query button to view all records or click Enter Query Button and
key in search criteria by entering “%xxx” to find for certain record and then
click Execute Query button to view particular records.

Use Scroll bar to navigate through the records.

Adding Staff Account Setup Information
Place cursor at Account Info frame
Click Insert Record button.
Fill in information to add
Code: Type it account code.
Description: Type in account description.

Click Save Record button to save the changes

Editing Staff Account Setup Information
Select record to edit and make changes on it.

Click Save Record button to save the changes.
Deleting Staff Account Setup Information

1. Select record to delete then click Remove Record.

2. Click Save Record button to save the changes.
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Digital Service Book Setup

This screen allows staff to do setup for service book entry and service book format for entry.
Staff can add, update and delete the record. See Figure 1.2.The functions are described as

follows.

) IMS - Integrated Management System - Microsoft Internet Explorer,

Action Edit Query Block HBecord Field Help ‘Window
GO P XD DR T 4> P HAFW ?
4 - Di

Types of Service Book Entry

Code Drescription
500071 Lantikan pertama penjawat awam &
50002 Dilantik dalam perjawatan LIPS]
S0003 Dilulusk.an perlepasan dengan izin
S0004 Diluluskan penyambungan perkhidmatan lepas
S0005 Dilantik, ke dalam perjawatan UPS] dengan status sementara
50006 Dilantik. ke dalam periawatan UPSI dengan status Tetap dalam Percubaan
SOoo7 Hadir dengan jayanya kursus indulesi umum dan khusus
S0008 Telah luluz peperikzaan yang telah disyaratkan dalam skim perkhidmatan
S0009 Dizahkan dalam jawatan
S0mo Dilulusk.an pemberian Taraf Pekeria Berpencen ﬂ

Format for Entry

Service Book Entry |Dilantik dalam perjawatan LIPS]

Farmat for Entry

Figure 1.2 — Digital Service Book Setup Form

Opening Service Book Setup Screen
1. Select Staff Information from menu bar
2. Select Setup sub menu

3. Select Staff Account Setup

Viewing Service Book Setup Information
Place cursor in the desired frame.
Click Execute Query button to view all records or click Enter Query Button and
key in search criteria by entering “%xxx” to find for certain record and then
click Execute Query button to view particular records.

Use Scroll bar to navigate through the records.

Adding Service Book Setup Information
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Place cursor at Types of Service Book Entry frame

Click Insert Record button

Fill in information for service book information
Description: Type in description for the account

Click Save Record button to save the changes.

Adding Format for Entry
Place cursor at Format for Entry frame
Type in format for entry information

Click Save record button to save the changes.

Editing Service Book Setup Information
Select record to edit and make changes on it.

Click Save Record button to save the changes.
Deleting Service Book Setup Information

Select record to delete then click Remove Record.

Click Save Record button to save the changes.
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Tax Information Setup

This screen allows staff to do setup for tax relief on children. Staff can add, update and delete

the record. See Figure 1.3.The functions are described as follows.

2} IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Queny Block Becord Field Help ‘Window

& o DD R «ar p Gl ?
7 p

JAR 3 - Tax Informatio

Child Pelief |

Tax Relief on Children

Code Mo D ezcription Relief Multiplier
Anak berumur kurang 18 tahun 1) =]
CFO1 Anak berurmur lebib 18 tahun dan belajar sepenuh masa diIPT Luar Megara 2
CFO2 Anak berurnur lebib 18 tabun dan belajar sepenuh maza di IPT Luar Megara + Hilang Upaya a
CFO3 Anak berumur lebih 18 tahun dan belajar sepenuh maza di IPT Dalam Megara 4
CF04 Anak berumur lebib 18 tahun dan belajar sepenuh masa di IPT Dalam Negara + Hilang Upaya
CFO7 Anak berumur lebib 18 tahun

Figure 1.3 — Tax Information Setup Screen

Opening Tax Information Setup Screen
Select Staff Information from menu bar
Select Setup function

Select Tax Information Setup sub menu

Viewing Tax Information Setup
Place cursor in the Tax Relief on Children frame.
Click Execute Query button to view all records or click Enter Query Button and
key in search criteria by entering “%xxx” to find for certain record and then
click Execute Query button to view particular records.

Use Scroll bar to navigate through the records.

Adding Tax Information Setup Information
Place cursor in the Tax Relief on Children frame.

Click Insert Record button
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Fill in the information needed:
Code No: Type in code number for children.
Description: Type in children description.
Relief Multiplier: Type in relief multiplier information.

Click Save Record button to save the information.

Editing Tax Information Setup Information
Select record to edit and make changes on it.

Click Save Record button to save changes.
Deleting Tax Information Setup Information

Select record to delete and click Remove Record button.

Click Save Record button to save the changes.
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CV Online Setup

This screen allows staff to do setup for publication type and article type information. Staff can

add, update and delete the record. See Figure 1.4.The functions are described as follows.

Publication Type Tab

This screen allow user to maintain setup for publication type. The detail describe as below.

<2 IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block HBecord Field Help ‘Window

GO/ P XD RE 4 4r P HRE

V]

f7m ANUAR - ASFOET - Cv Online Setup

Publication Type Article Type l

Types of Article

Code Description
40001 Jurnal Akademik./Praf yang dinilaikan [kempatan/antarabangsal 1=
40002 Jurnal lain
A0003 Prasiding Persidangan/Seminar/Bengkel
A0004 Laporan Penyelidikan dan Kertas Berkala
40005 Majalah
40006 Surat Khabar
40007 lain-lain
400028 K.omen membina

Figure 1.4 — CV Online Setup Screen: Publication Type Tab

Opening CV Online Setup Screen
Select Staff Information from menu bar.
Select Setup function
Select Staff Account Setup sub menu
Select tab to view:
Publication Type Tab: To maintain setup for publication type
Article Type Tab: To maintain setup for article type.

Viewing CV Online Setup
Select tab to view
Place cursor in the desired frame.
Click Execute Query button to view all records or click Enter Query Button and
key in search criteria by entering “%xxx” to find for certain record and then
click Execute Query button to view particular records.

Use Scroll bar to navigate through the records.
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Adding Publication Type Information
Select Publication Type Tab
Place cursor in the Types of Article tab.
Click Insert Record button to add new record.

Fill in the information needed for the types of publication

Description: Type in the description for the publication.

Click Save button to save the information added.

Editing Publication Type Information
Select record to edit and make changes on it.

Click Save button to save the changes.
Deleting Publication Type Information

Select record to delete and click Remove Record button.

Click Save Record button to save changes.
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Article Type Tab

This screen allow user to maintain setup for article type. The detail describe as below.

3 IMS - Integrated Management System - Microsoft Internet Explorer,

Action Edit Query Block Becord Field Help ‘window
S P €00 DR E 4 d4r b HHE
—-
=
Publication Type §

2

Types of Article

Code Description
A0 Jurnal &k ademik /Profesional yang dinilaikan [tempatandantarabangza) =
A0002 Jumal lain
A000a Froziding Persidangan/Seminar/Bengkel
A0004 Laparan Peryelidikan dan Kertas Berkala
40005 Majalah
A000E Surat Khabar
40007 lair-lain
A0002 K.omen membina

-

Figure 1.5 — CV Online Setup Screen: Article Type tab

Adding Type of Article Information
Select Article Type Tab.
Click Insert Record button.
Fill in the information to add article type information
Description: Type in description of the article.

5. Click Save Record button to save the new data.

Editing Type of Article Information
Select record to edit and make changes on it.

Click Save Record button to save the changes.
Deleting Type of Article Information

Select record to remove then click Remove Record button.

Click Save Record button to save the changes.
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Housing Loan Setup

This screen allows staff to do setup for loan eligibility, financing type and house type
information. Staff can add, update and delete the record. See Figure 5.6.The functions are

described as follows.

Loan Eligibility Tab

This screen allow user to maintain setup for loan eligibility. The detail describe as below.

2 IMS - Integrated Management System - Microsoft Internet Explorer,

Action Edit Query Block Becord Field Help ‘window

G RADD @R E 4 4 » P HE@ ?

g"';;‘_EI AMUAR - ASFORY - Houzing Loan Application Setup

Laan Eligibility l Financing T_l,lpe] House Type l

Loan Ehgibility 5chedule

Mo kirirmunn S alary b awirnurn S alary M axirmun Eligible Loan
3,500.00] 100,000.00] 300,000.00(_~ |
2 3,000.00] 3,499.00 250,000.00
3 2,500.00] 2,399.00] 220,000.00
4 2,000.00] 2.499.00 200,000.00
5 1,500.00] 1,999.00] 1650,000.00
B 1,200.00] 1.499.00] 130,000.00
7 1,000.00( 1,199.00( 100.000.00
g 500,00 539,00 50.,000.00
g 500,00 799,00 50,000.00
10 0.00] 599,00 40,000.00( ~ |

Figure 1.6 — Housing Loan Setup Screen: Loan Eligibility Tab

Opening Housing Loan Setup Screen
Select Staff Information from menu bar
Select Setup sub menu
Select Housing Loan Setup
Select tab to view:
Loan Eligibility Tab: To maintain setup for loan eligibility
Financing Type Tab: To maintain setup for financing type

House Type Tab: To maintain setup for house type.
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Viewing Housing Loan Setup
Select tab to view
Place cursor in the desired frame.
Click Execute Query button to view all records or click Enter Query Button and
key in search criteria by entering “%xxx” to find for certain record and then
click Execute Query button to view particular records.

Use Scroll bar to navigate through the records.

Adding Loan Eligibility Schedule Information
Select Loan Eligibility Tab
Place cursor at Loan Eligibility Schedule frame
Click Insert Record button.
Fill in the information for loan eligibility schedule
Minimum Salary: Type in setup for minimum salary
Maximum Salary: Type in setup for maximum salary.
Maximum Eligible Loan: Type in setup for maximum eligible loan.

5. Click Save Record button to save the changes.

Editing Loan Eligibility Schedule Information
Select record to change and make changes on

Click Save Record button to save changes.
Deleting Loan Eligibility Schedule Information

Select record to delete then click Remove Record button.

Click Save Record button to save the changes.
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Financing Type Tab

This screen allow user to maintain setup for financing type. The detail describe as below.

<A IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Quemy Block Becord Field Help Window
GO B D IRE 4Cr P HEHFG] T
Yem ANUAR - Housing Loan Applic

Loan Elighilty | Financing Type

Houze Type l
Types of Financing

Code Description
”Membeli rumah yang telah siap -

”Membina rumah di atas tanah pemobond/pemohonn sendin

”Membeli rumah yang sedang dibina termasuk membeli tanah dan membina rumah di atasnya
|[Membeli tanah sahaia

LA o || Q| Poa | —

Meryelezaikan Hutang Pinjaman Perumahan yang telah diambil dani satu punca lain [bagi tansh sahaja ata

Figure 1.7 — Housing Loan Setup Screen: Financing Type Tab

Adding Types of Financing Information
Select Loan Eligibility Tab
Place cursor in the Types of Financing frame.
Click Insert Record button.
Type in description for financing type.

Click Save Record button to save the changes.

Editing Types of Financing Information
Select record to change and make changes on it.

Click Save Record button to save changes.
Deleting Types of Financing Information

Select record to delete then click Remove Record button.

Click Save Record button to save the changes.
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House Type Tab

This screen allow user to maintain setup for house type. The detail describe as below.

3 IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block HRecord Field Help “window

GS|®| 00 BT 4> b FRB]2
Yem ANUAR 057 —

Types of House

Code Description
Sebuah -~

Berkembar

Rumah Pangza

Townhause

Rumah Teres

|| el =

Kediaman Berkedai

Figure 1.8 — Housing Loan Setup Screen: House Type Tab

Adding Type of House Information
Select House Type Tab.
Place cursor in the House Type frame.
Click Insert Record button to add new record.
Type in description for the house type.

Click Save Record button to save the changes.

Editing Type of House Information
Select record to edit and make changes on it.

Click Save Record button to save the changes.
Deleting Type of House Information

Select record to delete then click Remove Record button.

Click Save Record button to save the changes.
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Family Relation Setup

This screen allows staff to do setup for family relationship. Staff can add, update and delete the

record. See Figure 1.9.The functions are described as follows.

A IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block Hecord Field Help ‘window

GO RDD WHE 4 C» b ARl ?

Family R elationzhip l

Family Relationzhip

Relationzhip Type

|Pasangan ~| <]
|Pazangan ~|

03 |lbu |IhuB apa\Penjaga Ll

04 |Bapa |IbuE apaPerjaga -

05 [[&nak Kandung [l -l

05 |[anak Tii [&nak |

07 |\Anak Angkat |Anak Ll

03 |Menek |IbuE apatPenjaga -

10 (| Datuk |IbUB apatPerjaga ~|

11 ||Saudara K.andung |Anak Ll

12 ||Penjaga |IbuE apaPerjaga -

13 ||Bekas Isten |Pasangan -l

14 ||Bekaz Suami |Pasangan Ll

15 ||&nak Jagaan |Anak Ll

16 |lbu bapa |IbuE apaPerjaga -

99 |[Lain-lain [ |
| =l
| =l
| =N
| =1~

Figure 1.9 — Family Relationship Setup Screen

Opening Family Relation Setup Screen
Select Staff Information from menu bar
Select Setup sub menu

Select Family Relation Setup
Viewing Family Relation Setup Information

Select tab to view

Place cursor in the desired frame.
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Click Execute Query button to view all records or click Enter Query Button and
key in search criteria by entering “%xxx” to find for certain record and then
click Execute Query button to view particular records.

Use Scroll bar to navigate through the records.

Adding Family Relation Setup Information
Place cursor at the Family Relationship frame.
Click Insert Record button to add new record.
Fill in the information for family relationship:
Relationship: Type in family relationship.
Type: Select relationship type from the screen.

Click Save Record button to save changes.

Editing Family Relation Setup Information
Select record to edit and make changes on it.

Click Save Record button to save the changes.
Deleting Family Relation Setup Information

Select record to remove and click Remove Record button.

Click Save Record button to save the changes.
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Service Setup

This function allow user to maintain setup for service information, service/salary grade, service

group maintenance and administration post. The function describe as below.

Service Information Setup

This screen allows staff to do setup for job position. Staff can add, update and delete the record.

See Figure 5.10. The functions are described as follows.

List Tab

This screen allow user to maintain setup for position list. The detail describe as below.

-2 http://10.10.1.26:7780 - IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block Hecord Field Help ‘window
GG P ARADD DR T « Crp HAWE T
fior
List l Fosition Details ]
List of Position =
Service UPSI  Academic?
Code Description Shart Description Grade Group  Category Pasition Status
317 Ahli Fotografi B17 5 € I ACTIVE | _Detl |~
0004 [lAHLI FOTOGRAF B27 Ahli Fotografi B27 5 B I ACTIVE | _Detl ]
0121 [\AHLI FOTOGRAFI B4 Jurutera B41 PP A I ACTIVE | _Detl ]
0030 [lAHL MUZIK B17 Ahli Muzik B17 5 & I ACTIVE | _Detl ]
0006 [lAHLI MUZIK B4 Ahli Muzik B41 PP A I ACTIVE | _Detl ]
0023 [[ARKITEK.J41 Aikitek J41 PP A I ACTIVE | _Detl ]
0102 [|ARTIS BUDAYA Aitis Budaya B17 5 & I ACTIVE | _Detl ]
0013 [[GURU BAHASA DG41 Guru DG4 PP GB [V ACTIVE | _Detl ]
0012 [GURU DG4 Guru DG4 PP GB [V ACTIVE | _Detl ]
0030 [|GURU MUZIK DG4 Guru DG4 PP GB [V ACTIVE | _Detl ]
0032 [|GURU PEMDIDIKAN KHAS DG41 Guru DG4 PP GB [V ACTIVE | _Detl ]
o0& GURL SEMI DG41 Guru DG4 PP GB [V ACTIVE AM
0075 [JURUALDIT w41 Juruaudit i 41 PP A I~ ACTIVE | _Detl ]
0107 [JURUAUDIT 'w/d4 Juruaudit afd4 PP A I~ ACTIVE | _Detl ]
0114 [JURURAWAT PERGIGIAN U239 Jururawat Pergigian 129 5 I~ ACTIVE | Mﬂ

Figure 1.10 — Service Information Setup Screen: List Tab

Opening Service Information Setup
Click Staff Information on the menu bar.
Select Service Setup Sub Menu
Select Service Information Setup
Select tab to view:
List Tab: To maintain setup for position list
Position Details Tab: To maintain setup for position details information
Viewing Service Information Setup
Select tab to view

Place cursor in the desired frame.
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Click Execute Query button to view all records or click Enter Query button and
key in search criteria by entering “%xxx” to find for certain record and then
click Execute Query button to view particular records.

Use Scroll bar to navigate through the records.

Click Detl button will bring up to the Position Details Tab. See Figure 1.11.

Adding Position List Information

Select List tab

Place cursor in the List of Position frame

Click Insert Record button to add new information

Fill in the information needed:
Code: Code is auto generated by the system
Description: Type in description for the position
Short Description: Type in short description for the position
Grade: Type in grade for the position
Service Group: Type in service group for the position
UPSI Category: Type in UPSI category for the position
Academic?: Tick on the checkbox for academic position. Leave blank for

non academic position

Position Status: Select position status from the drop down list.

Click Save Record button to save the changes
Editing Position List Information

Select record to edit and make changes on it

Click Save Record button to save the changes
Deleting Position List Information

Select record to remove and click Remove Record button

Click Save Record button to save the changes

Position Details Tab
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This screen allow user to update detail information for position. The detail describe as below.

<A http://10.10.1.26:7780 - IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit GQuery Block Becord Field Help ‘wWindow

GOk €00 R E «ar P Gl ?
’%;E F Information Setup

List  Position Details l

Position Information

Position Code [0002 Position Status I
Deseiption |AHLI FOTOGRAF B17
Shart Description [kl Fatagrafi

Service Group |5 |Kumpulan Sokangan
Service Classification [B |Bakat Dan Seri
Service Field | |
Scheme Code [4515 |&HLI FOTOGRAF]
Job Code (16310 [JURLIGAMBAR AM [KAMERA TAK BERGERAK)
UPSI Category [C |Sokongan C
Salary Grade [B17 J Recommender Status [
Salary Code [BAT7000
Salary Category | | J
Allowance Category | | J
Academic? [ 4]

Figure 1.11 — Service Information Setup Screen: Position Details Tab

Adding Position Details Information
Place cursor in the Position Information frame.
Click Insert Record button to add new record.
Fill in the information needed for job position.
Position Code: The code is auto generated by the system
Position Status: Select position status from the drop down list
Description: Type in job position description.
Short Description: Type in short description for the job position.
Service Group: Select service group from the list of value for the job
position by click on the “...” button.
Service Classification: Select service classification from the list of value for
the job position by click on the “...” button.
Service Field: Select service field from the list of value for the job position
by click on the “...” button.
Scheme Code: Select scheme code from the list of value for the job position
by click on the “...” button.
Job Code: Select job code from the list of value for the job position by click

on the “...” button.
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UPSI Category: Select UPSI category from the list of value for the job
position by click on the “...” button.

Salary Grade: Select salary grade from the list of value for the job position
by click on the “...” button.

Salary Code: Type in salary code for the job position

Recommender Status: Tick on the checkbox if the position needed
recommender.

Salary Category: Select salary category from the list of value by click “...”
button.

Allowance Category: Select allowance category from the list of value for
the job position by click on the “...” button.

Academic?: Select from the list whether the job position under academic or

not from the drop down list

Click Save Record button to save the record.

Editing Position Details Information
Select record to edit and make changes on it.

Click Save Record button to save the changes.
Deleting Position Details Information

Select record to delete and click Remove Record button.

Click Save Record button to save the changes.
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Service/Salary Grade Setup

This screen allows staff to do setup for service grade and salary matrix information. Staff can

add, update and delete the record. See Figure 5.11. The functions are described as follows.

ttp://10.10.1.26:7780 - IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block Hecord Field Help ‘window

GO P RDD DR E 4Cr » HA g ?

Tem ANLIAR - & 7 y Gra

Service Grade Salary Matrix

Grade Code Description Service Group
E17 |Kumpulan Sokongan | 2 Service Grade 817
B27 | urmpulan Sokaongan |
B4 ¥ urmpulan Penguruzan dan Frafesional = | Matix Code  Rark  Salany Amount
C17 |Kurmpulan Sokangan -l P1T1 1 1.261.94| » |
22 | urmpulan Sokaongan | P172 1 1,240 34
CH ¥ urmpulan Penguruzan dan Frafesional = | P1T3 1 1,418.69
DA |Kumpulan Pergurusan dan Profesional | P1T4 1 1.497.07
DG4 ¥ urmpulan Penguruzan dan Frafesional = | P1T5 1 1,575.47
D545 ¥ urmpulan Penguruzan dan Frafesional = | P1TE 1 1,653.87
DSE3 |Kumpulan Pergurusan dan Profesional | . P1T7? 1 1.732.24
D554 ¥ urmpulan Penguruzan dan Frafesional | P1T8 1 181061
F23 | urmpulan Sokaongan | P173 1 1.889.00—
F4 |Kumpulan Pergurusan dan Profesional | F1T10 1 1.967.29
F44 |Kumpulan Pengurusan dan Profesional | P1T11 1 2,045.76
F43 ¥ urmpulan Penguruzan dan Frafesional = | P1T12 1 212417
FT17 |Kumpulan Sokongan j P1T13 1 220253
17 |Kumpulan Sokongan ~| P1T14 1 2,303.97
22 | urmpulan Sokaongan | P1T15 1 2.405.40)
27 |Kumpulan Pergurusan Tertinggi Khas | P1T16 1 250685
129 |Kumpulan Sokongan =~ P1T17 1 2,608.31 = |

Figure 1.11 — Service/Grade Salary Setup Screen

Opening Service/Salary Grade Setup
Click Staff Information on the menu bar.
Select Service Setup Sub Menu
Select Service/Grade Salary Setup

Viewing Service/Grade Salary Setup Information

Place cursor in the Service Grade frame.

Click Execute Query button to view all records or click Enter Query Button and
key in search criteria by entering “%xxx” to find for certain record and then
click Execute Query button to view particular records.

Use Scroll bar to navigate through the records.

Adding Service/Grade Salary Information

Open Service/Grade Salary Screen
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Click Insert Record button to add new record.

Fill in the information needed for service grade.
i. Grade Code: Type in grade code for the service grade.
ii. Description: Type in description for the service grade.
iii. Matrix Code: Type in Matrix code for the service grade.

iv. Rank: Type in rank for the service grade.

v. Salary Amount: Type in salary amount for the service grade.

Click Save Record button to save the record.

Editing Service/Grade Salary Information
Select record to edit and make changes on it.

Click Save Record button to save the changes.
Deleting Service/Grade Salary Information

Select record to delete and click Remove Record button.

Click Save Record button to save the changes.
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Service Group Maintenance

This screen allows staff to do setup for service group maintenance information. Staff can add,

update and delete the record. See Figure 5.12. The functions are described as follows.

Service Group Tab

This screen allow user to maintain setup for service group. The detail describe as below.

<2 IMS - Integrated Management System - Microsoft Internet Explorer,

Action Edit Query Block HBecord Field Help “window
GG P RDD @R 44 P ARl ?

araLp M
Service Group l UPS] Grouping ] Service Field / Expertize Field ] Service Classification Service Scheme

Service Group Info

Group Code Dezcription
Kumpulan Pengurusan dan Profegional =
5 Kumpulan Sokongan
55 Kumpulan Sokongan 1
TE Kumpulan Penguruzan Tertinggi Khas
TU Kumpulan Penguruzan Tertinggi Utama

Figure 1.12 — Service Group Maintenance Screen: Service Group Tab

Opening Service Group Maintenance
Click Staff Information on the menu bar.
Select Service Setup function.
Select Service Group Maintenance sub menu.
Select Tab to view:
Service Group Tab: To maintain setup for service group
UPSI Grouping Tab: To maintain setup for UPSI grouping
Service Field/Expertise Field Tab: To maintain setup for
service/expertise field.
Service Classification: To maintain setup for service classification
Service Scheme: To maintain setup for service scheme.
Viewing Service Group Maintenance Information
Select desired tab.

Place cursor in the desired frame.
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Click Execute Query button to view all records or click Enter Query Button and
key in search criteria by entering “%xxx” to find for certain record and then
click Execute Query button to view particular records.

Use Scroll bar to navigate through the records.

Adding Service Group Information
Select Service Group Tab
Place cursor in the Service Info frame.
Click Insert Record button to add new record.
Fill in the information needed:
Group Code: Type in service group code.
Description: Type in service group description.

Click Save Record button to save the record.

Editing Service Group Information
Select record to edit and make changes on it.

Click Save Record button to save the changes.

Deleting Service Group Information

Select record to delete and click Remove Record button.

Click Save Record button to save the changes.
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UPSI Grouping Tab

This screen allow user to maintain setup for UPSI grouping. The detail describe as below.

3 IMS - Integrated Management System - Microsoft Internet Explorer,

Action Edit Query Block Record Field Help ‘WwWindow
Gal® €0 R e 4ar b EeRd ?

el ANLIAR - AYFO0S tice Group Maintenatce

Service Group LPS| Grouping l Service Field / Expertise Field I Service Classification Service Scher

UPS| Grouping

Group Code Dezcription
[E1:] Guru Bahasa =~
LIS JUSA
I Penguruzan & Profesional
PEM Fensyarah
PROF Profezar
Prd Profezor Madpa
B Sokongan B
C Sokongan C
[} Sokongan D
T Tutor =

Figure 1.13 — Service Group Maintenance Screen: UPSI Grouping Tab

Adding UPSI Grouping Information
Select UPSI Grouping Tab
Place cursor in the UPSI Grouping frame.
Click Insert Record button to add new record.
Fill in the information needed:
Group Code: Type in UPSI group code.
Description: Type in UPSI group description.

Click Save Record button to save the record.

Editing UPSI Grouping Information
Select record to edit and make changes on it.

Click Save Record button to save the changes.

Deleting UPSI Grouping Information
Select record to delete and click Remove Record button.
Click Save Record button to save the changes.

Service Field/Expertise Field Tab

This screen allow user to maintain setup for service/expertise filed. The detail describe as

below.
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A IMS - Integrated Management System - Microsoft Internet Explorer,

Action Edit Query Block Becord Field Help “window
€N Ry 44 b HR§ ?
u hance
Service Graup ] UPS| Grouping | Service Field / Expertise Field l Service Classification Service Scheme
Service Field
Field Code [rescription
HOooo "BIDANG PELANCONGAN | TAMAN DAN REKREAS!™ =
111405 "ORAL MEDICIME, ORAL PATHOLOGY"™"!
50910 "PEMJEMISAN /PEMILAIAN BARANG ELEKTROMIK, ELEKTRIK & KOMPUTER"
Josom "PTIOPTHALMOLOGY"
40308 15T MATE FOREIGN GOING
40307 2MD MATE FOREIGN GOING
40306 3RD MATE FOREIGN GOING
/0306 ACCOUNTING FOUMDATION COURSE[PROFF.ROUTE) o
oo ADULT/PEDIATRIC IMFECTIONUS DISEASES
A033 ADWANCE FIRE FIGHTING AT SEA
JOED2 ADVANCED MANUFACTURIMNG TECHWOLOGY
CO730 ADVANCED MATERIALS
cor22 AEROSPACE
0104 AGROMOMI
0402 AKTUARI Al

Figure 1.14 — Service Group Maintenance Screen: Service Field/Expertise Field Tab

Adding Service Field/Expertise Information
Place cursor in the Service Field frame
Click Insert Record button to add new record.
Fill in the information needed:
Field code: Type in service field code.
Description: Type in service field description

Click Save Record button to save the record.

Editing Service Field/Expertise Information
Select record to edit and make changes on it.

Click Save Record button to save the changes.

Deleting Service Field/Expertise Information
Select record to delete and click Remove Record button.

Click Save Record button to save the changes.
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Service Classification Tab

This screen allow user to maintain setup for service classification. The detail describe as below.

23 IMS - Integrated Management System - Microsoft Internet Explorer,

Action Edit Query Block HBecord Field Help “window

dé B € 00D | FE 4 4r P HEKRE

“J

Service Group ] UPS| Grouping l Service Field / Expertise Field Service Classification Service Scheme

Service Classification

Clags Code D escription

Pengangkutan -
Biakat Dan Seni
Sainz
Pendidik.an
Ekonomi

Sistem Maklumat

Pertanian

Kejuruteraan —

Fezelamatan & Pertahanan fwam

Perundangan

TADEIR D&M DIPLOMATIK
Pertadbiran Dan Sokangan
FPEMTYELIDIKAN & PEMBANGUMNAN
I ahir#S eparub b ahir/ T4 ahir

Sozial j

wilmla|=|| ||| === ™ m 2| o) @ =

Figure 1.15 — Service Group Maintenance Screen: Service Classification Tab

Adding Service Classification Information
Select Service Classification Tab
Click Insert Record button to add new record.
Fill in the information needed:
Description: Type in description for the service classification.

Click Save Record button to save the record.

Editing Service Classification Information
Select record to edit and make changes on it.

Click Save Record button to save the changes.
Deleting Service Classification Information

Select record to delete and click Remove Record button.

Click Save Record button to save the changes.
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Service Scheme Tab

This screen allow user to maintain setup for service scheme. The detail describe as below.

A IMS - Integrated Management System - Microsoft Internet Explorer
Action Edit Quemy Block Record Field Help Window

e ®

7

SN B A4y p|Hdl ?

nce

Service Group ] UPSI Grouping I Service Field / Expertise Field I Sewvice Classification

Semice Classification [Fengangkutan

Service Scheme Job
cheme Cods Description

=3 [ARKITEK, LAUT - Servics Scheme [ARKITEFK LAUT

1229 JURUTERA LAUT

1425 JURUTERBANG/PEMERIKSA JURUTERBANG Job Code Biesataen

6125 KELASI/JURUMUDI 02470 JURUTERA MEKANIK SEHIBINA PRAPALAN |
1031 HALIM

3107 MERINYU LAUT

1033 PEGAWA| KAWALAN TRAFIK UDARA

1603 PEGAW A LAUT

3337 PEMANDLU LOKOMOTIF

Fd62 PEMBANTL JURLIEMJINAIURLIENJIN LALT
3212 PEMBANTL KAWALAN TRAFIK UDARA
2903 PEMBANTL TEKHIK KAPAL TERBANG
1763 PEMERIKSA KAPAL TERBANG

4302 FPEMEFRIESA KERETA MOTOR

4110 PENJAGA RUMAH API j -

Figure 1.16 — Service Group Maintenance Screen: Service Scheme Tab

Adding Service Scheme Information
Select Service Scheme Tab
Place cursor in the Service Scheme frame
Click Insert Record button to add new record.
Fill in the information needed:
Service Classification: Type in service classification for the service
scheme
Description: Type in service classification description for the service
scheme.

Click Save Record button to save the record.

Adding Job Information
Select Service Scheme Tab
Place cursor in the Job frame
Click Insert Record button to add new record.
Fill in the information needed:
Job Code: Type in job code for the service scheme
Description: Type in job code description for the service scheme.

Click Save Record button to save the record.
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Editing Service Scheme Information
Select record to edit and make changes on it.

Click Save Record button to save the changes.

Deleting Service Scheme Information

Select record to delete and click Remove Record button.

Click Save Record button to save the changes.
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Administration Post

This screen allows staff to do setup for administration position information. Staff can add,

update and delete the record. See Figure 1.17. The functions are described as follows.

2 IMS - Integrated Management System - Microsoft Internet Explorer

fction Edit Query Block Record Field Help Window

GO/ XD BT E a4 4» b HAW T

. = T Getup
Administration Post

anthly
Code Administration Post Allowance  Income Type Service Tppe

] i TN 200,00 A027 ELALM KETUA JABATAMNA | ||50014 Dilantik sebagai Fetua Jabaty ... | |
02 B00. 00 A026 ELALIN DEKAN ||
03 TIMB DEEAN 400.00) 5026 ELALIN DEKAN . | =]
04 PENGARAH A00.00] ADZF ELALN KETUA JABATAN/A ]
05 TIMB PENGARAH L]
U3 PEMGERUSI RANCAMNGAN ||
07 PEMTUNTING &KADEMIK. . | =
i} PENYTELARAS 300,00 A02F ELALN KETUA JABATAN/A ]
03 PEN PENYELARAS ]
10 PEMGEAWA
11 PEMOLOMNG PEMGGAWA ||
12 PEMG. J A LUAR KAMP -
13 PENYL BIME & P LANJ ]
14 TIMB NAIB CANSELOR L]
15 KETLA RANCANGAN ||
16 AHLI JAWATANKLASE -
17 PENG. RAMC KO-K ]
18 PENYL RANCANGAN L]
18 FELLOMW . | oo |
20 MalE CANSELOR . i

Figure 1.17 — Administration Post Screen

Opening Administration Post Screen
Click Staff Information on the menu bar.
Select Service Setup Sub Menu

Select Administration Post.

Viewing Administration Post Information
Place cursor in the Administration Post frame.
Click Execute Query button to view all records or click Enter Query Button and
key in search criteria by entering “%xxx” to find for certain record and then
click Execute Query button to view particular records.

Use Scroll bar to navigate through the records.

Adding Administration Post Information

Open Administration Post Screen
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Click Insert Record button to add new record.
Fill in the information needed:
Administration Post: Type in administration post
Monthly allowance: Type in monthly allowance for the post.
Income Type: Select income type for the post from the list of value by
click the “...” button.
Service Type: Select service type for the post from the list of value by
click the “...” button.

Click Save Record button to save the record.

Editing Administration Post Information
Select record to edit and make changes on it.

Click Save Record button to save the changes.
Deleting Administration Post Information

Select record to delete and click Remove Record button.

Click Save Record button to save the changes.
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My Profile Online Application

My Profile keeps all information of staff. It allows them to add, edit, delete and view for staff
profile information. It will be used for current and future references for staff information. Staff

need to login into the My UPSI web portal. Select the application to use.

The application is located under the Human Resource function. See Figure 5.18 to view the

resource book link. It is located on the left site screen.

| Human Resource

Figure 1.18 — Human Resource Book Link Interface

Click on the Human Resource book link will display the list of function covered under the
Human Resource task in the E-community portal. Staff can select My Profile link that

located on the left screen. See Figure 5.19.

My Profile

- Staff Info 1

- Staff Info 2

- Parent

- Spouse

- Finance

- Contact Person

Figure 1.19 — My Profile Resource Book Link Interface

The link provide in the My Profile function are describe as follow. Staffs just click on the
hyperlink to view the page.
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Staff Info 1

This function views the information of staff personal information.

Viewing Staff Information
Click Staff Info 1 Hyperlink. It will bring up to the Staff Info 1 Interface. See Figure 1.20.

Staff 1d
Staff Name
Gender

Mo. of Child
Status

IC Mo,
Passport No
Marital Status
Birth Date
Birth Place
Birth State
Race
Religion
Job

PT]

Citizen

Current Address
Current City
State

Country

Post Code

Staff Info 1

KOo05449

Ismail Bin Man
Lelaki

3

Aletif
590714055679

Berkahwin
14-Jul-1959
Bagan Tiang, Parit Buntar, Perak
Perak
Melayu
ISLAM
PES TADBIR M41
Bahagian Sumber Manusia
Malaysia
107, Blok B, Kolej £a'ba, Kampus Sultan Azlan Shah, Universiti Pendidilkan Sultan Idris
Tanjung Malim, Perak
Perak
Malaysia
35600

Figurel.20 — Staff Info 1 Interface

Figure 1.20 show the details information off staff profile.

Editing Staff Information
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Click on the Edit button on the top/bottom right of the screen. It will bring up to the page

for Edit Staff Info page. See Figure 1.21

Staff 1d
Staff Name

Gender

MNo. of Child
Status

IC Mo
Passport Mo
Marital Status
Birth Date
Birth Place
Birth State
Race
Religion
Job

PT]

Citizen

Current Address
Current City
State

Country

Post Code

Current Password

Mew Password

Edit Staff Info 1
Koosd9
Ismail Bin Man
Lelaki
3
Aletif
590714055679

Berkahwin

14-Jul-19549

Bagan Tiang, Parit Buntar, Perak
Peralk

Melayu

ISLAM

PES TADBIR M41

Bahagian Sumber Manusia

Malaysia

107, EBlok B, Kolej Za'ba, EKampus Sultan Azlan Shah, Universi-

Tanjung Malim, Perak
08 - Ferak
bY'S - Malaysia

35600

¥erify New Password

Save | | Cancel

Figure 1.21 — Edit Staff Information 1 Interface

Make changes to the information to edit.

Current Address: Type in current address.

Current City: Type in current address city.

State: Select current address state.

Country: Select current address Country.

Post Code:

IMS HR & Administration

Type in current address post code.

User Guide Manual




Current Password: Type in staff current password.
New Password: Type in staff new password
Verify New Password: Re-enter staff new password.
After edit the information staff can submit the changes by click Save button.

For not doing any changes staff can just click Cancel button to go back to the previous

page.
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Staff Info 2

This function allow user to view for staff detail information of staff contact and staff position.

Viewing Staff Info 2

Click on the Staff Info 2 Hyperlink under the My Profile link. It will bring up to the Staff

Info 2 Interface. See Figure 1.22.

Permanent Address
Permanent City
State

Country

Post Code

Email Address
Room MNo.

Join Date

Date of Appointment for Current
Position

Date of Confirmation for Current
Position

Resign Date
Pension Date
Home Tel. No

HfP Mo
Fax No
Office Tel Mo

Username

Staff Info 2
@83, Jalan Delimma 5, Taman Delima,
Sungai Petani, Kedah
kKedah
Malaysia
gooo

ismailman@upsi.edu.my

01-Feb-z002
01-Feb-z002

01-Feb-2004

14-Jul-2015
14-Jul-2016
05-455844063
019-43538413
05-45954585
05-45063493
ISMAILMAM

Figure

1.22 — Staff Info 2 Interface
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Editing Staff Detail Information
Click on Edit button at the top/bottom right of the screen. It will bring up to the Edit Staff
Info 2 page. See Figure 1.23.

Permanent Address

Permanent City
State

Country

Post Code

Email Address
Room No.
Join Date

Date of Appointment for
Current Position

Date of Confirmation for
Current Position

Resign Date
Pension Date

Home Tel. No
H/P No

Fax Mo
Office Tel No

Username

Edit Staff Info 2

583, Jalan Delima 5, Tamah Delima,
Sungai Petani, Kedah
Kedah

bMalaysia

000

ismailman@upsi.edu.my

01-Feb-z00z
01-Feb-z00z

01-Feb-z004

14-Jul-2015
14-Jul-2016

05-45544063

019-43535413
05-4595455
05-45063493
[SMAILMAN

Save | | Cancel

Figure 1.23 — Edit Staff Information 2 page

Make changes for the information to edit.
Permanent Address: Type in permanent address.
Permanent City: Type in permanent city.
State: Select state from the list.
Country: Select Country from the list.
Post Code: Type in post code.
Home Tel. No: Type in home telephone number.
H/P No: Type in hand phone number.
Fax No: Type in fax number.
Office Tel No: Type in office telephone number.

After edit the information click Save button to save the changes.

38
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To cancel edit the information click Cancel button and it will bring back to Staff Info 2

interface.

Parent Information

This function allow user to view for staff parent information. Click Parent Hyperlink under

the My Profile link. It will bring up to the Parent Info Interface. See Figure 1.24.

Parent Info

Users are not allowed to delete Parent recard.
Please contact HR Personel regarding to this process.

Mame IC No. Relation Relation Tel. No.
Type
Man 2342342 Bapa Kandung 05345675890

Audd

Figure 1.24— Parent Info Interface

Figure 1.24 show the list of staff parent. Staff can add, edit and view their parent

information.
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Add Parent Information
To add new parent information click Add button on the top/bottom right of Parent Info
Interface.

It will bring up to the page for add Parent Info. See Figure 1.25.

Parent Info

Name Mariam bt Muhamwmad

IC No 34551654

Relation ||,

Relation Type Kandung

Address Kalumpang

City |7y Malinm

State | pergl w
Country

Malaysia e

Post Code 35241

Telephone Number |, ccga7).

Save || Cancel

Figure 1.25 — Add Parent Info Interface

Fill in the information for add Parent Information
Name: Type in parent’s name.
IC No: Type in parent’s IC number.
Relation: Select relation from the list.
Relation Type: Select relation type from the list.
Address: Type in parent’s address.
City: Select city from the list.
State: Select state form the list.
Country: Select country from the list.
Postcode: Type in postcode number.
Telephone Number: Type in parent’s telephone number.
Click Save button to add the information.
To cancel for add the information just click Cancel button to go back to the previous page.

Edit Parent Information
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Staff can edit their parent information by click Edit button beside the parent’s name. It will
bring up to the Parent Info Interface. See Figure 1.24.

Make changes on the information then click Save button to save.

To cancel for edit the information just click Cancel button and it will bring back to the

Parent Information main page.

View Parent Information

1. To view the detail information off parent, staff can click on the Name hyperlink (e.g.

Man) at the Parent Info main page. It will bring up to the selected parent information.

See Figure 1.26.

Parent Info
MName Man
IC Mo 2342342
Relation Bapa
Relation Type Kandung
Address kalumpang
City tg malim
State Perak
Country Malaysia
Post Code 35900
Telephone Number 0534567890
Badk

Figure 1.26 — Parent Information page

2. Figure 1.26 view the parent information. To close the page click Back button and it

will bring back to the Parent Information interface.

Spouse Information.

This function allow user to view for staff parent information. Click Spouse Hyperlink under

the My Profile link. It will bring up to the Spouse Info Interface. See Figure 1.27.
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Spouse Info

Users are not allowed to delete Spouse and Children record,
Please contact HR Personel regarding to this process.

Spouse Name Marriage Date

aminah 01/12/2004 -Edit
--Children--

Razalk

ani 01/12/2004 ED
--Children--

nadia

Figure 1.27 — Spouse Information Interface

Figure 5.27 show the list of staff spouse. Staff can add spouse, edit spouse information, view

spouse information, add children, edit children information and view children information.
Add Spouse Information

Staff can add spouse information by click Add button on the top/bottom right of the Spouse

Information Interface. It will bring up to the Spouse Detail Interface. See Figure 1.28.
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Spouse Info

Spouse Details

Mame

IC No

Birth Date |21 « || Jan +|[2005 +

Marriage Date |1 « || Jan | 2005 +

Divorce Date [Jtcheck if applicable)
Race | tjelzyuy &
Religion | |5 apg w
Citizenship halaysia w

Home Address
City
State || ar Megeri b

Country | 1jalaysia ~

Post Code

Contact Number

Email
Spouse Job il (check if applicable)

Job
Spouse Joh [] (check if applicable)

Job

Employer

Office Address
State

Country

Post Code
Start Date
IncomeTax No

IncomTax
Branch

Sawe || Cancel

Figure 1.28 — Add Spouse Information Interface

Fill in the information for add Spouse Information Details.
Name: Type in spouse name.

IC Number: Type in spouse IC number.
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Birth Date: Select spouse birth date from the list.

Marriage Date: Select marriage date from the list.

Divorce Date: Select divorce date if applicable.

Race: Select race from the list.

Religion: Select religion from the list.

Citizenship: Select spouse citizenship from the list.

Home Address: Type in spouse home address.

City: Type in city.

State: Select address state from the list.

Country: Select address country from the list

Postcode: Type in address postcode.

Contact Number: Type in spouse contact number.

Email: Type in spouse email.

Job: Type in spouse job if applicable.

Employer: Type in spouse employer if applicable.

Office Address: Type in spouse office address if applicable.

State: Select spouse office address state from the list if applicable.

Country: Select spouse office address country from the list if applicable.

Postcode: Type in spouse office address postcode if applicable.

Start Date: Select spouse job start date from the list if applicable.

Income Tax Number: Select spouse income tax number if applicable.

Income Tax Branch: Type in spouse income tax branch if applicable.
Click Save button to save the information added.
To cancel add the spouse information click Cancel button and it will bring back to the

Spouse Information Interface.

Edit Spouse Information
Staff can edit their spouse information by click Edit button beside the spouse name at the
Spouse Information main page. It will bring up to the Edit Spouse Detail page. See
Figure 1.29.
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Mame

IC Number
Birth Date
Marriage Date
Divorce Date
Race

Religion
Citizenship of
Home Address
City

State

Country

Post Code
Contact Mo

Email

Job

Employer
Office Address
State

Country

Post Code
Start Date

IncomeTax Mo

Edit Spouse Info

Spouse Details
Aminah
700204056758
08 | Dec w||1964 +
01 »|[Dec |»|| 1997 »

[licheck if applicable)

Melayu w
ISLAM it
balaysia h
Kalumpang
Tanjung Malim
Ferak “
Malaysia w
365210

04-5246321

Spouse Job [ ](check if applicable)

IncomeTax
Branch
Figure 1.29 — Edit Spouse Information Interface
Make changes of the data:

Name: Type in spouse name.

IC Number: Type in spouse IC number.
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Birth Date: Select spouse birth date from the list.

Marriage Date: Select marriage date from the list.

Divorce Date: Select divorce date if applicable.

Race: Select race from the list.

Religion: Select religion from the list.

Citizenship: Select spouse citizenship from the list.

Home Address: Type in spouse home address.

City: Type in city.

State: Select address state from the list.

Country: Select address country from the list

Postcode: Type in address postcode.

Contact Number: Type in spouse contact number.

Email: Type in spouse email.

Job: Type in spouse job if applicable.

Employer: Type in spouse employer if applicable.

Office Address: Type in spouse office address if applicable.

State: Select spouse office address state from the list if applicable.

Country: Select spouse office address country from the list if applicable.

Postcode: Type in spouse office address postcode if applicable.

Start Date: Select spouse job start date from the list if applicable.

Income Tax Number: Select spouse income tax number if applicable.

Income Tax Branch: Type in spouse income tax branch if applicable.
After updating the information click Save button to save the changes.
To cancel update the information click Cancel button and it will bring back to the Spouse

Information main page.
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View Spouse Information
To view spouse details information click Spouse Name hyperlink (e.g. Aminah). It will

bring up to the Spouse Detail Interface. See Figure 1.30.

Spouse Info
Spouse Details
Spouse Mame aminah
IC Number 7002040567358
Birth Date 0&8-Dec-Z004
Marriage Date 01-Dec-Z004
Divorce Date
Race Melayu
Religion ISLAM
Citizenship Malaysia
Home Address
City
State Wilayah Perselkutuan Putrajaya
Country Malaysia
Postcode
Contact No
Email
Spouse Job
Job
Employer
Office Address
State
Country
Postcode
Start Date
IncomeTax No
IncomTax Branch

Back

Figure 1.30 — Spouse Details Interface

Figure 5.30 shows the spouse detail information.
Click Back button to exit from the screen and it will bring back to the Spouse Info

Interface.
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Add Children Information
Staff can add children information by click Add Children button. It will bring up to the

page for add children information. See Figure 1.31.

Children Info

Birth Certificate Mo.fIC No.

Mame

Relation

Anak Kandung b

Birth Date |21 + || Jan | 2005 +

State || | ar Negeri W

Gender Lelaki I

Email

Save | | Cancel

Figure 1.31 — Children Info Interface

Fill in the information for children.
Birth Certificate No. /IC No.: Type in birth certificate number.
Name: Type in children’s name.
Relation: Select relation from the list.
Birth Date: Select children’s birth date
State: Select state from the list.
Gender: Select children’s gender.
Email: Type in children’s email.
Click Save button to add the information.
Click Cancel button to cancel adding the information and it will bring back to the Staff

Spouse Information main page.
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Edit Children Information
Staff can edit children’s information by click Edit button beside the children’s name. It will
bring up to the Children Info Interface. See Figure 1.27.
Make changes for the information and click Save button.
To cancel edit the children’s information click Cancel button and it will bring back to the

Staff Info Interface.

View Children Information
Staff can view their children information listed by click on the Children Name hyperlink

(e.g. Razak). It will bring up to the Children Info Interface. See Figure 1.32.

Children Info
Birth Certificate Mo.fIC No. 524563521
Mame Razak
Relation Anak Kandung
Birth Date 05-]AN-Z00S
State Perak
Gender Lelaki
Email

Back

Figure 1.32 — Children Info Interface

Figure 1.52 show the detail information of the selected children. Click Back button to

return back to the Spouse Info Interface.

IMS HR & Administration User Guide Manual 49



Financial Information

This function allow user to view for their financial Information. Click Finance Hyperlink

under My Profile link. It will bring up to the Financial Information Interface. See Figure

1.33.

Financial Information
Kumpulan Wang Simpanan Pekerja 5430930
Malayan Banking Berhad 1020544558934
Lembaga Hasil Dalam Negeri 0010611013

Figure 1.33— Financial information page

Figure 5.33 view the financial information of staff.
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Contact Person Information.

This function allow user to view for their contact person information. Click Contact Person

Hyperlink under My Profile link. It will bring up to the Contact Person Interface. See
Figure 1.34.

Audd
Contact Person
Name Relation Contact No
Man Ayah 05467890 0
ani sEpUpU 09-456759 [F]

Figure 1.34 — Contact Person Interface

Figure 3.36 shows the staff contact person information. Staff can add, edit and delete their

contact person information.

Add New Contact Information
Staff can add their contact person by click Add button on the top right of the screen. It will
bring up to the Add Staff Contact Interface. See Figure 1.35.

Add Staff Contact

Name |popiman

Relation Cousin

Phone No |15 g53z451

Address Kelana Jaya

State | cojangor w

Country | jjalaysia ~

Post Code 37610

Save || Cancel

Figure 1.35 — Add Staff Contact Interface.

Fill in the information for the staff contact:

Name: Type in contact name.
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Relation: Type in contact relation.

Phone No.: Type in contact phone number.
Address: Type in contact address.

State: Select contact state from the list.
Country: Select contact country from the list.

Post Code: Type in contact post code.

Click Save button to save the contact information.

To cancel add contact information click Cancel button and it will bring back to the Contact

Person Interface.

Edit Staff Contact Information

Staff can edit contact information by click Edit button beside the contact name at Contact

Person main page. It will bring up to Edit Contact Person Info page. See Figure 1.36.

Name

Relation
Phone No
Address
State
Country

Post Code

Edit Contact Person Info

Man

Ayah

05467590

Kulai

Johor hd

Malaysia hd

345687

Save I Cancel I

Figure 1.36 — Edit Contact Person Info Interface

Make changes for the information to edit:

Name: Type in contact name.

Relation: Type in contact relation.

Phone No.: Type in contact phone number.

Address: Type in contact address.

State: Select contact state from the list.

Country: Select contact country from the list.

Post Code: Type in contact post code.

Click Save button to save the changes.
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To cancel edit the information click Cancel button and it will bring back to the Contact

Person main page.

Delete Contact Information
Staff can delete their listed contact information. Select the contact by click on the Check
Box and click Delete button on the bottom up of the page to remove the contact.

The selected contact has been deleted.

View Contact Person
Staff can view their contact person information by click on the Name hyperlink (e.g. Man)
at the Contact Person Interface. It will bring up to the Contact Person Detail

Interface. See Figure 1.37.

Contact Person Detail
Mame Man
Relation avyah
Phone Mo 05467590
Address
State Johor
Country Malaysia
Post Code 34567

Back

Figure 1.37 — Contact Person Detail Interface

Click Back button to return back to the Contact Person Interface.
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Staff Profile

This screen allows user to maintain profile of staff. The users of this screen are Human
Resources Department and other owners of human resources e.g. Pusat Penyelidikan Pelajar for
Research Assistant and Bahagian Akademik for Visiting Professors. Each human resources
owner may view and update records of their own staff only. Except for HRD, other owners may

add new staff using this screen.

Show the Staff Information Form. See Figure 1.38.

Staff Info Tab
This screen allow user to maintain staff detail information. The detail describe as

below.
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Staff Info ] Sewice Info 1) | Sewvicelrfa (2] |

% B

Action Edit Gueny Block Becord Field Help ‘window

EEN ! 44> b HRE

Family

| http://10.10.1.26:7780 - IMS - Integrated Management System - Microsoft Internet Explorer

‘)

-

]Parentsfﬁontact] Qualification ]

Record : ’_ /

Staff Id |

Tile |

Mew IC l—
—

Paszport Mo

Birth State |

|

odIc
DOB
Age

Birth Place |

Marital |

|

Pasition |

Grade |

PTJ/Faculty |

Adrin. Post |

FTJ/Faculty |

Fieligion |

FRace |

Citizen |

Gender |

Urifarrm -

Bloodtype: [Tidak Pasti hd

Dizability |

Current Address

bl

Others l System

Address |

Pastcode |

City |

State |

Counkry |

Permanent Address

b

Address |

Pastcade |

City [

State |

CoLinkry |

Office Address

Faam Mo |

Lk

Address |

Postcode |

Gty |

State |

Country |

Contact Number

[

Email |

Office Mo |

Hame Mo |

H/P Na |

Fax Mo |

Figure 1.38 — Staff Profile Form: Staff Info Tab

Opening Staff Profile Form

Select Staff Information from the menu bar.

Select Staff Profile sub menu
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Select Tab to view:
i.  Staff Info Tab: To maintain staff detail information.
ii. Service InfolTab: To maintain staff service information.
iii. Service Info 2 Tab: To maintain other information for staff service
iv. Family Tab: To maintain staff family information.
v. Parents/Contact Tab: To maintain staff contact information
vi. Qualification Tab: To maintain staff qualification information
vii. Other Tab: To maintain staff other information

viii.System Tab: To maintain staff system information

Viewing Staff Profile Information
1. Select desired tab to view.
2. Click on the desired frame.
3. Click Execute Query button to view all records or click Enter Query Button
and key in search criteria and then click Execute Query button to view
particular records.

4. Use Scroll bar to navigate through the records.

Adding new Staff Information
Select Staff Info Tab.
Click Insert Query button to insert new record.
Fill in the information needed for adding new staff Information in the desired
frame:
Staff Information Frame: Fill in the information for complete the staff
profile personal data.
Current Address Frame: Type in staff information for current address.
Permanent Frame: Type in staff information for permanent address.
Office Address Frame: Type in staff information for office address.
Contact Number Frame: Type in staff information for staff contact
number.
Click Save button to save the information added
Editing Staff Information
Select Staff Info Tab
Place cursor in the desired frame.
Select record to edit and make changes on it.
Click Save button to save the changes

Service Info(1) Tab
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This screen allow user to maintain information for staff service. The detail describe as below.

http://10.10.1.26:7780 - IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit GQuery Block Record Field Help ‘window

GS B A DD DB 4> p | ERB?

Staff Info i Semvice Info [2] ] Farnily IPalents:’CDntact] Gualification ] Others ] Spstem ]

Jain Date ,7 Status | | J
GovtdoinDate [ Job Status | [ J
Resign Date li Salary Statug ,—Ll
Pension Date [ Pension Status | | J
Pensiondge [ Dption Date |
ﬁf‘é‘ﬂfﬂ S Disciplinary |
odd
Start Date ,7
Position | [ J
Grade [ Salary Matrix |
S pecification | | J
PTJ/ Faculty | [
Jabatan / Unit | | j
ConfimDate [ Confirm Status |
Branch / Centre | [ J

Other Service Information

Gowt Agency |

[if seconded]
Start Date End Date
Administration Post / Acting / Covering Position

Status Position PTJ/Faculty Start Date End Date

Contract / Service Extension

Seq Start Date EndDate Diuratian Tupe

| |12

| ==

Contractual Bond

Start Date End Date Reason

Allowances

Allowance Tppe Start Date End Date Amont

Figure 1.39 — Staff Profile Form: Service Info Tab

Adding Other Service Information

1. Select Service Info 1 Tab

2. Place cursor in the Other Service Information frame
3. Click Insert Record button to add new record
4

Fill in the information needed:
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Govt Agency: Type in agency for the service
Start Date: Type in start date for the service
End Date: Type in end date for the service

Click Save Record button to save the changes

Adding Administration Post/Acting/Covering Position Information
1. Select Service Info 1 tab
2. Place cursor in the Administration Post/Acting/Covering Position
Information frame

3. Click Insert Record button to add new record

4. Fill in the information needed:
Status: Select status from the list of value by click “..” button
Position: Select position from the list of value by click “...” button.
PTJ/Faculty: Select PTJ/Faculty from the list of value by click “...”

button

Start Date: Type in start date for the position
End Date: Type in end date for the position

5. Click Save Record button to save the changes

Service Info(2) Tab
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This screen allow user to maintain other information for staff service. The detail describe as

below.

‘2 http://10.10.1.26:7780 - IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block HBecord Field Help ‘window
G P DD QY E Qe r » | HRl@?
T

v APFO0T - Staff Profi

Staff Info ] Service Info [1) F arnily I Farents;"[}ontact] Qualification Others Sustern

Statutory Account Info

Mo Account Description Type Description Acct Mo SBaaliE? Branch Status
r | JET S
r | =l
r | =l
r | =l
r | xl=]

Service History
Fram Until Position PTJ/Faculty  JobStatus Confirmation Date Type

Working Experience
Mo Emplaoyper Position Type e T

[y or dd-mmyyyy]

Figure 5.40- Staff Profile Form: Service Info 2Tab

Adding Statutory Account Information
1. Select Service Info 2 Tab
2. Place cursor in the Statutory Account Info frame
3. Click Insert Record button to add new record
4. Fill in the information needed:
No: Number is auto generated by the system
Account: Select account from the list of value by click “...” button. It will
display the account description.
Type: Select account type from the list of value by click “...” button. It
will display account type description.
Acct No: Type in account number
Salary Bank?: Tick whether the account use for salary or not
Branch: Type in branch for bank account

Status: Select status for the account.
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5. Click Save Record button to save the changes

Adding Service History Information
1. Select Service Info 2 Tab
2. Place cursor in the Statutory Account Info frame
3. Click Insert Record button to add new record
4. Fill in the information needed:
From: Type in date from for the service history
Until: Type in date to for the service history
Position: Select position for the service from the list of value by click “...”
button.
PTJ/Faculty: Select PTJ/Faculty from the list of value by click “...”
button
Job Status: Select job status from the list of value by click “...” button
Confirmation Date: Type in confirmation date for the service history
Type: Select service type from the drop down list.

5. Click Save Record button to save the changes

Adding Working Experience Information
1. Select Service Info 2 Tab
2. Place cursor in the Working Experience 2 frame
3. Click Insert Record button to add new record
4. Fill in the information needed:
i.  No: Number is auto generated by the system
ii. Employer: Type in employer name
iii. Position: Type in position
iv. Type: Type in working type
v. From: Type in experience date from
vi. To: Type in experience date to
5. Click Save Record button to
Editing Service Info2 Information
Select record to edit and make changes on it. Only selected record can be edited.

Click Save button to save the changes.

Deleting Service Info2 Information

Select data to remove then click Remove Record button.
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Click Save button to save the changes.

Family Tab

This screen allow user to maintain information for staff family. The detail describe as below.
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2 IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block Becord Field Help ‘window
GO P €0 EE 4Cr b HEE ?
. ke

UHIR - &P e

Staff Infa ] Servicelnfo] Service Infa lParentsx’Eontact ] Qualification] Others ] Suysteri ]

Spouse Info

Record : ’_.-’ ’_
Hame™ |
ICHe[ BithDate |
Marital Statuz I—Ll sge ,7
Marriage Date [ Divorce Date [
Religion | [ J
Face | | J
Citizen | [ J
ContactMo [ Email &dd |
Start Wworking ’7
Date
Home
Address |
Postoode [ City[
State | [ J
Country | | J
Office
Employer |
Designation |
Address |
State | | J
Country | | J
Posteade |
Spouse’s Tax Info
Tax Mo |
Taw Branch |
Children
IC Ma / Cert Mo Name* Gender | " | | ]
DOB g'tf;?e | | .| Relation | =
Age [T ax Relief | |J
Email Addr
IC Mo/ Cert Mo Marne * Gender | I | |
DOB g [ | | Relation | =l
Age ITax R elief || |J
Email Addr
IC Mo/ Cert No Narne * Gender | I | |
DOE ggt‘e | Relation | = _|
Age ITax Relief || |J hd
Email Addr |

Figure 1.41 — Staff Profile Form: Family Tab

Adding Spouse Information
Select Family Tab.
Place cursor in the Spouse Info frame
Fill in the information needed for adding new the information.

Name: Type in spouse name
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IC No: Type in spouse IC number

Birth Date: Type in spouse birth date

Age: Type in spouse age

Marital Status: Select marital status from the drop down list
Marriage Date: Type in marriage date

Divorce Date: Type in divorce date

Religion: Select religion from the list of value by click “...” button
Race: Select race from the list of value by click “...” button
Citizen: Select citizen from the list of value by click “...” button
Contact No: Type in contact number from the list of value
Email Add: Type in email address from the list of value

Start Working Date: Type in start working date

Click Save Record button to save the data.

Adding Home Information

1. Select Family Tab.

2. Place cursor in the Home frame

3. Fill in the information needed for adding new the information:
i. Address: Type in home address
ii. Postcode: Type in postcode
iii. City: Type in city
iv. State: Select state from the list of value by click “...” button
v. Country: Select country from the list of value by click “...” button

4. Click Save Record button to save the changes

Adding Office Information
1. Select Family Tab.
2. Place cursor in the Office frame
3. Fill in the information needed for adding new the information:
i. Employer: Type in employer name
ii. Designation: Type in office designation name
iii. Address: Type in office address

iv. State: Select state from the list of value by click on the “...” button.
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v. Country: Select country from the list of value by click on the “...
button
vi. Postcode: Type in office post code.

4. Click Save Record button to save the changes

5444 Adding Spouse Tax Information
1. Select Family Tab.
2. Place cursor in the Spouse’s Tax Info frame
3. Fill in the information needed for adding new the information:
i. Tax No: Type in spouse’s tax number
ii. Tax Branch: Type in tax branch

4. Click Save Record button to save the changes

Adding Children Information
1. Select Family Tab.
2. Place cursor in the Spouse Info frame
3. Fill in the information needed for adding new the information:
i. IC No/Cert No: Type in children’s IC number or certificate number
ii. DOB: Type in children’s date of birth
iii. Age: Type in children’s age
iv. Name: Type in children’s name
v. Birth State: Select children’s birth state from the list of value by click
“...” button
vi. Tax Relief: Select children’s tax relief from the list of value by click
“...” button
vii. Gender: Select children’s gender from the list of value by click “...”
button
viii.Relation: Select relation from the drop down list
ix. Email Addr: Type in children’s email address

4. Click Save Record button to save the changes
Editing Family Info

Place cursor in the desired frame

Select record to edit and make changes on it.

Click Save button to save the changes.

Deleting Family Info
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Place cursor in the desired frame
Select record to remove then click Remove Record button.

Click Save Record button to save the changes.

Parents/Contact Tab
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This screen allow user to maintain information for staff parents/contact. The detail describe as

below.

<A IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block Hecord Field Help ‘Window

&S B oD B E « P HeE | ?

Maintenance

Staff Info ] Service Info ] Service Info ] Family Qualification] Others ] System

Parents / Other Dependents

Hame | -
IC Mo

Relationship [~ | J Type -

Address

Postcode City |

State

L

Country

Telephone Ma

M ame
IC Mo

Relationship [~ | J Type -

Address

Postoode City |

State |
Country |

Telephone Mo

[l

Contact Person Info

No[

Narme |

Relation |
Address |

State | |
Country | |

Postcode
TelMo

A

No[

Narme |

Relation |
Address |

State | |
Country | |

Postcode
TelMo

Ll

Figure 1.42 — Staff Profile Form: Parents/Contact Tab

Adding Parents/Other Dependents Information
Select Parents/Contact tab.
Place cursor in the Parents/Other Dependents frame

Fill in the information needed for adding new the information in the desired frame:
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Name: Type in parent name

IC No: Type in IC number

Relationship: Select relationship from the list of value by click “...

button
Type: Select type from the drop down list
Address: Type in address
Postcode: Type in postcode
City: Type in city
State: Select state from the list of value by click “...” button
Country: Select country from the list of value by click “...” button

Telephone No: Type in telephone number

Click Save button to save the data.

Adding Contact Person Information

1.
2.
3.

Select Parents/Contact tab.

Place cursor in the Contact Person Info frame

frame:

i.  No: Number is auto generated by the system

ii. Name: Type in contact name

iii. Relation: Type in contact person relation

iv. Type: Select type from the drop down list

v. Address: Type in address

vi. Postcode: Type in postcode

vii. City: Type in city

viii.State: Select state from the list of value by click “...” button

ix. Country: Select country from the list of value by click “...” button

x. Telephone No: Type in telephone number

4. Click Save Record button to save the data.

Editing Parents/Contact Info

Place cursor in the desired frame

Select record to edit and make changes on it.

Click Save button to save the changes.

Deleting Parents/Contact Info

Place cursor in the desired frame
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Select record to remove then click Remove record button.

Click Save button to save the changes.

Qualification Tab
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This screen allow user to maintain information for staff qualification. The detail describe as

below.

A IMS - Integrated Management System - Microsoft Internet Explorer | b

Action Edit Quemy Block Record Field Help Window
G| P DD BRTH @« » bR @ ?
'5HL|HIH - APFO01 - Staif Pr nce

StaffInfa | SewiceInfo | Sewicelnfo | Famiy | Parents/Contact | Qualiication’

] Others 1 System =

Higher Qualification

Mo | Narme | =

Level | [ J

Institution Mame |

“Year From Year To

Pengkhusuzan |
Bidang |

Class |
CGPA |

School Qualification

School Exam School Mame Year

Subject Result
Subject Code Result

-
| »

Record: 111 <05C= |

Figure 1.43 — Staff Profile Form: Qualification Tab

Adding Higher Qualification Information

Select Qualification Tab

Place cursor in the Higher Qualification frame

Fill in the information needed for adding new the information in the desired frame:
No: Number is auto generated by the system
Name: Type in qualification name
Level: Type in qualification level
Institution Name: Type in institution name
Year From: Type in qualification year from
Year To: Type in qualification year to
Pengkhususan: Type in majoring
Bidang: Type in area
Class: Type in qualification class
CGPA: Type in CGPA

Click Save Record button to save the data.
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Adding School Qualification Information

1. Select Qualification Tab

2. Place cursor in the School Qualification frame

3. Fill in the information needed for adding new the information in the desired

frame:
School Exam: Select school exam from the list of value by click on the
“...” button

School Name: Type in school name
Year: Type in year

4. Click Save Record button to save the changes

Adding School Qualification Information
1. Place cursor in the School Qualification frame
2. Fill in the information needed for adding new the information in the desired
frame:
i.  School Exam: Select school exam from the list of value by click on
the “...” button
ii.  School Name: Type in school name

3. Click Save Record button to save the changes

Editing Qualification Info
Place cursor in the desired frame
Select record to edit and make changes on it.

Click Save Record button to save the changes.

Deleting Qualification Info
Place cursor in the desired frame
Select record to remove then click Remove record button.

Click Save Record button to save the changes.

Others Tab

This screen allow user to maintain other information of staff. The detail describe as below.
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2 IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit GQuery Block Becord Field Help ‘window

Sl DD B E A« Cr b H ?

& SHUHIR - &
StaftInfa | Service Info | Sewvicelnfo | Family | Parents/Contact | Qualiicatio System | =
Awards
No :l A | | .. =
Aweard Mame [if others] ‘
Awarded By Drate Awarded
No Award | | | |
Award Mame [if others| ‘ =
Awarded By Drate Awarded
Ho A | I |
Aweard Mame [if athers] ‘
Awarded By Drate Awarded —
Asset Declaration
Seq Declaration Type Date Declare  Approved By Approved Date
-
-
-
| »

Recard: 1/1 <05Cs |

Figure 1.44 — Staff Profile Form: Others Tab

Adding Awards Information
Select Others Tab
Place cursor in the Awards frame
Click Insert Record button to add new record.
Fill in the information needed for adding new the information
No: Award number is auto generated by the system
Award: Select award name from the list of value by click on the “...”
button
Award Name: Type in award name if the award is not in the list of
value.
Awarded By: Type in awarded by name
Date Awarded: Type in date for the award
Click Save Record button to save the data.
Editing Awards Info
Select record to edit and make changes on it.

Click Save Record button to save the changes.

Deleting Awards Info
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Select record to remove then click Remove record button.

Click Save Record button to save the changes.

System Tab
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This screen allow user to maintain system information for staff. The detail describe as

below.

A IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Quemy Block Record Field Help “Window
G| P DD BRFE a4 ar bl ?

SHUHIR - APFO01 - Staff Profile Maintenance

Staff Info ] Selvicelnlo} Service Infa 1 Farnily I Parents/Contact ] Qua\ification] Others

User Creation

Usemame |

Message |

Create -

-
1| »

Record: 1/1 =05C=

Figure 1.45 — Staff Profile Form: System Tab

Creating IMS User Account
Select System tab.
Place cursor in the User Creation frame
Fill in staff username for the system.

Click Create button to save the data.

Staff Qualification

This function allow user to store information of staff qualification. The function describe as

below.
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Staff Info Tab

This screen allow user to maintain staff information. The detail describe as below.

2 IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block HBecord Field Help “window
Sk €00 | DRG 4Cr p AW ?

IEi MAILMAN - APFO47 - Staff Qualification

Staff Info l Higher Education ] School ]

Record : ’_ /

Staf 1d | I
Tite | | L
VTo]-) — Age |
doinDate [ Gender [ 4]
Status | [ J
Job Status | [ J

Start D ate

Position | [

Grads[ Salary Matrix |
Specification |
PTJ# Faculty |

Jabatan / Urit|
Branch / Centre |
Admin. Past |
PTJ/Faculty |

T

Figure 1.46 — Staff Qualification Screen: Staff Info Tab

Opening Staff Qualification
Click Staff Information on the menu bar.
Select Staff Qualification sub menu
Select Tab to view:
Staff Info Tab: To view staff detail information
Higher Education Tab: To maintain staff higher education information

School Tab: To maintain staff school information

Viewing Staff Qualification Information
Select desired tab to view.
Click on the desired frame.
Click Execute Query button to view all records or click Enter Query Button and
key in search criteria by entering “%xxx” to find for certain record and then

click Execute Query button to view particular records.
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Use Scroll bar to navigate through the records.

Higher Education Tab

This screen allow user to maintain information for staff higher education. The detail describe as

below.
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A IMS - Integrated Management System - Microsoft Internet Explorer,

Action Edit Query Block Becord Field Help “window
GO | DD AT 4 PRl ?
APFO fr 0 .I:Irl
Staft Info | sohoot |
Staff | [
Higher Qualification
Mo Qualification Narme Institution Marme ‘ear
Details
Mo | Name |
Level | | J
Institution Mame |
“rear From ear To Convo Date
Pengkhuzuzan |
Bidang |
Class | CGRA |

Figure 1.47 — Staff Qualification Screen: Higher Education Tab

Adding Higher Education Information
Select Higher Education Tab
Place cursor in the desired frame.
Click Insert Record button to add new record
Fill in the information needed for higher education.
Name: Type in qualification name.
Level: Select level of qualification from the list by click on the “...”
button.
Institution Name: Type in institution name of qualification
Year From: Type in year from of qualification
Year To: Type in year from to of qualification
Convo Date: Type in convo date of qualification
Pengkhususan: Type in pengkhususan of qualification
Bidang: Type in bidang of qualification
Class: Type in class of qualification

CGPA: Type in CGPA of qualification

Click Save Record button to save changes.
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Editing Higher Education Information
Select record to edit and make changes on it.

Click Save Record button to save changes.

Deleting Higher Education Information

Select record to delete and click Remove Record button.

Click Save Record button to save changes.

School Tab

This screen allow user to maintain for staff school information. The detail describe as below.
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23 IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Gueny Block Becord Field Help ‘Window

G P €D FRY 44> P HAB ?

SMAILMAM - APFO47 - Skaff Quali
Staff Infa ] Higher Education

Staff | |

School Qualification
School Exam School Mame “rear

Subject Rezult

Subject Code Result

Figure 1.48 — Staff Qualification Screen: School Tab

Adding School Information

Select School Tab

Place cursor in the desired frame.

Click Insert Record button to add new record

Fill in the information needed for higher education.
School Exam: Select school exam from the list by click “...” button.
School Name: Type in school name.
Year: Type in year of school qualification.
Subject Code: Select subject code from the list by click “...” button.
Result: Type in subject result.

Click Save Record button to save changes.
Editing School Information

Select record to edit and make changes on it.

Click Save Record button to save changes.
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Deleting School Information
Select record to remove then click Remove Record button.

Click Save Record button to save changes.
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