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1. Introduction

pLUs HR Works Plus as Employee Self Service (ESS) is a combination of technology
N and organizational change that enables users to interact directly with their
human resource data to inquire, review and act upon transactions in the

WORKS N workplace. This human resource technology is known as employee
self-service, manager self-service, or employee direct-access systems. ESS promises a "paperless" office,
streamlined business processes, and the elimination of "administrivia" for human resource staff because
employees and managers conduct basic transactions via computer that were formerly completed on paper
forms and then processed by HR staff.

There are several types of self-service applications: Interactive Voice Response, Internet and intranet. In
this paper, we focus on web-based self-service via a company intranet or the Internet.
This paper discuss about the system functionalities available in HR Works Plus, an ESS application by DLI-IT

2. System Functionality and its Business Utility
2.1.System — At a Glance
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2.2. Functionality & Its Utility

1. User Management —Used for managing ESS’ users. Action like — Create a User, Invite a User, User

-Activation / Deactivation, User Role Update.
2. Leave Application — Used for recording a leave transaction.
a. Leave Cancellation — Empower the employees to apply for cancelling a Leave Transaction in
case un-expected incidences,

3. Leave Return — Certain organization makes it mandatory for employee to apply for Leave Return
Role Delegation — Use for passing the system approval related responsibilities to another user.
5. Employee Profile — Use for reviewing employee personal records including salary details.
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Business Travel Expense — Use for claiming for an automated allowance that is applicable while
travelling for a Business Trip. Ex — Per Diem

General Expense Claim - Use for recording a claim for expenses incurred in a business travel.

Edit Info — Allow the employee to put up request for employee related information changes in the
system.

Loan Application — Various Loan and its validation condition can be defined in the system based on
employees entitlement. For example — Grade 1 to 5 may be applicable for 12 month of HRA
equivalent loan, whereas grade 6 to 10 could be applicable for 6 month of HRA equivalent loan.
Letters & Certificates — This functionality is for request generation of various Letters and Certificates
for employee’s various human resource needs. Example — Bank Transfer Letter, Salary Certificate,
NOC for Driving License, Bonafide Certificate, etc

Miscellaneous Request _ For requesting miscellaneous services from the company.

Air Ticket — Request for Air Ticket can be made, system will validate against the eligibility criteria like
— Destination , Class, Frequency, etc. Air Ticket can be requested in three form — Air Ticket,
Encashment and Reimbursement.

Benefit Claim (Education Allowance / Fringe Benefits) — For requesting education allowance based on
dependent eligibility.

Timesheet / Overtime — One can request a over time and can book working hour against Project/
Entity through Timesheet screen.

Exit Interview — Online Exit Interview could be enabled by triggering Exit Interview ESS form to the
employee. Employee would then answer the questionnaire.

Clearance Form — Basically a No Objection permission from respective Head of Department.

Action Form — Suggestion for Salary Change, Designation change, Position change can be generated
through an authorized person through this functionality.

News Ticker - A news ticker (sometimes called a "crawler" or "slide") is a primarily horizontal,
text-based display that typically resides in the lower part of the screen space in an application.
News Letter - News Letter is a provision for broadcasting a message or specific document to the
employees through ESS system. For example — Organization Policy.

Proxy Management - Proxy is a user who carry out transaction on some employee behalf. An
organization wherein not all the employees will use ESS, proxy functionality will be of immense use.
Employee Master - List out the employee master of all the employee under a supervisor based on
hierarchy.

Report Center — Publish reports with various employee related data. Viz — Salary details, personal
information, etc.

My Payslip — Allow employee to print payslip.
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3. System Processes

3.1. System Administration
3.1.1. User Management

The “User Management “is a part of administration and it deals with handling ESS Users. It covers slew of activities
starting with sending invitation to users, User Profile Creation for ESS, Managing activation of user profile,
monitoring user activities with respect to ESS transaction.

The following screen gives an overview of the functioning of “user management”

adimin User Management &
g~
&

S o
—

¥ Leave Management v

& Administrative Services

¥ Expense Claim

8]

Role Delegation E 8 |
8]
I - B

¥ Performance Management ¥

I Loooedin [ Pending Inviaton [ Pendng Acvation [ Logged Out [ Terminated

= Manage User & x
[axamon ]

g:’"“ ‘ User Name ‘ User Rok Company Sts Stztus DateTime Action

Nesmah Amiar Ahmed [resmah I ] NewD Systems Logoed In 26/08/2015 18:11:00 o]

Javed Anwiar [admin )| I ] NewD Systams Logoed In 15/08/2015 21:3:00 ol

Sini Tenjin [sini ]| [ | NewD Systems Loggad In 10/08/2015 16:21:00 fel

Barbera Samardzija [Hakeem )| I | NewD Systems Logged In 21/07/2015 18:24:00 fel

ishnu Ranjan [vishra ]| [ | NewD Systems Pnding Invitation 07/09/2015 10:42:00 fed

Rethash Babu [Hayat I | NewD Systams Loggad In 21/07/2015 18:24:00 o

Pravaen Mohanan [wi Il | NewD Systams Loggad In 21/07/2015 18:24:00 o

Test User 7 [Murakari Il | NewD Systams Pending Actvation o

TestUser [ansrd Il | NewD Systems Pending Activation £

Vishnu Rajan [sarama I ] NewD Systams Logged In 21/07/2015 18:24:00 oY

Pagelof5[9ems) < [1] 2 3 4 5[5 Pageshe:
= Activity Log SBR. @x

Date Changed ‘USHNIH! |E\em |Tm\sac\ionType |Tr=nsa:\im\Mo

19/05/2015 21:33:08 admin Loggsd IN

19/09/2015 21:22:41 admin Logged Out

1 2110220 admin Logged IN

1 S 18:57:20 admin Logged Out

1 518i37:00 admin Logg=d IN

i 517:47:02 admin Loggsd Out

1 517:11:00 admin Loggsd IN

1 $11103:13 admin Logged Out

1 510:40:02 admin Logged N

1 5175721 admin Loggsd Out

1 517:37:15 admin Loggsd IN

1 5172149 admin Loggsd IN

1 £ 145503 admin Logged Out

1 514:21:09 admin Logged N

1 5 140431 admin Loggsd Out

1 513:58:29 admin Loggsd IN

1 513:46:09 admin Loggsd Out

1 513:38:49 admin Loggsd TN

1 £18:03:06 admin Logged Out

15/08/201517:42:48 admin Loggad IN

Pagelofa3(sasiems) - [1] 2 3 2 _ @ [» Pags szt

Characteristics
It can manage:-
a) Invitation to users - A HR can send invitation to the prospective user to enable their credentials for logging
into ESS user.
b) Deactivate users — One can deactivate users based on their termination, suspension, or any other
non-availability or inactivity in ESS.
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c) Activate Users — One can activate a deactivated user.
d) One can view the overall logged-in, pending invitation , etc status

@ User Statistics
B |
I -
A
. |

I Logged In [ Pending Irvitation I Pending Activation [l Logaed ut [ Terminated

e) Anadmin can view the activity log of various user :-

Manage User &
admin
‘ User Name ‘ User Role ‘Company Status. Status DateTime: Action
| Il Il Il ]

Khushwant ( User Name - [Khushwant | ) [ | NewD Systems | Logged In 16/09/2015 12:46:00 e
& User Management © Khuhswant ) Singh Sansoura ushviant s ” .
¥ Leave Management v Page 1of 1(1items) (< [1] Page size:
' Administrative Services v
L) Role Delegation v = Activity Log & x
¥ Expense Caim N Date Changed | usertame | Transaction Type | Transaction no
¥ Performance o~ | I |

16/09/2015 khushwant

16/03/2015 khushwant

15/03/2015 khushwant

15/08/2015 Khushvant

14/03/2015 Khushurant

14/05/2015 11:5: Khushuant

13/09/2015 khushwant

13/03/2015 khushwant Created 1

13/03/2015 khushwant

13/08/2015 Khushvant

13/03/2015 Khushurant

13/09/2015 Khushwant

13/09/2015 09:30:: khushwant

12/03/2015 khushwant

12/03/2015 khushwant

12/03/2015 Khushurant >

3.1.2. Assign Proxy
One can able to link employee to a proxy. This proxy will then be able to carry out various transction on the
assigned employee behalf.

The following screen gives an overview of the functioning of “assign proxy” which is an administrative
task.

. -
f Assign Prox
admin 8 y &
“ surative Services >
, Manage Proxy & x
User Management - & & 4
¥ Leave Management .
Leave Managemen e =
Employse Name [Fompse  [Toose [ ocpartmented | Enployes Email [5e [towtn [ oepartment [ oesignaton [ PromEngioyes
Role Delzgation B [ I I I I Il I
e - . Arfan P Javed Amwar hibdiess@gmail.cam Male Dubai Account Management Consuhant Khushwant { User Name - Khuhswant ) 5|
e Vishnu Rargan Javed Anwar hlbdiessEomai.can Male Dubai Accourt Management Account Princpel rashd
¥ Parformance Management Manssar Javed Anwiar hibdiess@gmailcam Male Dubsi Customer Suppont ( Supplier Relations) | Supplier Relations Manager Khushwant { User Name - Khuhswant ) o
Arfan P Javed Amwar hlbdliessBgmailcam Make Dubai Account Management Consutant MohananA
Knushuart { User Nams -
et el Javed Anr Hsdisssaomaicom Famls Dusal Aczsunt Managamen: Cansuant Mshanana
Javed Anwiar 24/08/2017  MohsnanA hlbdiess@omai.cam Male Dubsi Aceount Management Ganeral Manager Khushwant [ Ussr Hame - Khuhswant ) 5|
Javed Anvar 12/06/2015 | MohananA hibdiess@gmailcam Make Dubai Account Management General Manager Khushwant { User Name - Kiuhswant ) 5|
<[ 1 3
Page 1 of 1 (7items) (< [1] Page size:
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3.2. Transactions
3.2.1. Leave Application

This transaction is used for recording / applying for Leave Application. Employee can register their past,
present and future leave application. This will proceed to respective pre defined approver as per set
hierarchy. Once fully approved, the record will then be passed on to the payroll application for necessary
action. The screen is divided into three sub tabs :- (a) Request, (b) Approval, (c) Proxy.

Leave Application Process

Requester Approver HR Works- Controller

£ -

| Approvai by

Leave Application —
Batch Processing
@

Leave Application Process in ESS

I'.egends :. End Point _ Start Point  Flow
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3.2.1.1. Leave Application — Request
Request tab is used by the employee for self-applying a leave in the system for self. An employee can

apply a leave and “submit” a transaction for the approval.
The following screen gives an overview of the functioning of “Leave Application - Request” .
Main forms shows the historical records, whereas individual records can be viewed / created through

instance form.

£

Leave Application

admin
@ 4 Leave Management > Leave Application
&
0, User Management v
Request | Approval | Proxy
# Leave Management ~
¥ statistics SER- & X
# Administrative Services v
£ Role Delegation - Leave Statistics | Annual Leave Statistics
L= a 01-Jan-2015 to 31-Dec-2015
xpense Claim v

¥ Performance Management i

Discretionary Paid | ]

Sick Leave

7651180812035

Annual Leave

[ Schecuied [ Pending Approval - Leave Request [11] Balance
[E Leave Applications SER - @& X
TmeNo | Tmxbate | EmployesCode | Employes Name. | teveType | Fombate | ToDae | NoofDays | swtus [ acton |
LR0O00D17 19/09/2015 TEI001 Javed Anviar Sick Leave /092015 25/09/2015 2 Submitted <3
LRO00D1S 19/09/2015 TEN00L Javed Anviar Sick Leave 18/09/2015 19/09/2015 0 Submitced [<3
LRO00016 19/08/2015 TEJ1001 Javed Anwiar D‘“’Pi:’““ 20/05/2015 22/08/2015 3 Submitted Eed
LR3 23/06/2015 TEIL001 Javed Anviar Annual Leave | 23/06/2015 25/06/2015 3 Approved [<3
LRO 18/05/2015 TEIL001 Javed Anviar Annual Leave | 01/05/2015 01/05/2015 1 Saved fo3
Page 1of 1({Sitems) < [1] Page size: [10 [v]
8 Leave Calendar SEE - & X
Year View || Month View
Month [e [z s s Joo Ju [z [ |14 [15 [ [ [ |13 [ [21 [22 [z [22 [35 [z
Jenuary
February
March
apil
May
2une [ac A
auy ]
Avgust
Septembar P DP DP Sl Sl
October
Novamber
December
« I 1 »
Al- AnnualLeave Sl SikLleave  DP- Discretionary Faid  DUP- Discretionary Unpaid  CL- Castal Leave
M eaveTaken [l Scheduled Pending Approval-Leave Request Weekly Off Days [l Public Holidays
B Team View SEFR - @ X
Employe= Code Employes Name Team Name |
[1 [2 s [e 7 [ [0 Ju T s s
Team - Al Grade 1
TEI001 Javed Anvar Manager,Team - New Year

Celebration
-+ I —

Page 1of 1(1items) (< [1]

Al- Annualleave  Sl- Sickleave  DP- Discretionary Paid  DUP- DisgetionaryUnpaid  Cl- Casual Leave

M eavetaken M scheduled Weekly Off Days

Pending Approval-Leave Request

Fig : Leave Application — Main form
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Leave Application - LROOD018 x
Employes [TEI1001 | Javed Anwar [¥]
‘ ] Work Flow
e Taved A
1
. L
From Dste O E mee [ [

No. of Days | &} /‘—

Reazon Type resson rere . ‘
attach Files I Browse... |
[] Roke Dekegation
[7] Request Salary Advance
(0] Claim i Tikets
e ‘ Relationshp | Fraquency ‘ Ticket Qlass | accrued Request Tickets | Amount Attachments
No data to display

Address

R E—
O —
R E—
A —

Eig : Leave Application — Instance form
Characteristics
It can manage:-
a) Leave Statistics : a graphical birds eye view of various leave applied and their status.

Leave Statistics ” Annual Leave Statistics ‘

Discretionary Paid | ||
Discretionary Paid : 3

Sick Leave

Annual Leave

I scheduled [ Pending Approval — Leave Request [ Balance

b) Main form of leave application >> Request tab shows various historical transaction on which bulk action —
(a) submit, (b) delete can be taken.

c) Leave Calendar: This is another graphical representation in calendar view which shows the leave applied
on various dates in a calendar. Both yearly and monthly calendar view is available.
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B Leave Calendar SER- & X

Year View Month View

June E
3y I

August

Septembar DP DP DP SL SL

October

November

December

4 I 3
Al- Annual Leave SL- Sick Leave DP- Discretionary Paid DUP- Discretionary Unpaid CL- Casual Leave

B Leave Taken [l Scheduled Pending Approval-Leave Request Weekly Off Days ] Public Holidays

d) One can see the approval work flow hierarchy for a transaction while they are still running with a
transaction.

Workflow

Thomas

n 3 Line Manager @
Javed

n @ Department Head ®

e) One can also view team member leaves in “team view” functionality. This will empower an employee to
take a preemptive action by rescheduling its leave if a peer member’s leave is clashing by.

H Team View SEP - B x
w5 [ e
Employes Code Employee Name Team Name
1 J2 3 Ja s e Jr & o Jw Ju [z Js v
Team - All Grade 1
TEJ1001 Javed Anwar Manager, Team - New Year
Celebration
« I —— 4

Page 1 of 1(1items) |< [1]

Al- Annual Leave SL- Sick Leave DP- Discretionary Paid DUP- Disaetionary Unpaid CL- Casual Leave
. Leave Taken . Scheduled Pending Approval-Leave Request Weekly Off Days

10
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3.2.1.2. Leave Application — Approval
Leave application approval tab is meant for Approver who would be using this tab to enact on the subordinate
leave. An approver can approve , reject a subordinate leave application by applying respective action.
The following screen gives an overview of the functioning of “Leave Application - Approval”.

@ admin v

ademin Leave Application #

@ # Leave Management > Leave Application

Request | Approval | Prowy
0, User Management v

[E Leave Applications & X
# Leave Management -
/' Administrative Services BULK ACTION

2 Role Delegation - |

TrnlNo TmDae | EmpbysecCode | Employes Name | tevetype | Fompate | ToDate | nNoofDays | smtus [ acton |
¥ Expense Claim . I Il I Il Il I Il Il Il Il ]
LROD0017 18/08/2015 TEN00L Javed Anvar = 2/09/2015 25/09/2015 2 Submitted Fo)
¥ Performance Management v LROD0016 18/08/2015 TEN00L Javed Anvar P 20/09/2015 2/09/2015 3 Submitted Fo)
LR00DO15 19/08/2015 TEI1001 Javed Anwar S 18/05/2015 19/09/2015 0 Submitted Fey
LRO00014 06/08/2015 TEN010 Kh":“@{";"@s ‘Siﬁ e s 06/03/2015 06/09/2015 1 Submitted el
LR12 16/08/2015 TEN010 Kh”‘u“@{";:;‘s ‘Slﬁ ;“;gv;a DUP 11/08/2015 11/08/2015 1 Submitted o
LRe @/08/2015 TENO? Mansoor oUP 13/08/2015 03/08/2015 1 Submitted Fo)
LRs 2/08/2015 TENO17 Mansoor cL 01/08/2015 01/08/2015 o Submitted Fey
LR13 16/08/2015 TENO10 Kh"hu“@{";‘;?s ‘Siﬁ i =8 01/08/2015 01/08/2015 1 Submitted el
Page 1of 1 (Bitems) | < [1] Page siz=:
8 Leave Calendar SEF - & X

— SELECT EMPLOYEE ——

| Leave Calendar | [ Employes Profike | [ Leave statistics | [ Annual Leave Statistics | [ 4ll Leave applications

YearView | Month View

2015
Month [e 7 8 Jo Jwo [un [1o [13 [1a [15 [16 [17 [18 [19 [0 [ar [22 [23 [2+ [25 [
January
February
March
April
May
June oL
July
Rugust DUP
September sL DP DP DP sL SL
October
November
December
“« | >
AL- Annual Leave SL- Sick Leave DP- Discretionary Paid DUP- Discretionary Unpaid CL- Casual Leave
W L=ave Taken [l Scheduled Pending Approval-Leave Request Weskly OFf Days Public Helidays
H Team View SEPR - & X
[SELECT TEAM
Employes Code: Employes Name: Team Name |
[x [z [z [+ s Je [z [s Jo [ [u [z [ [
Team - Al Grade 1
TEI1001 Javed Anvar Manager, Team - New Year
Celebration
Team - Al Grade 3
TEN010 g“hh"s‘:r'gw:w Name - Khuhawant )y ager Team - New Year sL
g Celebration
Team - New Year
TEJ1011 Thomas Antony Celebration, Team - All Grade
1 Manzger
Team - Al Grade 1
TEI015 Mohanan A Manager,Team - New Year
Celebration
Team - New Year
TEI1017 Mansoor Celebration, Team - All Grade
3 Manager
<0 »
Page 1 of 1(5 items) [<| [1] Page size: [10 [
AL~ Annuallsave Sl SickLemve  DP- Discretionary Peid  DUP- Disaetionary Unpaid  CL- Casual Leave
B eave Taken I scheduled Pending Approval-Leave Request Weekly Off Days

Characteristics
It can manage:-

a) Leave Statistics: One can take a bulk action — (a) Approve (b) Reject on various leave application records in
one shot.

b) An approver can able to view a leave calendar of various subordinate through Leave Calendar option, as
shown :-

11
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B Leave Calendar SEF - & X

TEIL010 | Khushwant ( User Name - Khuhs[~]

[ Leave Cakendar | | Employes Profile | | Leave Statistics | | Annual Leave Statistics | | All Leave Applications

Year View Month View

2l I

Auvgust DUP DUP

September SL DP DP DP 5L
October

Movember

December

‘ |

AL- Annuzl Leave SL- Sick Leave DP- Discretionary Paid DUP- Discretionary Unpaid CL- Casual Leave
B LsaveTaken W Schedulsd Pending Approval-Leave Request Weskly Off Days [l Public Holidays

c) Anapprover can able to see leave application graphical representation of all the leaves by a subordinate
irrespective of the approver.

8 Leave Calendar SER - & X

TEJ010 | Khushwant { User Name —Khuhs.

[ eave Calendar | | Employee Profike | [ Leave tatitics | [ Annual Leave Statistics | [ ll Leave Appiications

|

I scheculed [ Pending Approval — Leave Request

d) Inasimilar fashion, annual leaves statistics also can be shown :-

¥ Leave Calendar

| Leauecatendar| | Employas Profile | | Leave Statistics | | fnnual Leave Statistics | | Al Leave Applications

_-

2014 015 2016

I t: accrued [ 1 Encitement [ 2: Scheduled [ 2: Balance

e) An approver can able to see leave application in grid view of all the leaves by a subordinate irrespective of
the approver.

f) Team View section shows various leaves from various employees that forms a part of the leave.

12



White Paper = HR Works Plus (DLl -Employee Self Service System)

Ll Team View v B ox

Leave Request - Approval Wig
- - REEA - |

July 2017
Employee Code | Employee Name Team Name
1 2 3 4 5 6 7 8 [ 10 1 12 13 14 15 16 17 18
Il Il | | I L
EMP1002 Sini Thomas Team - Diwali Celebration
EMP1004 Vishnu Ranjan
EMP1003 Rethesh Babu
EMP1007 Test User 7

Team - New Year
Khushwant Singh | Celebration,Team - All Grade 3

EMP1010 Sansows Manager Team - All Grade 1
Manager

EMP1012 Arfan P Team - Diwali Celebration

EMP1016 Rashid Team - Diwali Celebration
Team - New ear

EMP1017 Mansoar Celebration Team - All Grade 3
Manager

EMP1018 Tanwir Alam

Muhammad
EMP1019 P

L] v
Page 1 of 2(16 items) 2 @ Page Size

AL- Annual Leave SL- Sick Leave DP- Discretionary Paid CL- Casual Leave ML- Maternity Leave DIL- Days in Lieu

. Leave Taken: . Scheduled: . Pending Approval-Leave Request; . ‘Weekly Off Days: . Public Holidays: . Saved: . Pending Cancellation:
=,

13
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3.2.1.3. Leave Application — Proxy

Proxy tab will be used by a proxy user who have been assigned with some proxy. A proxy employee will be able to

carry out leave application transaction on some employee behalf who has been assigned to this proxy through

“Assign Proxy” task.

The following screen gives an overview of the functioning of “Leave Application - Request”.

Leave Application #

# Leave Management AD)

g -

9, User Management -

Requsst | Approval || Prowy

& Employee List SER v & X
# Administrative Services N
00 Rele Delegatian . Employes Name ‘|‘ Valid From ‘\‘ Valid To |‘| Company Name ‘|‘ Date Of Birth ‘\‘ Action ‘\
¥ Expense Claim - Khushuwant ( User Name -
P 20/05/2015 20/08/2015 NewD 28/06/1381 o
¥ Performance Management ¥ Thomas Antony 20/09/2015 20/09/2055 NewD 17/08/197%4 &
Arfan P 20/09/2015 20/09/2015 NewD 05/08/19%0 el
“Yaser Muhammad 20/09/2015 20/09/2015 NewD 11/11/197 el
Manscor 20/09/2015 20/09/2055 NewD 31/08/1974 [
Page 10f 1(sitems) [« [1] Page sez 10
B Leave Applications SEP - & X
BULK ACTION
TmxNo | TmwDate |  EmpbyseCode | Empbyeshame | LeaeTye | FomDate | ToDate | NaofDays |  Smms | Aten |
LRO00014 06/09/2015 TENO10 Kh‘“u“’“m;“) ‘S‘fm’ Jome~ | sickiene 05/09/2015 | 06/09/2015 1 Submitted el
LR13 16/08/2015 TENO10 Khushvant ( User Name - | g )| o 01/08/2015 03/08/2015 i Submitted o3
Khuhswant ) Singh Sansowa vl leave e
Khushwant ( User Name - | Discrefionary
LR12 16/08/2015 TEIL010 Kbt i et 1/08/2015 | 13/08/2015 1 Submitte el
Khushwant ( User Name -
Lrs 19/07/2015 TEI010 PhuierkySrocif Annual Leave | 24/07/2015 | 35/07/2015 2 Approved o3
LR 11/06/2015 TENO10 m“‘u“mmc‘) ‘5“"“5" Jame . Sicklene 13/06/2015 13/06/2015 0 Approved el
L1 11/06/2015 TEN010 K:“u‘g‘."a'j;;“) ‘S‘L":m’ Bome- | camallews  wjosfa01s 11/06/2015 ° Rejected Eo3
Page 10f 1 (6items) < [1] Page siz=:[10 [
8 Leave Calendar SEF - & X

[ eave calendar | [ employes proiile | [ Lesve statitcs | | annual Leave statstics

Year View || Month View

TEJL010 | Khushwant ( User Name - Khuhs] ¥]

‘
Month, 1 2 3 Ja s 6 [z [8 [o Juop= . . ‘ : : : . : : s
Sy Leave Application - LRODDO18
February Emplo
ployee
h
r:ar: e Work Flow
pr Code
oy Leave Type TEN010 | Khushwant { User Name - Khuhswant ) Singh s ~
June TENO11  Thomas Antony 5
2y From Date TENO12 | Afan P
August TENO13 | Yaser Muhammad
Sef ber sL
pember Ne. of Bays TEJI017 | Mansoor - 2
cmter — 3 @
Nowember . .
Reason Jpe reas
— Type reason Here ...
<
AL- Annual Leave SL- Sick Leave DP-  Discretionary Paid DUP-  Discretionary Unpaid
W leaveTaken [l Scheduled Pending Approval-Leave Request Weekly Off Days [l P Attach Files ‘ Browse... ‘
] Rok Dekegation
[] Request Salary Advance
S
[ neme Rebtonshp | Frequency | TicketGass | Acoued | RequestTiokets|  Amount Attachments |

N data tn dienky

Characteristics

a)
Approval “ tab.
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A proxy form has all the characteristics of “Leave Application — Request” tab and ‘Leave Application —




White Paper — HR Works Plus (DLI -Employee Self Service System)

3.2.2. Role Delegation
Delegation provides a process to reassign your system responsibilities for Approving and Monitoring various
requests from employees. Whether you are on vacation or business travel, if you need to delegate your approval
liabilities “Role Delegation” is a tool to enable it.

When you delegate to a proxy, an alert is sent to that user. They will go into Employee Self Service and

accept or reject the requested responsibilities to finally conclude the delegation.

3.2.2.1. Role Delegation — Request
Role delegation — request tab is used by the requester who is applying for a role delegation transaction. This will be
forwarded to the concern approver based on approval workflow.

Characteristics
a) One can see what is “Delegated to a user “ and what is “Delegated by a user” in the respective —
Delegated by me and Delegated to me section.

Role Delegation £

admin
g # Role Delegation

9, User Management ~
Request Approval

¥ Leave Management ~
& X

© Delegated By Me

Z Administrative Services
2 ot bt -
¥ Expense Claim v
TmxNo | Revlo | Trwpae | System Date [ From Employes | To Employes | Fompate | ToDste | smwus | action
¥ Performance Management ¥ Il Il Il Il Il Il Il Il J
2 1 02/08/2015 2f08/2015 @fr‘[‘x::: g gfrzh"‘;'r‘;wa Javed Anviar 24/07/2015 25/07/2015  Accepted
3 0o 2/07/2015 22/07/2015 Ehhfhx:z: g ;frzh";”r‘;wa Javed Anviar 13/06/2015 13/06/2015 | Approved
4 o 10/08/2015 10/08/2015 Javed Anwar Mohanan A 01/08/2015 03/08/2015 Accepted Ee)
5 o 02/08/2015 c2/08/2015 Manscor Nesmah Anwar Ahmed 02/08/2015 02/08/2015 | Approved .
<1 G
Page 1of 1 (4items) [<| [1] Fage siz=:
(] Pending Submission [] Pending Approval
& Delegated To Me SER - & X
[BULK ACTION Role Delegation - RDD0OL [x
rrom |TEJL001 | Javed Anwiar
TmxNo | Revbo | TmxDa= | System Date Employee Work Flow
I I I I To Employee |TE32037 | Nesmah Anwar Ahmed
2 1 02/08/2015 02/08/2015 @:
From Date [ [¥] Topate
3 ] 22/07/2015 2/07/2015 bike ¥
]
f LeaveType | Plans/Request | From Date [ o pate | status
Page 1of 1 (2items) |« [1]
Mo data to display
4] 3
Remarks Type Remarks Here ....
Type Chat Comments Here ...,
Attach Files [ Brovise.. |
[ Browse... |

Fig :Role Delegation - Request functionality in HRW+
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3.2.2.2. Role Delegation — Approval
This tab is used for approving the role delegation request by a subordinate.

] @ adminv «

admin Role Delegation 2}
@ # Role Delegation
&
Request | Approval
U, User Management v
@ Delegation Pending Approva @ X
£ Leave Management -

# Administrative Services v BULK ACTION

TmeNo | RevMo | TmeDate |  SysemDae | From Emplyes [ To Employee | Fompatz | Topat= | sems | atin |

¥ Expense Claim . \ I I I I I I I I \

; Pending
3 0 16/08/2015 16/08/2015 Mohanan & Javed Anwar 16/08/2015 20/08/2015 Approval {:}

Page 1of 1 (1items) [« [1] Page size: | 10

¥ Performance Management

Fig :Role Delegation Approval functionality in HRW+

3.2.3. Business Travel Expense

Business travel expense transaction used for recording actual expense incurred while on a business trip. Business
Travel Claim will be based on travel and will be used if user is expecting system to calculate expenses like per diem,
automatically as per company policy. This could also be used to calculate expenses like expense incurred based on
travel based on mileage, mode of transport, etc.

Business Travel Expense Processing

Requester Approver HR Works - Controller

. —_

Earning & Deduction
— Batch Processing
L

Business Travel Expense Processing in HR Works Plus

Legends . End Point _Start Point  Flow

16



White Paper — HR Works Plus (DLI -Employee Self Service System)

3.2.3.1. Business Travel Expense - Request
Through this tab, one can apply for a request for expense reimbursement.

The following screen gives an overview of the functioning of “Business Travel Expense - Request”.

¥ Business Travel Expense

nse Claims > Business

admin

el Expense

o
2, User Management -

Request | Approval | Proxy

¥ Leave Management -
SEP - & X
# Administrative Services  ~
£ Role Delegation - | Expense Asim Summany || Periodic Claim Summary
# Expense Claim Local Duty Travel Month Wise [ Year wise
¥ Performance Management ~ 2015
[ ExpenseTypel
spenseTypez
000 I ExpenseType3
2000
1000
o
Jarwary March May July Sepremmber Novesmber
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Now Dec
ExpenseTypel 450 341 408 157 36 400 s5 489 383 445 233 239
ExpenseType2 2495 95 1243 2340 1073 740 546 3382 19 3905 2107 382
ExpenseType3 282 257 213 75 153 230 334 70 235 63 3866 189
Grand Total 3227 693 1874 3172 1262 1370 1395 3841 637 4413 2706 810
Claim Requests & X

ByTransaction | ByExpense

Select Period:  [Sep 2015 Sep 2015

TramdD [ RequestDate | IblDestination [ IblFromDate [ IbTcDate | AmoUntAED [ Status

No data to display

No data to paginate. Page size:

PaymentHistory SEPR - & X

SelectPeriod  [Sep, 2015

| TranxBatch | PaymentDat | AmountBasetirrency | Rat= | AmountPayCumency | Bankliame | accounthumber | Comments

[ Il Il Il Il Il Il Il
2] TCPO01 20/03/2015 1000.00 AED 101 1000.00 AED RAK Bank 830 1230464571 Expenss Payment
2] TcPoo2 20/09/2015 2000.00 AED 101 2000.00 AED RAK Bank 830 1230464572 Expense Payment
a TcPoo3 20/09/2015 3000.00 AED 101 3000.00 AED RAK Bank 830 1230-464573 Expense Paymant
® TcPoo4 20/03/2015 4000.00 AED 101 4000.00 AED RAK Bank 830 1230464574 Expense Payment
® TCPo0S 20/08/2015 5000.00 AED 1.01 5000.00 AED RAK Bank 830 1230-464575 Expense Payment
2] TCPOOG 20/03/2015 5000.00 AED 101 6000.00 AED RAK Bank 830 1230464576 Expenss Payment
2] TcPoo? 20/09/2015 7000.00 AED 101 7000.00 AED RAK Bank 830 1230-464577 Expense Payment
a TcPuos 20/09/2015 8000.00 AED 101 8000.00 AED RAK Bank 830 1230-464578 Expense Paymant
2] TCPoOS 20/05/2015 9000.00 AED 101 9000.00 AED RAK Bank 830 1230-464579 Expenss Payment
@ TCROOLO 20/03/2015 10000.00 AED 1.01 10000.00 AED RAK Bank 830 1230-4645710 Expense Payment
Page 1 of 5 (45 items) 112 34 50]

Eig: Business Travel Expense — Main Form
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Travel Expense #001

White Paper — HR Works Plus (DLI -Employee Self Service System)

Employee 1008 | Sajin Rasheed

Request Date | 06/04/2015

Travel Expense

#  Purpose Of Travel Travel Period Route
Purpose Of Travel
Meeting
From Place Departure Date &Time  To Place
Dubai 8/4/20158:00AM | Sharjah
© addrip
[ ] Accommodation
Ii‘ General Expense
# Expense Type Date Description
Expense Type Date
Food G 08/04/2015
Description
Lunch with client
Currency Amount [FC) Exchange Rate
AED 100.00 100
User defined field1 User defined field2 User defined field3

m Cancel

Attachment

User Defined Fields

User Defined Fields

<Allow 1> | <Allow 2> <Allow3> | General Expense Total

Division

618

Arrival Date & Time Vehicle Type

8/4/2015 9:00AM | Own Car

Currency

Amount(AED)

100.00

Amount(FC)

Division

Attachment

BilloOLljpg

Work Flow

Cost Center Department

1008 HR Dept T NOY <Trar Mames»

Duty Completion
Date & Time Attachment

+ | 8/4/20151:00 PM | TicketOOljpg @

Rate Amount (AED) | Attachment

Cost Center Department

Submit

Post To

Work flow user <<Mulli Selects>w

Delete

Fig : Business Travel Expense — Instance Form

Characteristics
It can manage:-

a) Expense Claim Summary: A graphical representation of various expenses applied.

18



White Paper — HR Works Plus (DLI -Employee Self Service System)

Request Approval Proxy

SER v & X
J Expenss Claim Summary H Periodic Claim Summary
Local Duty Travel Month Wise [] Year wWise
2015
4000 ' [ ExpenseTypel
B ExpenseTypez
3000 ‘ I ExpenseTypes
o | June 2014
‘ W ExpenseTypel : 449
1000 W ExpenseType2 : 3521
{ W ExpenseType3 : 246
o
January Harch Mary July September November
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
ExpenseTypel 407 369 77 261 343 454 103 220 473 140 274 172
ExpenseType2 3513 2640 1486 851 47 857 3940 1236 2682 1523 2370 2005
ExpenseTyped 87 342 285 76 160 42 76 299 282 229 303 402
Grand Total 4007 3351 1852 1188 1450 1353 4128 1755 3437 1892 2947 2579

b) Main form of Business Travel Expense >> Request tab shows various historical transaction of “Claim
Requests” on which bulk action — (a) submit, (b) delete can be taken.

c) Payment History : This section shows various reimbursement made through system against an expense
claim.

d) One can see the approval work flow hierarchy for a transaction while they are still running with a
transaction.

Workflow

Thomas
“ g Line Manager @

Javed @
@ Department Head

19
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3.2.3.2. Business Travel Expense - Approval
This tab is used by the approver for approving an expense claim request of a subordinate.

¥ Business Travel Expense

admin

pense Claims > Business Travel Expense

Request | Approval | Proxy

User Management

SER - & X
¥ Leave Management v
# Administrative Services v | Expense dam summary || Periocic daim Summary
£ Role Delegation v Employee :
# Expense Cl v
Local Duty Travel Month Wise [7] Year wise
¥ Performance Management ~
4000 [ ExpenseType
M ExpenseType2
3000 I ExpenseType3
2000
1000
0
Jarwary March May iy September Hovember
Jan Feb War Apr May Jun b Aug Sep oct Nov Dec
ExpenseTypel 1 18 386 352 174 348 462 308 143 57 15 502
ExpenseType2 2786 1816 2634 3209 3528 3438 2442 2012 2082 2245 3246 3527
ExpenseType3 60 392 62 310 342 203 144 27 248 354 161 237
Grand Total 2847 2224 3062 3871 4044 3383 3048 2347 2454 2666 3422 4273
laim Requests SEW - @X
Employee: |Al Employees
ByTransaction | ByBxpense
Seect Perid:
BULKACTION
Tran:D I RequestDate I Employee 1D I Employes Name I IbFromDatz I IbiTeDate I AmOUNtAED
No data to display
< | 3
No data to paginate
aymentHistory SER - &X
Employee :
SelectPeriod  [Sep, 2015 Oct, 2015
TransBatch ‘ PaymentDate | Employes ID | Employee Name ‘Amumﬂ.mumenq Rate ‘Amum?aycurre-:y‘ Bankiame ‘ Accounthumber | Comments
No data to display

No data to paginate

Page size: |1

20
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3.2.3.3. Business Travel Expense - Proxy

admin ¥ Business Travel Expense
Expense Claims > Business wvel Expense
&, User Management v
Request | Approval | Proxy
¥ Leave Management v
Employee List SEF - & X
Z Administrative Services v
£ Role Delegation . Employee Name IblFromDate. IbiTcDate Company Name Date OF Birth Action |
# Expense Claim ~ Khushviant { Ussr Name - 50+ 50+ 0%
_ (hunawant ) Singh 55 20/09/2015 00:00:00 20/09/2015 00:00:00 NewD 268/06/1961 00:00:00 =3
¥ Performance Management v Themas Antony 20/09/2015 20/09/2015 00:00:00 NewD 17/08/1974 00:00:00 fed
Arfan P 20/09/2015 20/09/2015 00:00:00 NewD 05/08/1990 00:00:00 fe3
Yaser Mubammad 20/09/2015 00:00:00 20/09/2015 00:00:00 NewD 11/11/1979 00:00:00 fel
Mansoor 20/09/2015 00:00:00 20/09/2015 00:00:00 NewD 31/05/1974 00:00:00 fel
4 »
Page 10f1(Sitems) [« [1] Page size:
# Claim Requests SEP - @& X

Employee: [Al Employees

Local Duty Travel
ByTransaction | ByExpense

et periots

TrandD I FequestDate I Employee ID I Employee Name ] blFromDate ] biTeDate ] ATOUNTAED

No data to display

< | 3

o data to paginate: Page size:

[i] PaymentHistory SFb .- & x
Employee :

SelectPeriod  [Sep, 2015 Oct, 2015

| Tramatch | PaymentDat | EmplyesID | EmployecName | AmountBaseCurrend Rate | amountpaycurrency|  Bankame | Accounttiumber | Comments

No data to display

No data to paginate Page size:

Employee Record Snapshot SERY & X
Employee Profile  All Requests  Claim Summary 2NN [E11010 | Khushveant ( User Nam
Employee Code: TEJI010
Employee Name: Khushwant ( User Name - Khuhswant ) Singh Sansowa
Date Of Birth: 28/06/1981
Hire Date: 01/03/2012

Characteristics
It can manage:-
a) Shows expenses claim applied for by various subordinate.
b) Shows all the expenses claim applied by a subordinate irrespective of the approver.
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3.2.4. General Expense
General Expense Claim transaction is used for
recording actual expense incurred while on a
business trip without involving the aspect of
automatic calculation of expense allowance such
as — (1) Per Diem, (2) Trip Allowance, etc.

Based on the actuals, user will be able to
request for reimbursement plainly in HR Works
Plus.

3.2.4.1. General Expense - Request

General Expense Claim Processing

General Expense Claim Processing in HR Works Plus

Approver

HR Works - Controller

Earning & Deduction
— Batch Processing
[

(egends (@)End Point (start Point  Fiow
I T

Through this tab, one can apply for a request for expense reimbursement.
The following screen gives an overview of the functioning of “General Expense - Request”.

|\ Khushwant General Expense #
Q‘!Singh # Expense Claims > General Expense
Sansowa

B - -

-"; Khushwant Singh Sansowa <

@ Claim Summary

Expense Claim Summary Deriodic Claim Summary

By Claim Date

21 Manih Wise

[ vearise

= R Poral Select Period: | 2015
L] ey
I Cthers
&
w
i I
0
Jousry Harch ey 2y Septenter Noverer
an e Mar Ar 1 [ ul a o ot Nov Dex
) o oo 00 o o o0 ) 00 00 0
0 ] 0 o 0 ] 0 0 0 0
0 0 ] 0 o 0 ] 0 0 0 0
& Claim Request X
SelectPeriod: [ Jzn2016 - Decanis_-
ox
0 questDate Desarption AED) ans PaymenDate | Action
oo 75 Submitted o
0009 2 Approved oY
010 15 Submitied o]
1 »
Page 10113 frems) S
©@ Payment History 3 X
Select Period: [ 1an2016 E
ok
Trens Satch Payment Date AmounsBase Cumency Rz AmsuntiPay Currncy) Bank Nam Aczount Numer
o datato p 1)

Eig : General Expense — Main Form

22




White Paper = HR Waorks Plus (DL -Employee 5elf Service System)

General Expense - 0008 X

Employee TEJ1010 | Khushwant Singh Sansowa - Work Flow

Request Date 09/02/2016 - ﬂ
e y -

Description general expense claiming owing to
/ e

client visit

(H )

= Date Expense Type Currency Amount(FC) Rate A

AED 75

Client visit

Comments
visted dlient site for sales presentation

Grand Total :

75

AED

Policy ExIT

Fig : Business Travel Expense — Instance Form
Characteristics
It can manage:-
e) Expense Claim Summary: A graphical representation of various expenses applied.

& Claim Summary

Expensa Claim Summary Periodic Claim Summary

SElF - 8x

¥ Month Wise Year Wise

Select Period:

o = 2

R

f)  Main form of General Expense >> Request tab shows various historical transaction of “Claim Requests” on
which bulk action — (a) submit, (b) delete can be taken.
g) Payment History: This section shows various reimbursement made through system against an expense

claim.
h) One can see the approval work flow hierarchy for a transaction while they are still running with a
transaction.
Workflow
.,
D'] 6 Ungr!r»];snager @

@ Javed
n Ay Department Head ®

23



White Paper — HR Works Plus (DLI -Employee Self Service System)

3.2.4.2. General Expense - Approval
This tab is used by the approver for approving an expense claim request of a subordinate.

€& = C A [} localhost:8099/GeneralExpense/Index

- General Expense £
'E aim 3
Thomas
Antony
Regue: m prosy
@ Claim Summary SEEF- &x
User Management N
¥ Leave Management v Periodic Claim Summary
& Administrative Serices ¥
Select Employee: TEI010 | Knushwant Singh Sanscna
Role Delegation v
# Expense Claim L
By Claim Date -
erformance Management ¥ 2 Mot Wise ] ear ise
= HRForl N SelectPeriod: 2015 -
#  Employee Portal -
L [ Chent vist
I others
0
o
i J
ol
- March ey Ny Septerrbs Noveriber
an feb Mar hpr May Jun ul g Sep ot Nov Dec
Client visit 000 5 000 000 000 000 000 00 00 000 000 00
Others = = o o 0 0 0 0 0 0 0 ]
L Grand Tossl 5 B o o 0 0 0 0 0 0 0 o
& Claim Request SEF. @ x
Employee:
By Expense
SelectPeriod:  [Jlan 2015« Dec 206
[
BULC ACTION
TrandD Emplayee 1D Employee Name Desaription Amount Stats Action
o010 04/02/2016 TE1010 Khushwan Singh Sanscwa - mea 5 Submirzd Iy
4 >
Page 1 of L (L items) e Page size: |10
@@ Payment History @ x
Employee: MPLOTEE
SelectPeriod:  [Jan2015 -~ Dec 2016
o
Trans Batch Payment Date Employee Mame | AmountiBase Currency) Rate Zank Name Account Number Comments

Mo data 1o display

No data to paginate Pagesize: |10 -
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3.2.4.3. General Expense - Proxy
This tab is used by the approver for approving an expense claim request of a subordinate.

= = @ seveanmer- <

Q Javed Anwar

General Expense ¥
@ Expense Clams > Gen s

K2 |Dr |2 |G| 0| K8 |4 20| K2 |2

& Claim Request SEEF.- @ x

R p—

& PaymentHistory

Employee:

& Employee Record Snapshot

Employes Code:
Employee Name:
Data OFBirth:

Hire Date:

Teno

TEnO

Teno

Empioyee

Request Date

Description

© add Expense
«

Comments

Comments

/2016 Others

5 Submied ol
s ropraea o
s Subriced @
>
gesie[0 -
@ x
- Geezis -
o

N Aecount Hurmber Commants
ge siz= [ 10
SEE- @X
Employee TEL0L0] Knushwan Singh Sansowa

TEJL010 | Khushwant Singh Sansowa

expense claim for khushwant since
he is on a business trip

Work Flow

eneral Expense 1

Thomas Antony
o

e

Expense Type Description Currency Amount(FQ

Fiight Booking AED 200

Grand Total

400

AED

/ e

Fig: A proxy user general expense for the assigned employee can create

Characteristics
It can manage:-

a) Shows expenses claim applied for by various subordinate.
b) Shows all the expenses claim applied by a subordinate irrespective of the approver.
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3.2.5. Leave Return

Most of the organization makes it mandatory that if an employee has gone on leave, he/ she should mark a leave
return in payroll system to mark the reporting back to work. This is enabled through Leave Request functionality.
The below screen is interactive screen that allows the user to enter Leave Return for the outstanding Leave
Application for which Leave Return is marked compulsory. For example — Annual Leave.

WORKS plus

'\ Khushwant Self Service - Leave Return
A"ﬁ [F]Leave Return # Seff e eave Retur

C» Request Approval & Proxy
& Administrative Servi.. <

E teave Return EatChss @

2 Leave Application
& PP Drag a column header here to group by that column

[FLeave Return Action Trnx No Transaction Date | Employee Code Employee Name Leave Type From Date To Date RetunDate | No.ofDays | Extension Days | Extensior
[2 Edit Info
ol LRO0OD 08/05/2016 EMP1010 Khushwant Singh Sansowa Sick Leave 21/01/2016 25/01/2016 26/01/2016 5 0
& General Expense %
Page 10f 1(1 items) EN Page Size |10 ﬂ
& Role Delegation —
i Show Approved Transactions [ ] Show Rejected Transactions
[ Miscellaneous Application
B Loan Application )
@ Leave Application Pending Return Date @ =
4 Business Travel Expense
X A Ticke Drag a column header here to group by that column
Action Trnx No Transaction Date | Employee Code Employee Name Leave Type From Date To Date RetumDate | No.of Days Status
& Letters And Certificates
© Benefit Claim o3 Lvs8 13/08/2017 EMP1010 Khushwant Singh Sansow Days in Lieu 05/07/2017 05/07/2017 1 Approved
el Lv34 27/06/2016 EMP1010 Khushwant Singh Sansowa | Annual Leave | 01/02/2016 03/02/2016 25 Approved
<3 Time Sheet
Page 10f 112 items) [ 1 | Page Size |10 ﬂ

©* Leave Encashment

% NG SIGN DEVELOPMENT AGREEMENT OF FOUR-STAR HOTEL APARTMENTS IS} Congratulation to all as Dubai is going to host EXPO 2020

Fig: A proxy user general expense for the assigned employee can create

WORKS plus ® ©  DemoCompanyuc- o
Leave Return - ESSLR0002 x

Employee EMP1010 | Khushwant Singh Sansows [+

Leave Type Days in Lieu g

From Date 0507207 |4 %.
=

To Date osio7207 [ @

No. of Days 1

Reason

Return Date os07207 [

Remarks | am herewith marking my return to work.

Attachment

Drag a column header here to group by that column

# Action Leave Type From Date To Date No. of Days Attachment

No data to display

e
Untitled - Paint

Fig: Transaction form — For Leave Return
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Transaction form would default the next day of leave as default return date. Any gap between the end date of leave
and actual leave return date is treated as ‘Delayed Leave” equivalent to unpaid leave. However, this gap can be
refilled by fresh leave application from this screen itself.

3.2.6. My Profile

Usually, in a business scenario, employee is required to look into employee details. This functions is for displaying
various employee personnel details.

3.2.6.1. My Profile - Payroll
This tab displays Payroll details.

|y Khushwant
Singh
” Sansowa

User Management -

.I; Khushwant Singh Sansowa v

LY

Leave Management -

Z Administrative Services -

£ Role Delegation -
¥ Expense Claim -
hush Date Salary Type Pay Component Currency Amount Payment Currency
=] Perfar M, ent > 8
[l Performance Managemen Hi, Khushwant [ e = e
= HR Porta v Consultant Manthly EHRA AZD AED
Monthly E-TRA AED AED
. - . Employee ID TEJ010 S
¥ Employee Portal Monthly EUTL AED AED
Date of Birth 28/06/1981
Effective Date 03/02/2016 -
~ Joined 01/03/2012

Earnings

™y, Basic Pay: 5700

" House Rent Alowance: 2000
", Transport Alowance: 1000
"y, Utility Alowance: 800

Basic Pay: 5700

From Date

To Date

ey Alowance: 600] Gererate

[House Rent Allowance: 2000

3.2.6.2. My Profile - Professional
This tab displays professional details - like

|y, Khushwant
Singh
&|” sansowa

»
."“, Khushwant Singh Sansowa v

m HRwoRrKks™

HR Portal

¥ Employee Portal

Employee ID
Date of Birth

Joined

Consultant

TEJD1D

28/06(1981

01/03/2012

Employment Status

27

0, User Management v

¥ Leave Management v

# Administrative Services v

£ Role Delegation v

Position Details

¢ .

¥ Expense Claim Department Account Management
= Performance Management Hi, Khushwant Designation Consuitant

Confirmed - Expat
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3.2.6.3. My Profile - Personal
This tab displays details which are personal to the employee.

»
"l\; Khushwant Singh Sansowa ~

'y, Khushwant
Singh
” sansowa

User Management

L3

Leave Management
Z Adminiswative Services

£) Role Delegation

w

Expense Claim
E] Performance Management

™= HRPortal

¥ Employee Portal

Hi, Khushwant

Consultant
Employee ID TENDI10
Date of Birth 28/06/1981
Joined 01/03/2012

Personal Data

Location Dubai
Sex Female
Nationality Holland
Religion Islam
Marital Status single

Personal History
Department Head TEJ1001 - Javed Anwar
Empioyes E-mail hibdliess@gmail.com
Line Manager TEJ1011 - Thomas Antony

Mobile 056 216 3004

This tab displays employee details which are recorded in the payroll system and is used by the organization and
system for various utilities viz — (a) Dependent details is used for computing benefits. (b) Certificate details shows
expiry of various certificates.

3.2.6.4. My Profile — Employee Records

'y, Khushwant
Singh
" Sansowa

&, User Management

bl

Leave Management
Z Administrative Services

1 Role Delegation

-

Expense Claim
= Performance Management
= HR Portal

¥ Emplayee Portal

Hi, Khushwant

Consultant
Employee 1D TEJ1010
Date of Birth 28/06/1981
Joined 01/03/2012

3.2.7. Loan Request
Usually in a business scenario, employee is required for applying for loan request. A Loan Request process go
through process of application, approver from supervisor and finally processing of loan application by the payroll /
accounts department.

In HR Works Plus (ESS) , any loan request for
- (a) Salary Advance , (b) HRA Loan, (c)

example

“; Khushwant Singh Sansowa v 4

HRwoRrxs™

WEmployee Records

Close All | Open All

Address - ESS
AddressLine1 CH345
AddressLine2 kohka
AddressLine3 bhilai

AddressLined chattisgarh

‘

+ Team - New Year Celebration
Team Name Team - New Year Celebration
+ Team - All Grade 3 Manager

Team Name Team-All Grade 3 Manager

Loan Request Processing

Requester Approver HR Works - Controller

[ayset
/1

| Asproval by

/) Superisor
Loan Request pal
Y

i
e Loan Availment
- Approual

>rocessing in HR Works Plus
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Personal Loan can be initiated trough the menu “ Loan Request” . This request will then be forwarded to the
supervisor for approval. Once approved by all the approver in ESS, this will then be transferred to payroll
application in the form of batch. This batch will then be processed through “Loan Availment” transaction in payroll
application (HR Works). In case, if rescheduling or any changes is required, this can be done through “Loan
Amendment” option.

Loan amount that is finally disbursed will be reflected in the main of “Loan Request” in ESS.
Pictorially, the process flow can be shown as below:-

3.2.7.1. Loan Request — Request
Request tab is used for registering a loan request transaction in ESS. The following screen gives an overview of the
functioning of “Loan Request - Request” tab.

Logo Here

A B = Company Name ¥ @

: Loan Request
Manoj q
manager ﬁ Loan Request

]
Roquest ki
Start
«l Loan Statistics B0
(?#\ Loan Request
Status open
O sssrvadvance Housing Loan saryadvince @)
W woanamount [ aid Amount Balance Cancelled
(IB_gl Loan Request BROG®O
‘\ Bulk Action v
Date EmployeeCode | EmployeeName | LoanCode | LoanAmount | Roymnt Start Date| NoofInst. | Inst. Amount | Attachment | status | Action
22/2 100€ jin e I Al gl 1/2/15 3 5000 Ticket g Submitted
23515 | 1008 SiinRasheed | Salary Advance | 15000.00 15/15 3 3000 | TicketLipg | Saved

Page Size 10 (<] IERENPY >}

| Payment History BROO®O
Employee Code | Employee Name Leave Type |FromDate | ToDate NoofDays | ReturnDate | Status
1008 Manoj AL 22/06/14 22/07/14 30 23/07/14 | Approved
1008 Manej AL 22/11/13 22/12/13 30 23/12/13  Approved

Fig : Main Form — Loan Request Scenario

The below instance form will be initiated once user click “create new” button from the main page.

30



White Paper — HR Works Plus (DLI -Employee Self Service System)

Loan Request 001 O x
Work Fiow
" =
Employee 1008 | Sajin Rasheed User Defined Fields Ry .
Request Date | 06/04/2015 User Defined Fields a o
™
-
Transaciion Hisiory
Loan Code
Salary Advance s
Loan Amount Currency
15000.00 Aed AED %
Repayment Start Date No of Installment Installment Amount
1/2/2015 5000.00

Comments

Salary Advance

# Installment Date

1 1/2/2015

2 1/3/2015

3 1/4/2015

@ Attachments Maximumsize : 2518

Installment Amount

5000.00

5000.00

5000.00

Save Submit

Void

Delete

Fig : Instance Form — Loan Request - Request

3.2.8. Benefit Claim
Usually in a business scenario, employee is required to avail benefits, an employee is entitle for. For example
education allowance, etc.

In order to put up a request for such benefits, “Benefit Request” functionalities will be use ful.
In HR Works Plus (ESS) , any request for

Benefits Request Processing

example - Education allowance ,etc can be Reguester Approver MR Works - Controller
initiated trough the menu “ Benefits Request” .
This request will then be forwarded to the A= ~
. | Approval by
supervisor for approval. Once approved by all Benetis Request /| Sopeniecr

the approver in ESS, this will then be transferred
to payroll application in the form of batch. This
batch will then be processed through “User

A

>

"
Benefits Request F

Defined Accrual Availment” transaction in AR Topayrol
payroll application (HR Works). 4
Pictorially, the process flow can be shown ®

as shown :-

Benefits Request Processing in HR Works Plus & HR Works

Legends| Process l '.End point (start Point  Flow ‘
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3.2.8.1. Benefits Claim — Request
Request tab is used for registering a benefits request transaction in ESS. The following screen gives an overview of
the content of “Benefits Request - Request” tab.

WORKS plus £ ? @ DpemoCompanylic~ &
'\ Khushwant
© Benefit Claim @ SelfSenvice - Benefit Claim
Create New
& Administrative Servi... < ( Request Approval & Proxy -
) & x
4 Education Allowances | Ll Other Allowances
B Leave Application
[ Leave Return Select Period: |01/01/2016 |4
[ Edit Info
& General Expense Ll Claim Request @ x

o
& Role Delegation FiTyv=—— B

Miscellaneous Application
o PP Drag a column header here to group by that column

1 Loan Application Action Tinx No Transaction Date Employee Code and Name Claim Type Amount Status
4 Business Travel Expense
o BC001 11/04/2016 EMP1010-Khushwant Singh Sansowa Flexible Benefits 2700 Submitted
A Air Ticket Page 1 of 1(1 items) EN page size| 10 |
& Letters And Certificates Show Approved Transactions [ Show Rejected Transactions

O Benefit Claim
[l Payment History

<7 Time Sheet

& HR Portal <

R Company is pleased to announce the Eid -Ul - Adha holiday from Sep 12 2016 to Sep 13 2016

The new transaction can be initiated upon clicking “Create New”. In the instance form , one may select the “Benefit
Type” user would like to avail, system would then populate the entitlement amount. User can now apply for the
availment.

WORKS plus £ 2 @ pemocompanylcy &
Benefit Claim - BC006 X
Employee Name EMP1010 - Khushwant Singh Sansowa |+ Workflow
Request Date 11/04/2016 |+
Benefit Type Education Allowance Thomas
w B 0 g Line Manager @

Name Relationship Date of Birth Age Period Claim Amount Attachr

Ricky Son 01/01/2001 16Y: 3M: 27D 2015-2016 50
Comments

Grand Total 50 AeD

Workflow Transaction History
—

Close
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3.2.9. Air Ticket Request
Air ticket can be requested from ESS through three option: -
(a) Company Air Ticket,
(b) Reimbursement
(c) Encashment
3.2.9.1. Air Ticket — Request
A typical air ticket request, menu is shown below:-

Logo Here

Manoj Air Ticket

manager A Air Ticket

Start
= Ticket Statistics B8RO
(#\ Air Ticket
2014

I |
(<] Mr.x Mrs. X Sont [>]

M Carry Forward [l Accrued Entitlement [l Ticket Taken Pending Approval-Ticket Request Balance

%-l Ticket Request B8RO®O

f‘ Bulk Action ¥

Trx.Ne Trnx Date Revision No Employee Code Employee Name  Claim Type No Of Tickets Amount (e} Status Action
ATO01 26/03/2014 Ro 5624 Mang] company Ticket 5 3000.00 saved
AT002 25/03/2014 Ro 5624 Manoj Encashment 1 3000.00 saved {:}

e
o2
Page Size | 10 * (<] IERENPY > ]

(-0

Payment History BRO®O

SelectPeriod: JAN2015  ff)  MAR2015 [

Tranx Batch | Payment Date Amount (s cureny) | Rate ‘ Amount (pametcirene)  Bank Name Account Number i Comments
v v v B v v v v
[#] | Tcpoo1 24-01-2015 3000.00 AED 100 | 3000.00 AED Rak Bank 830 1230-4645 Al ticket expense
TCPOO2 28-01-2015 4000.00 AED 100 4000.00 AED Rak Bank 8301238374573 ; Air ticket expense
RN 7 oste Revision No Employee Code  Employee Name  Claim Type No Of Tickets Amount Statws  PaymentDate
ATOO1 250032014  Ro 5624 Manoj company Ticket 5 approved  24-01-2015
ATO02 25032014 Ro 5624 Manoj Encashment 1 300000  approved  28-01-2015

[# | 1cpoos 2:02-2015 2000.00 AED 100 2000.00 AED Rak Bank 8301230

Alr ticket expense

Page Size | 10 v Qu:: :©

Eig : Main Form — Air Ticket- Request
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Air Ticket 00 9 %
‘Work Flow
. ) =
Employee 1008 | Sajin Rasheed User Defined Fields @, ey |
Request Date ~ 06/04/2015 User Defined Fields g .

Air Ticket

€Trans N0 » ¢ Trarne Names >

#  Name Relationship  Claim Type Frequency Ticket class Accrued Request Tickets Amounti= Attachment
o €Tk NOY» ccTrams Nama>

Post To | Work flow user <<Multi Selects »w

Name Relationship
Sara wife
Claim Type

Company Ticket %

@

From Date To Date Destination

12/2/2015 17/2/2015 Kerala
Fair Type

Adult
Frequency Ticket Class Accrued Tickets Request Tickets ~ Amount

1 Business 3 1
Attachment Comments

Tic00Lpng )

Grand Total O0.00 AED

Policy Submit Delete

Eig : Instance Form — Air Ticket- Request
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3.2.9.2. Air Ticket — Approval
A typical air ticket approval, menu is shown below :-

Logo Here

Air Ticket

Manoj &
A Tickat

B Ticket Request

(#  Air Ticket

£ Buk Action «

TrmxNo Trmx Date Revision No Employee Code Employee Name  Claim Type No Of Tickets Amount cDy Status Acton
ATOO1 25002014 o soes Manc) company Tidket s 300000 submited TF
ATO02 25032014 Ro 5624 Manoj Encashment 1 300000  Submitted (}
ATOO3 211272044 R 7002 Nisar Company Ticket E 150000  Submined X
ATOOs 271172014 o 7001 eajesh Company Ticket 2 130000  Submited L}

PageSize | 10+ QGu:: O

& Payment History B8RO0
Select Period ® o
[ o« |
| Tranx Batch| Payment Date Rate ‘{ Bank Name: Comments
v| . . " - v . B
1 4 ¢ .00 AED d 1 Alr icket expense
RRERE] Trmxve RowscaNo EmploeCoe EmploseNome CaimType  NoOITckets  Amoumt  Stms  PaymentDate
Aooi sseazne  Ro soae Mancy N—— s soproved 24012015
ATOQ2 032014 Ro sez4 nangj Encashment 1 300000 approved  2B-01-2015
] | rcpoos 2-2 200000 AED oc .00 AED Rak Bank 8301230-464 ir ticket expens

Pagosza 0+ @E 2 3 «©

*EEmpIuyee Record Snapshot B8REE®0

[EEELELIEl  AllRequests  Ticket Statistics Employee AllEmployees

Employee Code

User Defined Fields | q y.
- Erpioyea Name
p User Defined Fields 2 .
by <cField 1 From

Erores s> @ ==

<<Field 2 From

Transacson by
Employee Masters >

<¢Field 3 From

paracr
Empioyee Masters >
<cPiald 4 From quency  Ticketelsss Accrued  Request Tickets Amountit Attachment
Empioyes Masters
business 3 1 TieoaLprg
business 4 1 200000 Tie003.pne
o 5
Comments B Attachments v v
4 =
GranaToral:  2000.00 aep
Comments
Appro Reject Exit

Fig : Air Ticket — Approval Screen
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3.2.9.3. Air Ticket — Proxy
A typical air ticket proxy, menu is shown below:-

Logo Here 533

Air Ticket
A A Ticket

T employee List BREOEO

(i Air Ticket

EmpioyeoName FromDate  ToDals  Enlgeibie " Betedfia o fudiibode e Action
Tal i Ergoye TR Engidyes Mamer s T4 1 Encioyae

ko3

k53

o

Pagesze 10+ @E 2 3 4@

FE) Ticket Requests

BLRO@O
£ Bukcton s
TwwNo | TmxDats RevisionNo  Emplayss Gode  Emplayse Name  Claim Type No Of Tickets AmountisDl Status  Action
ATOOL 2S03O18 R 5520 Mang) company Ticket 5 300000  sumittes ot
ATOOZ 25082014 Fo 5624 Manoj Encashment 1 300000  Subminisd  LF
21272014 Ro 7002 Nisar

150000 Submitted o

ATOOs 2112014 Re oot

Posee | 00 @@z 4@

- ~
& Payment History BROe0

Employee : Al Emplayees

SeloctPoriod:  ANZ015 [ | MARZ015

b | st i

Barkiame | Accoum b | Comements

v v

50 900:

200
TrmeNa TmxDaio RevsionNo Empioyos Coos Empiayes Name  Claim Type NoOITickets  Amount Status  Payment Date
AToo: 28030 Ro sea Mancy company Tickat B spproved  24-01-2015
ATo02 032018 Ro seas Mano] Encashment 1 300000

approved  26-01-2015

Rak Bank 8301230964573 | Airticket expense

punsie W0 @Mz 3 4@

¥ Employee Record Snapshot BROGO

IR AllRequests  Ticket Statistics Employee : Al

tEmployees

Employee Code.
Employoe Name

<<Fiald 1 From
Employes Masters

<<Fiald 2 From
Empioyoe Masters>

<4Flald 3 From
Empioyee Mastars>

<<Flald a F
Employee

Eig : Main Form — Air Ticket- Proxy
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3.2.10.

@ Javed Anwar

User Management

L3

Leave Management
# Administrative Services

L1 Role Delegation

L3

Expense Claim

Performance Management

Employee Master
Employee Master is a functionality where in, the supervisor can able to review the employee details of all its
subordinate based on the assignment in the approval workflow.

A typical employee master screen can be shown as below:-

HR Portal ¢

# Employee Master

& Employee Master

Employee Code

TEJ1002
TEJ1004
TEJ1005
TEJ1007

TEJ1008
= HR Portal @
TEJ1010

¥ Employee Portal

e) Javed Anwar ~ «

S EF & X

Drag a column header here to groug by that column

Ful Name Hired Date Status Termination Date

Sini Tenjin
Vishnu Ranjan
Rethesh Babu
Test User 7
Alicia

Khushwant Singh Sansowa

TE1011

Thomas Antony

TE1013

‘Yaser Muhammad

r

@ Javed Anwar

]

-

o

]

User Management ~
Lesve Management -
Administrative Services
Role Delegation v
Expense Claim ~
Performance Management ~
HR Portal -

Emplayee Portal v

& Professional

Position Details

Designation Product Support Manager
Employment Status Confirmed - Expat
Produt
Employee ID TEJIONM
Date of Birth 17/08/1974
Joined 01/03/2012
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3.2.11. Report Center

Report center empower a user to publish and print the various reports from the system. The report thus
by printed shows the details of the subordinate employee. Thusby , this report enhances the visibility of
data in hierarchical manner without breaching the authorization protocols.

3.2.111. Employee Details
Employee details publish the employee information from the employee master.

Javed Anwar || <2Report Center
Add & Manage Reports
X
4, User Management v
¥ Leave Management v [ Al Reports || ¥y Gustom Reports |
/' Administrative Services v
£ Role Delegation v [raot |
¥ Expense Claim v .
@ Employee Details @ Personal Records
2 Performance Management ~
Run Run
= HR Portal v
¥ Employee Portal v
= = NewD~  «
= Report Center
@ Javed Anwar # Report Center > Employee Details
& Employee List SERF. & x
User Management N
From Date To Date Group By
¥ Leave Management N
“aue Msnazsmen o206 [ 0206 [ [
# mdministrative Senvices
Drag & cohsmn header here to group by thet cohmn
Riole Delegation N
® T Full Name | Hirs Dite [ Status | temination pate |
¥ Expense Claim N [ [ Il | [ |
TEI1023 Divya 30/09/2012
o P e N = > I
= R porsl . e e Y - 2 I A
TEIL1007 Test User 7 01/03/2012
¥ Employee Portal - TEJL008 Mlicia 0110372012
N T e N 202 B I S
e <= B I S
= e e R (2 I A
TEIL016 Rashid 01/03/2012
Page 1 of 2 {12 items) 20 Page size:
@ Employee Detsils SER - @ x
Drag a column headr here: 1o group by that cokemn
Employes Code | Full Name ‘ Date OF Birh | Hire Date ‘ Salary Type | Last Incrmine Date. ‘ EBASIC | EHRA ‘ ETRA |
TEI1001 Javed Anwiar 19/09/1969 11/06/2012 M 01/06/2014 52077 16000 6000
TENDM4 Vishnu Ranjan oLOLIS7T 01/03/2012 M 01/06/2014 2340 6300 780
TEIDI0 Mwsstwant Singh 28051381 01/03/2012 M 01/06/2014 5700 2000 1000
Sansowa
TEIL011 Thomas Antany 17/08/1974 01/03/2012 M 01/06/2014 12553 5000 2300
TEN013 Vasar Muhammad 11/11/197% 01/03/2012 M 01/06/2014 6365 2000 1000
Mohanan {User Name -
TEN015 sbname) 28/05/1981 01j03/2012 M 01/06/2014 10700 4000 1800

Personal Records publish the employee information from the employee master which is core to the
personal records of employee — viz Dependent information, certificate details, address, etc.
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Javed Anwar

£, User Management
¥ Lesve Management

/" Administrative Services

£ Role Delegation

¥ Expense Claim

El Performance Management

= HR Portal

¥ Employee Portal

Javed Anwar

Management

-

Leave Management N

,

Administ

Role Delegation
¥ Expense Claim

El Performance Management

[}

HR Portal v

-

Employee Portal N

&Report Center

Add & Mana

AlReports | My Qustom Reports

NewD ~

@ Employee Details

Run

Report Center

L] ort Ce:

@ Employee List

cords

Dependants - Run Report

Drag 2 column header here 1o group by t

(] Full Name
[ TE/L002 Sini Tenjin

| TEIL004 Ranjan

I TEIL00S Rethesh Sabu

I TEN007 Te

| TEJ008 Alicia

¥ TEI010 Khushwant Singh Sansowa
[+ TE0IL Thornas Antony

| TEI0: Yaser Muhamm:

| TEILOLE Mighanan A

I TEILOI6 Rashid

@ Personal Records Repart

Save Report

Drag 2 column header hare 1o group by t

Employss Code | Full Name Hired Date

TE010 Khushwa:
TEDIL Thomas Antor

hage 1ot 1 2items =

0L/03/2012

@ Personal Records

Run
Hire Date
Client Services Coordinator 08/11/2006
Principal 0L/02/2002
mant Relations Director Z7/06/2008

Mana

or Consuhant

Consultant
Product Suppor: Manager
Consultant

nology Officer

anior Network: Administrator

Terminatior Name

Suzzane

Cindrella
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0L/0;

01/03/2012
0L/03/2012

Status

Termination Date

Country of Residence

India

India

@ Javed Anwar v

SEF - & x
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3.2.12. Letter and Certificates

This is to let employee put up request for “Letters / Certificates / Form” from employee self service portal. For this
matter, “Letters & Certificates” as a functionality is created. Employee can request for any letter or certificates. This
will be approved in by the superior to enable the printing. System is flexible to let it print by the requester itself or
by some authorized approver from the approval hierarchy.

Below picturesque highlights the functioning of Letters & Certificates functionality in HRW+.

& Letters And Certificates 8 seits

@ G Request Approval |~ & Proxy & Print

l Ll Letters And Certificate Statistics . Delivered Request Statist

Graph would show
various document
requested and their
delivery status.

v il 1 11

lshl Letters And Certificate Request

Drag a column header here to group by that column

from oote [V [ toowe (20042017 [ nequest ype (A0 -]

Historical Transaction gets

Action Trrx Ne Empiloyee Code and Name Request Type Request Name Purpose Required Date Status
accumulated under
transaction list. o) Lco13 EMP1010-Khushwant Singh Sansowa Letter NOC for Driving License 26/12/2016 Saved
el wo12 EMP1010-Khushwant Singh Sansowa Letter Embassy Letter 27110/2016 Submitted
{:} ot EMP1010-Khushwant Singh Sansowa Letter NOC for Driving License 21/10/2016 Submitted
Page 1.of 1(3 items) Page Size 10 ‘

<
b Show Approved Transactions [ ] Show Rejected Transactions

Ll Delivered Request

Delivered documents can be Drag a colurn header here to group by that colurn
@ p rinted b y se [f or by Action T No Employee Code and Name Request Type Request Name Purpose | Required Date Status Deliver Status | Print Status | Print
authorized user— as per
) X L Lco1 EMP1010-Khushwant Singh Sansowa Letter Embassy Letter test 05/04/2017 Approved | Ready to Print Printed
Conf'guranon' e wo10 EMP1010-Khushwant Singh Sansowa Letter Embassy Letter test 23/06/2016 Approved Ready to Print Printed
Te! LC00s EMP1010-Khushwant Singh Sansowa Letter Embassy Letter Applying for.. | 30/05/2016 | Approved  ReadytoPrint  Printed
i LC003 EMP1010-Khushwant Singh Sansowa Letter NOC for Driving License | for applying t...|  29/03/2016 Approved | Ready to Print
Q Lcoo EMP1010-Khushwant Singh Sansowa Certificate. ERM Document 29/03/2016 Approved Printed
m LC002 EMP1010-Khushwant Singh Sansowa Centificate Payslip 28/03/2016 Approved Printed
£l LC000 EMP1010-Khushwant Singh Sansowa Letter NOC for Driving License | for applying f.. | 29/03/2016 Approved Printed

@ Page 1 0f 17 ftems) pagesize 10 [
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3.2.13. Clearance Form
Clearance form is a sort of no objection certificate for employee separation issued by the HR and signed by all the

concern department who are responsible for signing it off.
When an employee is getting separated from the service, Clearance form will be initiated by a designated

employee (usually HR) from the organization, the clearance form would get sign off from various department head

as per the business requirement.
Below picturesque highlights the functioning of Clearance Form functionality in HRW+.

Clearance Form

CoRequest  GeApproval

& Clearance Form List

@

4

Clearance Form
triggered by HR.

= Employee Record Snapshot

A ©  Demo Company LLC+

e

B Learming And Devs < Clearance Form: CFO001
[ = g ansactan pate ovs [

~ ' HR Checkdist

[ suenio o |

= 1T Checklist

@ System would generate alerts
automatically to the respective
Department Heads J—

L

Various Department Heads would then

@ fill the clearance formin their
respective section earmarked for each )
of them based on their functional area o oves

9
@

) ©  Demo Companylic

= AT Checklist
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3.2.14. Exit Interview

This functionality is based on the requirement to have a functionality in application, through which a user would be
able to request for changes in information stored in “Employee Master”.

WORKS plus

(2] Demo Company LLC ~

- - ) 8 Clearance Form fnd Ext Inervien -~ Manage Eat It Bt Inervi
&\‘ Khushwant »{ Initiate Exit Interview
a £ Exit Interview List
Administrative Senvi. <
BULK ACTIO

B sesenvce ¢ |

aoton T Transsction Date fesndName | Separation Process T No | Separation Dte Separation Tyre Notce Days | Notice Amourt
& HR Portal <

f? B001 EMP1049-Ravesna Srikant G GCC-TERM-1 25/04/2016 Complatsd Resigned ] o
B cmployee pomal <

Page 1of (1 items) En \'ﬂ ragesiz= 10 [l

P == Unprocessed Separation Request & x
Letter
o W Transaction Date Employen Code and Hame Separation Date Saparation Type Notice Hotie Amount
& Glearance Form And E i s P
Clearance Form ) 30/06/2016 EMP1045-Reem lsmail Mohamed Terminated 0 0
o 30/06/2016 EMP1048-Nisha Bilochi Fesigned 0 0
Manage Exit Interview

Page 1 of 12t

3 Initiate Exit Interview

1B it Interview

{1 Feecback reporting ¢

Ll Employee Re

& B? ©  DemoCompanyuc

& Employee Profi Initiate Exit Interview - [EIOO1

Trnx No IE001 Separstion Process Trmx No GCE-TERMA

Transaction Date 25042017 - Separation Type Fesigred

Employee EMP1049 | Raveena Srikant Gullap [ Separation Date 25/04/2006
Notice Days 0 Natice Amount [

~ Questionnaire

@ What s your primary reasons for lesving?
¥ What did you find mast frustrating about yourjob?
¥ Mhatdid you find mestsatisfying abaut yourjob?
W Mhers thens any procedure that made wark diffiult
¥ Would you consider ratuming 1o the company”
Comments

Herebyinitiatingthexitintersien

Demo Company LLC ~
Exit Interview - EID000

x
Tmx No F10000 Separation Process Tmx No GOCTERM- Workflow
ez o Separation Type Rasignea
y EMP1049-Raveena Srikant Gullapali Separation Date 250472016 i Vaser [©]
R Manager
£ Questions Answer
13m planning 1o go for Higher Studies.
What are your grimary reasons for lesving

Myjob was perfect . but since | have to focus on my highr s

Vit it you find mest fustrating about your joby |1l residentisl programe 5o am lesving my job resporsibilties.
The peers are very much suppartive and the culture breeds 3 leaming

environment

tisfying abaut your job?

4 Where there any proceclure that made work difficult

Ve sure.

Workflow Transaction Histary
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3.2.15. News Ticker

When HR is required to broadcast a news flash to their employee, News Ticker is helpful. A news ticker (sometimes
called a "crawler" or "slide") is a primarily horizontal, text-based display that typically resides in the lower part of
the screen space in an application.

mi\\f Khushwant

& sdministrative Servi.. ¢
B seif service <
& HRPortal <
& My Profile
8 Employee Portal <
= N
= Payroll Transactions < .
Khushwant Singh Sansowa
®  Analyst
. News Letter < .
-
F&- Clearance Form And E.. < & Professional 00 Personal X Payrell = Employee Records
{11 Feedback Reporting <
Positional Details
G performance Manageme... < Employes Code EMP1010
Department HR Department
W Learning And Develop.. < Designation Analyst
Grade Grade 2
Time And Attendance < Employment Status Confirmed - Expat
- 3 .
& 01d ESS Portal < Positional History ~

=, Oman’s economic growth projected at 2 percent in 2017 2. AL MOUJ MUSCAT AND GOLDEN GROUP HOLDING SIGN DEVELOPMENT AGREEMENT OF FOUR-STAR HOTEL

= Oman's economic growth projected at 2 percent in 2017
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3.2.16. News Letter

This functionality is based on the requirement to have a functionality in application, through which a user would be
able to request for changes in information stored in “Employee Master”.

A ©®  DemocCompanyLiC~

@) Raveena SANews Letter B Nevs Letter -~ News Lette

< = News Letter List
< e 1o g .
Braq & column header here to group by that calumn
c Action Hiews Letien Code e Letter Mame Dute Actve Feriod From hative Peried T ctive
¢ I NL0o01 DU Hews Letter for Sep 20
o NLoDa2 DU b Posting - Network 0172016 )
B2 payrol Transactions ¢

-3 N3 introdusing DU Extimation. o1/012016 11218

e O s

[ News Lettar

ﬂ\:lema':e FormAndE. ¢ WORKS plu: Demo Company LLC~ &8

;T . News Letter - NL0O002 “
£l || reedback Reporting

Newrs Letter Code DU Job Poting - Network Engineer

%] Report center ¢

Dt 01072006 B 1272018 -]
@ per ¢ Descrigtion
W i And Deveion.. <

Artachment File dii estimation.png
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3.2.17.

Edit Info

This functionality is based on the requirement to have a functionality in application, through which a user would
be able to request for changes in information stored in “Employee Master”. These information although looks
petty may have huge implication on payroll system. For example — (1) Employee may want to change Bank
Information. This may impact the bank account for salary crediting (2) May want to add dependent / change

dependent info. This may impact the applicable Education Allowance ( if applicable).

As a result of system analysis, this business requirement has been translated to system requirement which
has led to the creation for this purpose as “Edit Info”. In this menu, the following tab will be there — (a) Request,
(b) Approval, (c) Proxy. Request will be used by the end user to put up request for change, approval tab will be
used by the approver to approve requester request for making changes in the employee profile; whereas proxy

tab will be used by “Proxy” user to book a request on behalf of an / certain employee.

3.2.171.

Edit Info — Request

A typical edit info request, menu is shown below. This could be used by the employee who wish to request for

change in personal info in company’s record.

&« C A [ localhost:8099/EditInfo/Index

H Javed Anwar
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User Management

Role Delegation
¥ Expense Claim
El Performance Management

= HR Poral

¥ Employee Porta
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= e Javed Anwar <
Edit Info #
# HR Porta
Approval Prosy
7 EditInfo p x

Profile Picture Profil Picture
Address - 55 e
Dependants
Employee Documents
Team

ERM Dacumen

[E Edit Info Requests

TranD Tranx Date | Employee Code

05/02/2016 TEI00L

Page 1 of1 1 iams)

Instance form representing the working area for carrying out the transaction.

Record Type Change Type

Dependants Adaition

Edit Info - EI0002
Employee TENL001 | Javed Anwar

Request Date 0o/022006  +

Description Current Value
Name

Re'ationship

Date OF Birth

Country of Residence.

Company Paid Tickets

Attach Files

None

Comments Please 20d the following details

Work Flow

5§ Monanan A

&
fx

Proposed Value
Nazreen
Daughter
12-11-2015
Indi

Yes

Browse...
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White Paper — HR Works Plus (DLI -Employee Self Service System)

3.2.18. My Payslip

Through this functionality, employee will be able to generate and download his payslip from the system.

javed Anwar v <«

My Payslip #

Javed Anwar

& Statistics & x
9, User Management v
¥ Leave Management ~
# Administrative Services  ~ Type Payroll Period -
£\ Role Delegation ~ Period 2018 -
¥ Expense Claim ~

0000 |
2] Performance Management ~ —
= HRPorta v 0000
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January February March Aprl May June July August September  October November  December
®, Basic Sslary @, Total Salary “® Gross Salary "W, Totsl Deduction @, Net Pay

© Payslip SERF - & X

Type Payroll Period -

period 2014 -

Drag a column header here to group by that column

Payroll Period E-BASIC E-HRA ETRA E-UTL Tetal Salary
June 2014
TOTAL 52,077.00 16,000.00 6,000.00 5,000.00 79,077.00
1 »
Page 1of 1 {1 items} Page size: | 10
NewD Systems
PAYSLIP FOR THE MONTH OF JUNE 2014
MAME Javed Anwar
EMPLOYEE ID TEJ1001
HIRE DATE 11/08/2012 SALARY PAID FOR 30 DAYS
MONTHLY EMOLUMENT S PAYABLE
Basic Pay 52,077.00 52,077.00
House Rent Allowance 16,000.00 18,000.00
Transport Allowsnce §,000.00 §,000.00
Liility Allowance 5,000.00 5,000.00
GROSS PAY: 78,077.00
MET PAY [Arab Emirates Seventy-nine thousand, seventy-sevan 79,077.00
Dirhams)

Payment Details

Payment Mode: Bank
Bank Name H Emirates MED

Account Mo

The End
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