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DISCLAIMER 

 

The information contained in this document is the proprietary and exclusive property of Systematic 

Competency Alliance Sdn Bhd  (1085852-P) except as otherwise indicated. No part of this document, 

in whole or in part, may be reproduced, stored, transmitted, or used for design purposes without the 

prior written permission of Systematic Competency Alliance Sdn Bhd .  

 

The information contained in this document is subject to change without notice.  

 

The information in this document is provided for informational purposes only. Systematic 

Competency Alliance Sdn Bhd  specifically disclaims all warranties, express or limited, including, but 

not limited, to the implied warranties of merchantability and fitness for a particular purpose, except 

as provided for in a separate software license agreement.  

 

PRIVACY INFORMATION  

 

This document may contain information of a sensitive nature. This information should not be given 

to persons other than those who are involved in the ACES Project or who will become involved 

during the lifecycle. 

 

DOCUMENT OWNER 

 

The primary contact for questions regarding this document is:  

 

Owner: Systematic Competency Alliance Sdn Bhd  

System Name: ACES  

Phone: 03 8066 9090 

Email: info@scoma.com.my  
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ABOUT TRAINING NEED ANALYSIS 
 
Training Needs Analysis/assessment (TNA) is conducted to identify and determine the purposes of 
the training goals. Needs analysis is conducted to understand the areas of knowledge/skills that 
training needs to address to fill the 'performance gap'. 
 
You should also know that training needs analysis is a critical activity that a human resource 
manager or training manager should be adept at performing. 
 
Let me be more concise; for a training program to be effective and efficient there are a sequence of 
steps. They are needs analysis, objectives, implementation and evaluation. All training programs 
must start with a training needs analysis. It is the responsibility of the training manager to determine 
the: 
ω Who 
ω What 
ω When 
ω Where 
ω Why 
ω How of the training and development program. 

 
The Training Needs Analysis (TNA) is designed to answer all those questions and more. Whether the 
training is related to soft skills such as communication and leadership or technical job specific skills, 
the importance of TNA cannot be overemphasized.   
 
During the process of the training needs analysis, the training manager must analyze the 

1. Goals and objectives of the organization 
2. Competencies and skills that are required to perform the job 
3. Individuals/personnel who need to undergo the training 

 
The needs assessment helps in identifying the 'gap'. The gap is nothing but the skills that are 
currently in use and what may be need in the present and in the future. 
 
To sum up, training needs analysis/assessment is a gap between 'what is' and 'what ought to be'. 
You can rightly say that TNA is related to individual and organizational performance. Needs analysis 
helps in identifying and solving the performance or competency problems related to knowledge, 
skills and attitudes. Not only does TNA identify if training will actually solve a performance problem, 
it also identifies specific performance areas requiring training, who needs training and how the 
training should be designed.  
 
Training without TNA would be like a doctor prescribing a treatment without assessing the extent of 
the person's illness. 
 
Without TNA, learners often find the training session misses the mark. As a result: 
ω Learners have to make generalizations to relate the training content to job expectations. 
ω They have difficulty applying new knowledge and skills on the job. 
ω They simply fail to improve performance. 

 
At the most basic level, the TNA identifies the gap between desired performance and actual 
employee performance. But the TNA must also consider the overall organizational strategy, specific 
tasks, user and learner needs, specific content to be trained and the return on the training 
investment. 
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INTRODUCTION TO ACES  
 

What is ACES? 

ω ACES is a web based solution to automate the Training Need Analysis ς TNA process  
ω ACES makes it easy to maintain Employee Profile and to develop Training Calendar  
ω ACES makes it compelling for all employees to participate in making TNA possible  
 

 

ACES automates the entire training cycles in one highly integrated software which are valuable for 
continued improvement and compliance as follow: 
 

1. Employee Profile ς this will include Employment Information, Employment History, 
Education History and Training History 

2. Employment Expectation ς the ability to track how employee should perform using any 
combination of Key Result Area (KRA), Key Performance Indicator (KPI) and/or Job 
Description (JD) 

3. Employee Assessment ς The ability to perform assessment based on existing Employee 
Expectation on-the-fly or using custom built assessment questionnaire targeted to Self, Peer, 
Superior and Subordinate 

4. Performance Gap Analysis ς The ability to evaluate and analyze Performance Gap based on 
Expected Performance and Actual Performance  

5. Training Area ς A mechanism used by the system to systematically and automatically 
suggest specific training program whenever an employee encounter specific performance 
problem which will allow any organization to develop training calendar tailored to specific 
employee. 

6. Suggested Remediation ς the ability to automatically suggest the specific training program 
for any performance problem.  

7. Training Efficiency ς the ability to track and monitor efficiency of training program based on 
Training Assessment on Participant, Content, Trainer and Training Material. 
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ACES has the ability to help your organization to: 

¶ Assess & Analyze ς identify employee expected vs actual competency and performance and 
analyze the training needed to improve competency and performance  

¶ Design Program ς Automatic training suggestion by matching the training with the area 
where employee need improvement and using central training calendar to conduct the 
training 

¶ Deliver Program ς Easily share training documents and information among participant, send 
notifications and monitor attendance 

¶ Evaluate Performance ς Capture participant feedback, monitor employee performance 3-6 
months after attending training and repeat/abandon training based on the training 
efficiency 

  



User Manual | CONFIDENTIAL ACES 

 

Copyright © 2015 Systematic Competency Alliance Sdn Bhd. All rights reserved.     | Page 11 

  

 

 

Chapter 2 ɀ Working With ACES 
Application 
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BEFORE YOU BEGIN 
 

Trademark and Licenses  

 

ACES is a registered trademark and you may use this product subject to the terms and conditions 
by Systematic Competency Alliance Sdn Bhd. 

 

The ACES software included within this product is subject to Software End User License 
Agreement (EULA) which is signed upon purchase of the software. 

 
Please visit our website at www.scoma.com.my or contact our commercial representative for 

further information.  

 
  

  

http://www.scoma.com.my/
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SYSTEM ACCESS AND LOGIN 
 

The system is accessible through three different modes: 
 

No Mode  Remark  

1. HR Access  

Typical link: 
http://www.yourwebsite.com/hr       

Note: the actual link may be 
different depending on the 

installation. 

This access is limited to HR only. Each user that can 

have access to this mode should be assigned with 
unique Username to access the system. 

 
However, HR may at its own discretion create user 

access to non-HR employees for the purpose of 

delegating tasks. The HR access however is not 
designed to be accessible by non-HR employees. 

 

2. Employee Access  

Typical link: 

http://www.yourwebsite.com/staff   
Note: the actual link may be 

different depending on the 
installation. 

This access is dedicated to all employees in the 

organization. Each employee that can have access to 

this mode should be assigned with unique Username to 
access the system. 

 

3. Traini ng Provider Access  

Typical link: 
http://www.yourwebsite.com/trainer    

Note: the actual link may be 
different depending on the 

installation. 

This access is dedicated to all registered training 

providers for the organization. Each training provider 
that can have access to this mode should be assigned 

with unique Username to access the system. 
 

 
A login screen will be shown to request for proper authentication before letting user to use the 

system as shown below. 

 

 
 

  

http://www.yourwebsite.com/hr
http://www.yourwebsite.com/staff
http://www.yourwebsite.com/trainer
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SYSTEM NAVIGATION 
 

Once login, you can navigate through the system easily via top menu and left menu as follow.  
 

User Information  

 

 
 

This information will be shown once an user login to the system. 
 

Top Menu 

 

 
 

The Top Menu is the main navigation for this system. The item in this area will be shown based on 
the access level for the user. Click any of the menu will change the item in the Left Menu.   
 

Bottom Menu 

 

 
 

The Bottom Menu is the same as the Top Menu. However, there are additional links at the Bottom 
Menu which is reserved by Systematic Competency Alliance. 
 

Left Menu ɀ Home 

 

 
 

This is the default Left Menu. Click Home Top Menu will show this Left Menu. 
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Left Menu ɀ Profile  

 

 
 
This menu is dedicated to Profile related features. Click Profile Top Menu will show this Left Menu. 

 

Left Menu ɀ TNA 

 

 
 

This menu is dedicated to TNA related features. Click TNA Top Menu will show this Left Menu. 
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Left Menu ɀ Report 

 

 
 
This menu is dedicated to Report related features. Click Report Top Menu will show this Left Menu. 

 

Left Menu ɀ Admin  

 

 
 
This menu is dedicated to Admin related features. Click Admin Top Menu will show this Left Menu. 

 

Change Theme Menu 

 

 
 

Theme can be changed at any point by selecting any one of the drop-down option. See the Change 
Theme section at the end of this document for further information.  
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Submenu ɀ Employee Menu 

 

 
 
Employee Menu will be shown when the system displays information related to selected employee. 

With this, user can then navigate to other information or function related to the selected employee.  
 

Submenu ɀ Division Menu 

 

 
 
Division Menu will be shown when the system displays information related to selected division. With 

this, user can then navigate to other information or function related to the selected division. 
 

Submenu ɀ Department Menu  

 

 
 
Department Menu will be shown when the system displays information related to selected 

department. With this, user can the n navigate to other information or function related to the selected 
department. 

 

Submenu ɀ Team Menu 

 

 
 
Team Menu will be shown when the system displays information related to selected team. With this, 

user can then navigate to other information or function related to the selected team.  
 

Submenu ɀ KRA Menu 

 

 
 
KRA Menu will be shown when the system displays information related to selected KRA. With this, 

user can then navigate to other information or function related to the selected KRA.  
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Submenu ɀ KPI Menu 

 

 
 

KPI Menu will be shown when the system displays information related to selected KPI. With this, user 

can then navigate to other information or function related to the selected KPI.  
 

Submenu ɀ Job Designation Menu 

 

 
 

Job Designation Menu will be shown when the system displays information related to selected Job 
Designation. With this, user can then navigate to other information or function related to the selected 

Job Designation. 
 

Submenu ɀ JD Category Menu 

 

 
 
JD Category Menu will be shown when the system displays information related to selected JD 

Category. With this, user can then navigate to other information or function related to the selected JD 
Category. 

 

Submenu ɀ Job Description Menu 

 

 
 
Job Description Menu will be shown when the system displays information related to selected Job 

Description. With this, user can then navigate to other information or function related to the selected 

Job Description. 
 

Submenu ɀ Assessment Template Menu 

 

 
 

Assessment Template Menu will be shown when the system displays information related to selected 
Assessment Template. With this, user can then navigate to other information or function related to 

the selected Assessment Template. 
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Submenu ɀ Assessment Menu 

 

 
 

Assessment Menu will be shown when the system displays information related to selected Scheduled 
Assessment. With this, user can then navigate to other information or function related to the selected 

Scheduled Assessment. 

 

Submenu ɀ Training Menu  

 

 
 

Training Menu will be shown when the system displays information related to selected Training. With 

this, user can then navigate to other information or function related to the selected Training.  
 

Submenu ɀ Training Area Menu  

 

 
 

Training Area Menu will be shown when the system displays information related to selected Training 
Area. With this, user can then navigate to other information or function related to the selected 

Training Area. 
 

Submenu ɀ Training Provider Menu  

 

 
 

Training Provider Menu will be shown when the system displays information related to selected 

Training Provider. With this, user can then navigate to other information or function related to the 
selected Training Provider. 

 

Submenu ɀ Course Menu 

 

 
 
Course Menu will be shown when the system displays information related to selected Course offered 

by specific Training Provider. With this, user can then navigate to other information or function 

related to the selected Course. 
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COMMON SCREEN 
 

Pop-up Employee 

 

The pop-up employee is shown whenever the  button is clicked.  

 

 
 

The screen shows the pop-up to search and select existing employee. Enter the following information 
to search: 

¶ Employee ID ï enter partial or complete  

¶ Full Name ï enter partial of complete  

¶ Dept ï enter partial or complete Department Code 

 

Click go or press Enter to search. Once the target employee is found click on the employee link to 
make the selection. 

 

Pop-up Calendar 

 

The pop-up calendar is shown whenever the  button is clicked. 

 

 
 
The above screen shows the Calendar pop-up. Jump through the calendar using the navigation 

available at the top. Once the desired date is found, click on the date to make selection.  
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Chapter 3 ɀ Managing Employee 
Information  
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MANAGING EMPLOYEE INFORMATION 
 

Employee is the heart of Training Need Analysis. The system provides comprehensive information and 
function regarding employee. 

 

EMPLOYEE MENU 
 

 
 
Employee Menu will be shown when the system displays information related to selected employee. 

With this, user can then navigate to other information or function related  to the selected employee. 

 

EMPLOYEE INFORMATION 
 

 
 
The Employee Information will be shown when the system displays information related to selected 

employee. The information:  
¶ Name ï Employee Full Name 

¶ Employee ID ï The Employee ID 

¶ Title ï Employee Title 

¶ Division ï Employee Division 

¶ Designation ï Employee Job Designation 

¶ Department ï Employee Department 

¶ KRA ï Employee KRA 

¶ Report To ï Employee Superior 

¶ KPI ï Employee KPI 

¶ Team ï The Team that the employee belongs to. One employee can belong to more than one 

team 

¶ Mobile ï Employee Mobile Number 

¶ Email ï Employee Email ID 

¶ Gender ï Employee Gender 

¶ Ethnic ï Employee Ethnic 

 

To change the listed information, go to Employee Menu > Basic Information.  
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SEARCH 
 

Access Point  

¶ Profile > Employee 

 

Employee Listing 

 

 
 

The screen show the list of employees already registered in the system. Click the Search Bar to show 

the Search Form as show below. 
 

The listing shows: 
¶ Full Name 

¶ Employee ID 

¶ Report To 

¶ Department 

¶ Email 

 

Search Employee 

 

 
 

The screen show the Search Form to search employee. The search can be done by using either one 

or combination of the following fields:  
¶ Employee ID ï enter partial or full Employee ID  

¶ Employee Name ï enter partial or full Employee Name 

¶ New IC No ï enter partial or full New IC No  

¶ Department ï select either one or leave unselected 

¶ Job Group ï select either one or leave unselected 

¶ # of records ï change to desired number of records or leave as default value ï 100 records 

 

Click Search button to show the search result. Refer to Employee Listing section for search result. 
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ADD EMPLOYEE 
 

Access Point  

¶ Profile > Employee > Add Employee 

 

Add Employee 

 

 
 

The screen show the add employee form. Enter the following information:  

¶ Report To ï click the  button to search existing employee. A pop-up will be displayed to 
search and select existing employee. Refer below. Once an employee is selected, the 

appropriate Full Name and Employee ID will be displayed. 
¶ Division ï Select existing Division or leave unselected. 

¶ Department ï Select existing Department or leave unselected. 

¶ KRA ï Select existing KRA or leave unselected. Once KRA is assigned, the Employee Key 

Result Area will be visible. Refer to Employee Menu > Key Result Area. 

¶ Department ï Select existing Department or leave unselected. 

¶ KPI ï Select existing KPI or leave unselected. Once KPI is assigned, the Employee Key 

Performance Indicator will be visible. Refer to Employee Menu > Key Performance Indicator. 

¶ Job Designation ï Select existing Job Designation or leave unselected. Once Job Designation 

is assigned, the Employee Job Description will be visible. Refer to Employee Menu > Job 
Description. 

¶ Employee ID ï enter a unique Employee ID 

¶ Password ï the default password will be shown and can be reset later 

¶ Full Name ï enter Full Name of the employee 

¶ User Name ï enter unique User Name for the employee which will be used as authentication 

during login 
¶ New IC Number ï enter a unique New IC Number 
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¶ Old IC Number ï enter Old IC Number or leave blank 

¶ Title ï select the existing Title or leave unselected 

¶ Ethnicity ï select the existing Ethnicity or leave unselected 

¶ Nationality ï select the existing Nationality or leave unselected 

¶ Gender ï select the existing Gender or leave unselected 

¶ Birthdate ï click on the  button to show the Calendar Pop-up and to make date selection 

¶ Email ï enter Email address or leave blank 

¶ Mobile Phone Number ï enter Mobile Phone Number or leave blank 

¶ Home Phone Number  ï enter Home Phone Number  or leave blank 

¶ Office Phone ï enter Office Phone or leave blank 

¶ Fax ï enter Fax or leave blank 

¶ Home Address and Correspondance Address ï enter Home Address and Correspondance 

Address or leave blank. Use the same as home button to make the Correspondance Address 
same as Home Address. 

¶ State and Country ï select the State and Country or leave unselected 

 
Click the Add button to add the employee and click the Cancel button to go back to previous screen. 

 

DELETE EMPLOYEE 
 
Please note that the employee is not allowed to be deleted.  

 

UPDATE EMPLOYEE 
 

Access Point  

¶ Profile > Employee > Employee Name 

¶ Employee Menu > Basic Information 
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Edit Employee 

 

 
 
Refer to the Add Employee function for reference of the field. Click the Update button to update the 

employee information or Cancel button to go to previous screen.  
 

 

EMPLOYMENT 
 
Employment History provides a comprehensive reference on the ŜƳǇƭƻȅŜŜΩǎ ŜƳǇƭƻȅƳŜƴǘ ƘƛǎǘƻǊȅΦ 
 

Access Point  

¶ Employee Menu > Employment 

¶ Employee Menu > Employment > Add Employment History 

¶ Employee Menu > Employment > Upload Employment Documents 

¶ Employee Menu > Employment > Employer Name 

¶ Employee Menu > Employment > Delete Employment History 

¶ Employee Menu > Employment > Delete Document 

¶ Employee Menu > Employment > Document Name 
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Employement History  

 

 
 
The screen shows the list of employment history. It also shows the list of the uploaded documents 

related to the e mployment. 
 

Add Employment History  

 

 
 

The screen shows the Add Employment History form. Enter the following information:  
¶ Employer ï enter the full name of the employer and this is usually a company name  

¶ Start Date ï click on the  button to show the Calendar Pop-up and to make date selection 

¶ Duration ï enter the duration of the employment with the employer  

¶ Experience ï enter the detail of the experience during employment  

 
Click the Create button to create the employment history or Cancel button to go to the previous 

screen. 

 

Edit Employment History  
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Refer to the Add Employment History function for reference of the field. Click the Update button to 

update the employment information or Cancel button to go to previous screen.  
 

Delete Employment History  

 

 
 
Click on the Delete link from the Employment History Listing. Click OK button to continue to delete. 

Click Cancel button to cancel the delete. 

 

Upload Employment Documents 

 

Refer to Employee Menu > Document > Upload Document section for further information. 
 

Edit Employment Document 

 

Refer to Employee Menu > Document > Edit Document section for further information. 
 

View Employment Document 

 

Refer to Employee Menu > Document > View Document section for further information. 
 

Delete Employment Document 

 

Refer to Employee Menu > Document > Delete section for further information. 
 

EDUCATION 
 
9ŘǳŎŀǘƛƻƴ IƛǎǘƻǊȅ ǇǊƻǾƛŘŜǎ ŀ ŎƻƳǇǊŜƘŜƴǎƛǾŜ ǊŜŦŜǊŜƴŎŜ ƻƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŜŘǳŎŀǘƛƻƴ ƘƛǎǘƻǊȅΦ 
 

Access Point  

¶ Employee Menu > Education 

¶ Employee Menu > Education > Add Employment History 

¶ Employee Menu > Education > Upload Employment Documents 

¶ Employee Menu > Education > Employer Name 

¶ Employee Menu > Education > Delete Employment History 

¶ Employee Menu > Education > Delete Document 

¶ Employee Menu > Education > Document Name 
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Educational History  

 

 
 

The screen shows the list of education history. It also shows the list of the uploaded documents 
related to the education.  

 

Add Education History  

 

 
 
The screen shows the Add Education History form. Enter the following information:  

¶ Education Center ï enter the Education Center for the employee. This usually is the school, 

college or university. 
¶ Start Year ï enter the year the employee started entering the Education Center  

¶ Score/Grade/Result ï enter the final result upon exiting the Education Center  

¶ Remark ï enter more information or leave it blank  

 

Click the Create button to create the education history or Cancel button to go to the previous screen.  

 

Edit Education History  

 

 
 
Refer to the Add Education History function for reference of the field. Click the Update button to 

update the education information or Cancel button to go to previous screen.  
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Delete Education History 

 

 
 
Click on the Delete link from the Education History Listing. Click OK button to continue to delete. Click 

Cancel button to cancel the delete. 

 

Upload Education Documents 

 
Refer to Employee Menu > Document > Upload Document section for further information. 
 

Edit Education Document 

 

Refer to Employee Menu > Document > Edit Document section for further information. 
 

View Education Document 

 

Refer to Employee Menu > Document > View Document section for further information. 
 

Delete Education Document 

 

Refer to Employee Menu > Document > Delete section for further information. 
 

RESUME 
 

Access Point  

¶ Employee Menu > Resume 

¶ Employee Menu > Resume > Upload Resume 

¶ Employee Menu > Resume > Delete 

¶ Employee Menu > Resume > Document Name 
 

Resume 

 

The list shows the uploaded document related to resume. Refer to Employee Menu > Document 
section for further information. 
 

Upload Resume 
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Refer to Employee Menu > Document > Upload Document section for further information. 
 

Edit Resume 

 

Refer to Employee Menu > Document > Edit Document section for further information. 
 

View Resume 

 

Refer to Employee Menu > Document > View Document section for further information. 
 

Delete Resume 

 

Refer to Employee Menu > Document > Delete section for further information. 
 

DOCUMENT 
 

Access Point  

¶ Employee Menu > Document 

¶ Employee Menu > Document > Upload Documents 

¶ Employee Menu > Document > Delete 

¶ Employee Menu > Document > Document Name 
 

Document Listing  

 

 
 

The screen shows the list of documents for selected employee. 

 

Upload Document 

 

 
 

The screen shows the the Upload Document form. Enter the following information:  
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¶ File ï Click on the Browse button and a pop-up window will be shown to browse and select a 

file to upload 

¶ Category ï select either Employment, Education, Resume, Profile Photo or Training. If the 

upload is coming from employment section, the Employment is pre-selected. If the upload is 
coming from education section, Education is pre-selected. If the upload is coming from 

resume section, Resume is pre-selected. To change the profile photo of the employee, select 
Profile Photo. 

¶ Name ï enter the document name as reference 

¶ Remark ï enter remark or leave blank 

 
Click Upload button to upload the document or Cancel button to go back to previous screen.  

 

 
 

The screen shows the Browse function to browse for a file to upload. Once the file is f ound, click on 

the file name and click Open button to select and close the window.  
 

Edit Document 

 
The document is not allowed to be updated. However, the document can be deleted and the latest 

version can be uploaded. 
 

View Document 

 

Click on the document name from the Document Listing and the system will prompt to save or view 
the document. For some clients, the system will not ask  for confirmation and the document will be 

opened automatically. 
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Delete Document 

 

 
 
Click on the delete link in the file listing to delete the file. A pop-up window will be shown as above 
to confirm the delete process. Click OK button to confirm the delete and Cancel button to cancel the 
delete. 
 

TRAINING HISTORY 
 
Training History provides a mechanism to maintain the historical training records. Ideally, the 
historical training records are: 

¶ The trainings that was attended in prior employment 

¶ The trainings that is kept as a reference only 
 

Access Point  

¶ Employee Menu > Training History 

¶ Employee Menu > Training History > Add Training History 

¶ Employee Menu > Training History > Edit Training History 

¶ Employee Menu > Training History > Delete Training History 
 

Training History Listing  

 

 
 

The screen shows the list of training history.  
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Add Training History  

 

 
 

The screen shows the Add Training History form. Enter the following information:  
¶ Course Code ï enter the Course Code as provided by the Training Provider 

¶ Course Title ï enter the title of the training  

¶ Start Date and End Date ï click on the  button to select the appropriat e Start Date and 

End Date 

¶ Certification ï enter the Certification Name if any or leave blank  

¶ Location ï enter the location of the training  

¶ Provider ï enter the Training Provider name 

¶ Fee ï enter the Fee Amount 

¶ Training Hours ï enter the number of hours for  the training (1 day equals to 8 hours)  

¶ Course Description ï enter the Course Description if any or leave blank 

 
Click the Create button to create the training history or Cancel button to go back to previous screen.  

 

Edit Training History  

 

 
 
Refer to the Add Training History function for reference of the field. Click the Update button to update 

the training information or Cancel button to go to previous screen.  

 

Delete Training History  
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Click on the Delete link in the Training History Listing and the system will prompt to confirm the 

delete process. Click OK button to delete the record or Cancel to cancel the delete process. 

 

TRAINING LIST 
 
Training list indicates the list of training programs for which the selected employee become 
participant.  
 

Access Point  

¶ Employee Menu > Training List 

¶ Employee Menu > Training List > Add Training  

¶ Employee Menu > Training List > Edit Training 

¶ Employee Menu > Training List > Delete Training 
 

Training List  

 

 
 
The screen shows the list of training programs the selected employee is the participant. Click and 
select from the year dropdown to switch to desired year. 
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Add Training  

 

 
 
The screen shows the Add Training form. Select the following: 

¶ Training Program ς select the list of confirmed training program 
 
Click Create button to register selected employee as participant for the training program. Click 
Cancel button to go to previous screen. 
 

Edit Training  

 
Please refer to Training Menu > Training Detail section. 
 

Delete Training  

 

 
 
Click on the Delete link in the Training List and the system will prompt to confirm the delete process. 

Click OK button to delete the record or Cancel to cancel the delete process. 

 

TRAINING CALENDAR 
 
Training calendar indicates the list of training programs in calendar format for which the selected 
employee become participant.  
 

Access Point  

¶ Employee Menu > Training Calendar 

¶ Employee Menu > Training Calendar > Add Training  

¶ Employee Menu > Training Calendar > Edit Training 
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Training Calendar  

 

 
 

The screen shows the list of training programs the selected employee is the participant. Click and 
select from the year dropdown, month dropdown or Today button  to switch to desired date. 
 
The top part of the calendar shows the monthly number of trainings. Click on the month to display 
the training program charted on the daily view of the calendar. Mouse-over to the training code for 
more information of the training program. 
 

Add Training  

 

 
 
The screen shows the Add Training form. Select the following: 

¶ Training Program ς select the list of confirmed training program 
 
Click Create button to register selected employee as participant for the training program. Click 
Cancel button to go to previous screen. 
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Edit Training  

 
Please refer to Training Menu > Training Detail section. 
 

TRAINING REQUEST 
 
Training Request is the training the selected employee requested.  
 

Access Point  

¶ Employee Menu > Training Request 

¶ Employee Menu > Training Request > Add Training 

¶ Employee Menu > Training Request > Edit Training 
 

Training Request Listing  

 

 
 
The screen shows the list of training the selected employee requested. 
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Edit Training Request  

 

 
 

 
 
The above screen shows the Training Request submitted by the selected employee. Depending on 
the Course Type, the following are the actions: 

¶ Course Type = NEW 
o Update ς click Update button to update the Training Request. Enter the following 

information to update: 
Á Course Code ς enter the Course Code as provided by the training provider 
Á Course Title ς enter the course title 

Á Start Date and End Date ς click on the  button to select the appropriate 

Start Date and End Date 
Á Start Time and End Time ς select the time from the dropdown 
Á Certification ς enter the certification name or leave blank 
Á Location ς specify the location of the course 
Á Provider ς specify the Training Provider for the course 
Á Course Fee ς specify how much is the fee per participant 
Á Training Hours ς specify the number of training hours ς 1 day = 8 hours 
Á Justification - specify in detail the reason why HR should approve the 

training request 
o Decline ς click Decline button to reject the request 
o Import ς click the Import button to create master training calendar using the 

Training Request details and automatically register the employee as the participant 
o Cancel ς click Cancel button to return to the previous screen 

¶ Course Type = EXISTING 
o Update ς refer to the Update section above 
o Decline ς refer to the Decline section above 
o Register ς click Register button to register the employee as participant to the 

requested training program 
o Cancel ς refer to the Cancel section above 
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INBOX 
 
The Inbox is the location where tasks that the employee need to perform are listed. 
 

Access Point  

¶ Employee Menu > Inbox 

¶ Employee Menu > Inbox > Assessment Name 

¶ Employee Menu > Inbox > Delete 
 

Inbox Listing  

 

 
 
The screen shows the list of tasks to be performed. 
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Taking Assessment 

 

 
 
The screen shows the assessment to be taken upon clicking the link in the Inbox. HR can take the 
assessment on behalf of the employee. 
 
Answer all questions based on the instruction provided. Once all questions are answered, click 
Submit button to submit the response. Click Reset  button to reset the answer. 
 
The Status will remain OPEN until all questions are answered. 
 

Delete Assessment 

 

 
 
Click on the Delete link in the Inbox and the system will prompt to confirm the delete process. Click  

OK button to delete the record or Cancel to cancel the delete process. 

 

SUBORDINATE 
 
Subordinate is a employee viewer based on their reporting structure. 
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Access Point  

¶ Employee Menu > Subordinate 

¶ Employee Menu > Subordinate > Employee ID 
 

Subordinate Listing  

 

 
 
The screen shows the list of subordinates or employee reporting to selected employee. The list is 
shown in two levels:  

¶ First level shows the employee reporting to selected employee 

¶ Second level shows the employee reporting to the first level  

 
Click on the Employee ID to switch to the selected employee. Click on the Reporting Line (if any) to 

go back to the top level employee.  

 

PEER 
 
Peer is the list of employees associated with target employee for the purpose of peer assessment. 
Peer definition is required in order to schedule peer assessment for selected employee. Peer can be 
defined by any superior for their subordinate or by the HR. 
 

Access Point  

¶ Employee Menu > Peer 

¶ Employee Menu > Peer > Add Peers 

¶ Employee Menu > Peer > Employee ID 

¶ Employee Menu > Peer > Delete Peer 
 

Peer Listing 

 

 
 
The screen shows the list of peers for selected employee. Only a superior can define peers for the 

subordinate. An employee cannot define his own peer. 

 

Add Peers 

 



User Manual | CONFIDENTIAL ACES 

 

Copyright © 2015 Systematic Competency Alliance Sdn Bhd. All rights reserved.     | Page 43 

  

 
 
The screen shows the form to add peers for selected employee. Up to five peers can be added per 

form. Click on the  to select target employee.  

 

Edit Peer Information  

 
Please refer to the Employee Menu > Basic Information Section. 
 

Delete Peer 

 

 
 
Click on the Delete link in the Peer listing and the system will prompt to confirm the delete process. 

Click OK button to delete the record or Cancel to cancel the delete process. 

 

ASSESSMENT RESULT 
 
The assessment result shows all the results for the assessments that are already completed. 
 

Access Point  

¶ Employee Menu > Assessment Result 

¶ Employee Menu > Assessment Result > Assessment Name 

¶ Employee Menu > Assessment Result > Print 
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Assessment Result List 

 

 
 

The screen show the list of assessments that are already completed. 
 

Assessment Result 

 

 
 
The screen shows the result of the assessment. The format of the Result is very similar to the 

assessment when it was taken. The difference is that it show the answer with some analysis including 

the Response, Gap and Weight. 
 

Weight or Weightage will contribute how system calculates the Suggested Training Participant. What 
this means is that the more an employee cumulate weight for specific Training Area, the highly likely 

the employee will be suggested to become participant for Training Program in the specific Training 

Area.  
 

Weight is measured as either 0, 1 or 2. Ideally, the more weight will indicate performance or 
competency problem and should be sent to appropriate training to address the competency.  
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Print Assessment Result 

 

 
 
The screen shows the Assessment Result in a Pop-up window where it shows the printable 

assessment result. 
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JOB DESCRIPTION 
 

Access Point  

¶ Employee Menu > Job Description 

 

Job Description Listing 

 
 
The screen shows the list of Job Descriptions or JD for the selected employee. Refer to Employee 

Menu > Basic Information to assign a different Job Description for the employee.  

 

KEY RESULT AREA 
 

Access Point  

¶ Employee Menu > Key Result Area 

 

Key Result Area Listing 

 

 
 
The screen shows the list of Key Result Area or KRA for the selected employee. Refer to Employee 

Menu > Basic Information to assign a different KRA for the employee.  
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KEY PERFORMANCE INDICATOR 
 

Access Point  

¶ Employee Menu > Key Performance Indicator 

 

Key Performance Indicator Listing  

 

 
 
The screen shows the list of Key Performance Indicator or KPI for the selected employee. Refer to 
Employee Menu > Basic Information to assign a different KPI for the employee.  

 

SUSPEND/TERMINATE 
 
This feature is used to control the ability of the employee to access the system. 
 

Access Point  

¶ Employee Menu > Suspend/Terminate 

 

Suspend/Terminate  

 

 
 
The screen shows the Suspend/Terminate form. Enter the following information: 

¶ Status ς select current status of the employee. Only Active status will allow employee to 
login to the system. Other status will not allow employee login to the system. 
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¶ Remark ς use Remark to enter the reason for the operation 
 
Click Update button to proceed with the process or Cancel button to return to the previous screen. 
 
The screen also shows the list of previous operations for reference. 
 

RESET PASSWORD 
 
This feature is used to reset employee password without knowing existing password. 
 

Access Point  

¶ Employee Menu > Reset Password 

 

Reset Password 

 

 
 
The screen shows the reset password form. Enter the new password twice to the form. Click Reset 
button to reset the password or Cancel button to return to the previous screen. 
 

LOGIN HISTORY 
 
This feature is to provide a detail login history for the selected employee. 
 

Access Point  

¶ Employee Menu > Login History 

 

Login History  

 

 
 
The screen shows the list of logins sorted by login date. 
 

TRANSACTION HISTORY 
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This feature provides the detailed transaction history for the selected employee throughout the 
lifespan in the system. 
 

Access Point  

¶ Employee Menu > Transaction History 

 

Transaction History  

 

 
 
The screen shows the list of detailed transaction sorted by transaction date. 
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DIVISION 
 

Division the a mechanism to group employees.  
 

Access Point  

¶ Profile > Division 

¶ Profile > Division > Add Division 

¶ Profile > Division > Delete 

¶ Profile > Division > Division Name 

¶ Division Menu > Division Detail 

¶ Division Menu > Employee Association 
  

DIVISION MENU 
 

 
 

Division Menu will be shown when the system displays information related to selected division. With 

this, user can then navigate to other information or function related to the selected division.  
 

DIVISION INFORMATION 
 

 
 
The Division Information will be shown when the system displays information re lated to selected 

division. The information:  

¶ Code ï Division Code 

¶ Name ï Division Name 

 
To change the listed information, go to Division Menu > Division Detail.  
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SEARCH 
 

Division  Listing  

 

 
 
The screen show the list of division already registered in the  system. Click the Search Bar to show the 

Search Form as show below. 

 
The listing shows: 

¶ Division Code 

¶ Division name 

¶ Remark 

 

Search Division  

 

 
 

The screen show the Search Form to search division. The search can be done by using either one or 

combination of the following fields:  
¶ Division Code ï enter partial or full Division Code 

¶ Division Name ï enter partial or full Division Name 

¶ # of records ï change to desired number of records or leave as default value ï 100 records 

 

Click Search button to show the search result. Refer to Division Listing section for search result. 
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ADD DIVISION 
 

 
 
The screen show the add division form. Enter the following information:  

¶ Code ï enter the Division Code 

¶ Name ï enter the Division Name 

¶ Remark ï enter any information about  the division or leave blank 

 
Click the Add button to add the division and click the Cancel button to go back to previous screen.  

 

DELETE DIVISION 
 

 
 
Click on the Delete link from the Division Listing. Click OK button to continue to delete. Click Cancel 

button to cancel the delete.  

 

UPDATE DIVISION 
 

 
 
Refer to the Add Division function for reference of the field. Click the Update button to update the 

division information or Cancel button to go to previous screen.  
 

EMPLOYEE ASSOCIATION 
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The screen show the list of employees that belongs to the selected division.  

 

Employee Detail 

 
Please refer to the Employee Profile > Employee Detail section. 
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DEPARTMENT 
 

Department the a mechanism to group employees.  
 

Access Point  

¶ Profile > Department 

¶ Profile > Department > Add Department 

¶ Profile > Department > Delete 

¶ Profile > Department > Department Name 

¶ Department Menu > Department Detail 

¶ Department Menu > Employee Association 
  

DEPARTMENT MENU 
 

 
 
Department Menu will be shown when the system displays information related to selected 

department. With this, user can then navigate to other information or function related to the selected 

department. 
 

DEPARTMENT INFORMATION 
 

 
 

The Department Information will be shown when the system displays information rel ated to selected 
department. The information:  

¶ Code ï Department Code 

¶ Name ï Department Name 

 

To change the listed information, go to Department Menu > Department Detail.  
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SEARCH 
 

Department Listing  

 

 
 
The screen show the list of department already registered in the system. Click the Search Bar to show 

the Search Form as show below. 

 
The listing shows: 

¶ Department Code 

¶ Department name 

¶ Remark 

 

Search Department 

 

 
 

The screen show the Search Form to search department. The search can be done by using either one 

or combination of the following fields:  
¶ Department Code ï enter partial or full Department Code  

¶ Department Name ï enter partial or full Department Name  

¶ # of records ï change to desired number of records or leave as default value ï 100 records 

 

Click Search button to show the search result. Refer to Department Listing section for search result.  
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ADD DEPARTMENT 
 

 
 
The screen show the add department form. Enter the following information:  

¶ Code ï enter the Department Code 

¶ Name ï enter the Department Name 

¶ Remark ï enter any information about the department or leave blank  

 

Click the Add button to add the department and click the Cancel button to go back to previous 
screen. 

 

DELETE DEPARTMENT 
 

 
 

Click on the Delete link from the Department Listing. Click OK button to continue to delete. Click 

Cancel button to cancel the delete. 
 

UPDATE DEPARTMENT 
 

 
 

Refer to the Add Department function for reference of the field. Click the Update button to update the 
department information or Cancel button to go to previous screen. 

 

EMPLOYEE ASSOCIATION 
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The screen show the list of employees that belongs to the selected department.  

 

Employee Detail 

 
Please refer to the Employee Profile > Employee Detail section. 
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TEAM 
 

Team the a mechanism to group employees.  
 

Access Point  

¶ Profile > Team 

¶ Profile > Team > Add Team 

¶ Profile > Team > Delete 

¶ Profile > Team > Team Name 

¶ Team Menu > Team Detail 

¶ Team Menu > Team Member 

¶ Team Menu > Key Result Area 

¶ Team Menu > Key Performance Indicator 
  

TEAM MENU 
 

 
 
Team Menu will be shown when the system displays information related to selected team. With this, 

user can then navigate to other information or function related to the selected team.  
 

TEAM INFORMATION 
 

 
 

The Team Information will be shown when the system displays information related to selected team. 
The information:  

¶ Code ï Team Code 

¶ Name ï Team Name 

¶ KPI ï Key Performance Indicator for the Team 

¶ KRA ï Key Result Area for the Team 

 
To change the listed information, go to Team Menu > Team Detail.  
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SEARCH 
 

Team Listing  

 

 
 

The screen show the list of team already registered in the system. Click the Search Bar to show the 

Search Form as show below. 
 

The listing shows: 
¶ Team Code 

¶ Team name 

¶ Remark 

 

Search Team 

 

 
 
The screen show the Search Form to search team. The search can be done by using either one or 

combination of the following fields:  
¶ Team Code ï enter partial or full Team Code 

¶ Team Name ï enter partial or full Team Name  

¶ # of records ï change to desired number of records or leave as default value ï 100 records 

 

Click Search button to show the search result. Refer to Team Listing section for search result. 
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ADD TEAM 
 

 
 

The screen show the add team form. Enter the following information:  
¶ Code ï enter the Team Code 

¶ Name ï enter the Team Name 

¶ KPI ï select from the KPI dropdown or leave unselected 

¶ KRA ï select from the KRA dropdown or leave unselected 

¶ Remark ï enter any information about the team or leave blank  

 

Click the Add button to add the team and click the Cancel button to go back to previous screen.  
 

DELETE TEAM 
 

 
 

Click on the Delete link from the Team Listing. Click OK button to continue to delete. Click Cancel 
button to cancel the delete.  

 

UPDATE TEAM 
 

 
 
Refer to the Add Team function for reference of the field. Click the Update button to update the team 

information or Cancel button to go to previous screen.  
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TEAM MEMBER 
 

Team Member 

 

 
 
The screen shows the list of employees for the selected Team. 

 

Add Team Member 

 

 
 

The screen shows the Add Team Member form. Click the  button to select existin g employee. The 

system allows up to ten new team member per form. Click on the Update button to add the selected 

employees as the team member or Cancel button to return to previous screen.  
 

Delete Team Member 

 

 
 

Click on the Delete link from the Team Member Listing. Click OK button to continue to delete. Click 
Cancel button to cancel the delete. 
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Employee Detail 

 
Please refer to the Employee Profile > Employee Detail section. 

 

KEY RESULT AREA 
 

 
 
The screen shows the list of Key Result Area items for the selected Team. 
 

KEY PERFORMANCE INDICATOR 
 

 
 
The screen shows the list of Key Performance Indicator items for the selected Team. 
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Chapter 4 ɀ Employee Expectation 
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KEY RESULT AREA 
 

Key Result Area or KRA is a mechanism to set expectation towards employee. If KRA is being used, 
KRA will also becomes the basis for assessing employeeôs performance and competency. 

 

Access Point  

¶ TNA > Key Result Area 

¶ TNA > Key Result Area > Add KRA 

¶ TNA > Key Result Area > Delete 

¶ TNA > Key Result Area > KRA Name 

¶ KRA Menu > KRA Details 
  

KRA MENU 
 

 
 
KRA Menu will be shown when the system displays information related to selected KRA. With this, 

user can then navigate to other information or function related to the selected KRA.  
 

KRA INFORMATION 
 

 
 

The KRA Information will be shown when the system displays information related to selected KRA. 
The information:  

¶ Code ï KRA Code 

¶ Name ï KRA Name 

¶ Target Group ï the information with regards to target group  

¶ Description ï additional information about the KRA 

 
To change the listed information, go to KRA Menu > KRA Detail. 
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SEARCH 
 

Key Result Area Listing  

 

 
 
The screen show the list of KRA already registered in the system. Click the Search Bar to show the 

Search Form as show below. 

 
The listing shows: 

¶ KRA Code 

¶ KRA name 

¶ KRA Info  

¶ KRA Target Group 

 

Search Key Result Area 

 

 
 

The screen show the Search Form to search KRA. The search can be done by using either one or 

combination of the following fields:  
¶ Code ï enter partial or full KRA Code 

¶ Name ï enter partial or full KRA Name 

¶ Item ï enter partial or full KRA Item  

¶ Target ï enter partial or full KRA Target 

¶ # of records ï change to desired number of records or leave as default value ï 100 records 

 

Click Search button to show the search result. Refer to KRA Listing section for search result. 
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ADD KEY RESULT AREA 
 

 
 

The screen shows the add Key Result Area form. Enter the following information:  
¶ Code ï enter the KRA Code 

¶ Name ï enter the KRA Name 

¶ Target Group ï enter any information about the target group or leave blank  

¶ Remark ï enter any information about the KRA or leave blank 

 

Click the Add button to add the KRA and click the Cancel button to go back to previous screen. 
 

DELETE KEY RESULT AREA 
 

 
 

Click on the Delete link from the KRA Listing. Click OK button to continue to delete. Click Cancel 
button to cancel the delete.  

 

UPDATE KEY RESULT AREA 
 

 
 

Refer to the Add KRA function for reference of the field. Click the Update button to update the KRA 
information or Cancel button to go to previous screen.  

 

KRA COMPONENT 
 



User Manual | CONFIDENTIAL ACES 

 

Copyright © 2015 Systematic Competency Alliance Sdn Bhd. All rights reserved.     | Page 67 

  

Access Point  

¶ KRA Menu > KRA Component 

¶ KRA Menu > KRA Component > Add KRA Component 

¶ KRA Menu > KRA Component > KRA Component Code  

¶ KRA Menu > KRA Component > Edit  

¶ KRA Menu > KRA Component > Delete  
 

KRA Component 

 

 
 

The screen shows the list of KRA Component for the selected KRA. 

 

Add KRA Component 

 

 
 

The screen show the add KRA Component form. Enter the following information:  
¶ Code ï enter the KRA Component Code 

¶ Name ï enter the KRA Component Name 

¶ Category ï select from the category dropdown or leave unselected 

¶ Description ï enter any information about the KRA Component or leave blank 

 

Click the Add button to add the KRA Component and click the Cancel button to go back to previous 
screen. 

 

  














































































































































































