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Personnel Module -

Employee Information module allows the HR staff to capture and maintain the personnel information of
each employee. Other information captured is such as the family record, permit, job description, leave
entitlement and assessment (appraisal).

Employee Detailed Record
From the same screen, the HR staff is able to view the employee personal particulars, list of family members,
job description, leave records, disciplinary records, employment service history, roles and audit trial.

Personnel Module Key Features

Some key features of HRIS Personnel Module includes:

@ Allow user-definition of Companies, Departments, Section, Worksite, Team, Position, Employment Term,
GL Linkage Code, Nationality, Holiday Group, Race, Religion, etc.

@ Ability to manage Multiple Companies environment where employee’s movement within the Group can be
tracked.

© Provide graphical Organization Chart.

& Comprehensive Employee Spouse, Family and their relationship. Included also is if the child is dependent,

/ing In oversea higher learning institution and handicapped flag (Orang Kurang Upaya — OKU) to

ately compute the tax contribution of an employee. -

g of all Statutory Reference Numbers, e.g. EPF, SOCSO, TAX

g of Assets provided to Employees. E.g Handphone, Uniforms, PPE, Laptop, Tablet, office

. Value of the Asset is also maintained. '/
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HR TRAINING AND DEVELOPMENT

Training
Training and Development module allows the HR staff to capture and maintain employee's
training records, counseling / disciplinary records as well as working experiences.
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HEALTH AND SAFETY

ACCIDENT SUMMARY (ver 1.01)
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Personal Protective Equipment (PPE) Utilization allows the company to monitor the issuance of PPE
in order to comply to safety requirement as well as to avoid the abuse of PPE issuance.

Staff Personal Protective Equipment
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LEAVE MANAGEMENT

Leave Management module allows the HR staff to maintain the employee leave balance and keep tab
on sick leave and medical claim records.

This module is also used to manage who has the authority to verify or approve an employee leave

application. The Verification and Approval of employee's leave is done via the Employee Self Service
(ESS) portal.

Leave Management Module
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q Leave Record q OIL Leave Record \b Leave Type

q Leave Balance o ESS Leave Adjustment ::.j Leave Entitlement Scheme
S 75 ,

S Sick Leave Summary &) Compulsory Leave
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m Medical Claims
Manage Workflow

a Medical Summary
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mr | 431 Employee Leave Group
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&31 Leave Admin Code
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RECRUITMENT

To support the Manpower Intake process, the Recruitment module allows the HR Department to
capture the Applicant records, set up Interview Schedule as well as to follow-up on the recruitment
process.

Other features of this module includes managing unsuccessful applicants in a KIV file and analyzing
the efficiency of various recruitment mediums e.g, newspaper, agency, internet, etc.
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HRIS Recruitment Module
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Payroll Processing

The Payroll Processing module support monthly and fortnightly payroll processing

(which covers basic salary, allowances, overtime, incentive as well as deduction) for various type
of employment such as Permanent, Contract, Daily Paid as well as Internship.This module also
supports the generation of bank-in data for posting to the Bank's backend system.
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> @& print Allowances Report by Company by Period
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Payroll Features
Some key features of HRIS Payroll includes:

© HRIS Payroll allows user-defined Payroll Attributes for Allowances, Incomes, Deductions and Overtime.

© The user is allowed to defined unlimited number of Pay Period or Pay Runs.

© Providing Management or Finance Department with a Monthly Salary Reconciliation and Detailed Payroll
Transaction Listing.

© Bank Auto Credit Exporting — supports AM Bank, etc.

© Ability to interface with external Accounting System.

© Ability to output the report to file, e.g PDF, MS EXCEL, ASCII, etc

© Full compliance with the Statutory Requirements on KWSP (EPF), SOCSO, Taxation (LHDN) and HRDF
contribution.

© Printing of all Statutory Reports including EPF Borang A, SOCSO 8A, CP 39 Tax Submission, EA Form,
CP159, etc.

© Provide integration to other DATAPURI Modules, e.g Time Attendance System, Medical Transaction
Registration by Panel Clinics (eMedic), DATAPURI Financial System.

Claim Management

Claims and Benefits form is part of the additional perks enjoyed by certain employees and is sometimes
processed and paid out together with Salary Payment or as an incentive scheme which is paid separately.
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» Apply Leave
» cave Listin

»: Payslip

»: Attendance Record

» HR Summary info

»: Update Personal Info

» Early Release/Time out

Application y
»: Travel Request Form \/ y

in Time Issue

24 - INTERNAL HR CIRCULAR

#4,1un 2015 rew

» view Nyaman Time [ssue Sick Leave Certificate from Klinik Voon no lo
#3, Nov 2014

» view Nyaman Time Issue
#2, Mar 2014

61 !7 Leave Application has been processed by ESS

' Download SMG ESS User
Guide

EMPLOYEE SELF SERVICE

The Employee Self Service is a portal that allows an employee to apply their leave online, check their
leave balance and attendance, as well as to print their own payslip. ESS portal can also be used as an
electronic bulletin board by the HR Department to convey official memo and management instruction to
all employees. For Supervisors or Head of Departments, they can use the ESS portal to verify or approve
their subordinate leave application. This online leave application and approval system eliminates paper
trail. It also relieves the HR Department from reposting the leave application, as when the leave is
approved, it is automatically posted to the HR database.

Manager functions
Managers have instant access to employee data. They can review attendance information, employee
performance, leave information and more.

Payroll Information
Employee is able to preview their personal information, leave records and own pay slip.

System workflow
ESS Workflow features, such as automated notifications and delegated approval rights, can significantly
improve HR processes.

This screen allows the Head of Department to view their subordinate's leave records so that they can do
better manpower planning and scheduling.
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HR SETUP

Various code setup functions are available in DATAPURI HRIS to allow the user to govern how HRIS
works and to fit their HR requirements.

HRIS Setup Module

5 Company Code 5 Employee Group k‘ Income/Deduction Code b Permit Type

5‘ Department Code 5 Employee Role ** b Income Deduction Posting Setup b Disciplinary Type
b. Section Code b Job Position A Income Tax Table b Entitlement Type
;l:' Worksite Code b Race Code &' Bank Code 5 Uniform Size
5 Company Group 5‘ Religion Code

& Business Unit k Team Code

u Country Code
Leave Management

U NationalityCode b
Public Holidays

b‘ KRA Level b Fixed Public Holidays
b Leave Type

~
48 Clinic Code
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Pasti Nyala Sdn Bhd
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