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DISCLAIMER

The information contained in this document is the proprietary and exclusive property of Systematic
Competency Alliance Sdn Bhd (1085852xcept as otherwise indicated. No part of this document,
in whole or in part, may be reproduced, stored, transmitted 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 informatibparposes only. Systematic

Competency Alliance Sdn Bhd specifically disclaims all warranties, express or limited, including, but
not limited, to the implied warranties of merchantability and fithess for a particular purpose, except
as provided for in aeparate 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.
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Chapter 1z ACESOverview
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ABOUT TRAINING NEED ANALYSIS

TrainingNeeds Aalysis/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 theerformance 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 efficiens tiera 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:

Who

What

When

Where

Why

How d the training and development program.

eEegegeege

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 whoeed 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 ag@ebn '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 attitudesNot 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 docfmescribing a treatmenivithout assessing the extent of
the person's illness.

Without TNA, learners often find the training session misses the mark. As a result:

w Learners have to make generalizations to relate the training content to job expectations.
W They have difficulty applying new knowledge and skills on the job.
W 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 tieeadhvorganizational strategy, specific
tasks, user and learner needs, specific content to be trained and the return on the training
investment.

Copyright ©2015Systematic Competendliance Sdn Bhdll rights reserved. | Page m
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INTRODUCTION TQACES

What isACES3

W ACES$ a web based solution to automate the Training Need AnajyBi&A process

W ACES®nakes it easy to maintain Employee Profile and to develop Training Calendar
() ACE$nakes it compelling for all employees to participate in making TNA possible

ACES Pro Framework

Employee Employment Employee Performance Training Suggested Training
Profile Expectation  Assessment Gap Analysis Area Remediation Efficiency

raining
Participant

Training

Content

Training
Material

Employment
Information Key Result Area

Employment
History

Key
Performance

Education Indicator

History

Training History datlbza it vbordinate

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

LEE

Non-training

{

6

1. Employee Profileg¢ this will include Employment Information, Employment History,
Education History and Trainihgjstory

2. Employment Expectatiorg, 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 The ability to perform assessment based axiséng Employee
Expectation orthe-fly or using custom built assessment questionnaire targeted to Self, Peer,
Superior and Subordinate

4. Performance Gap AnalysisThe ability to evaluate and analyze Performance Gap based on
Expected Performance and Actirdrformance

5. Training Area¢ 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 calenddortd to specific
employee.

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

7. Training Efficiency the ability to track and monitor efficiency of training program based on
TrainingAssessment on Participant, Content, Trainer and Training Material.

Copyright ©2015Systematic Competendliance Sdn Bhdll rights reserved. | Page n
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ACE®as the ability to help your organization to:

1
1

Assess & Analyzeidentify employee expected vs actual competency and performance and
analyze the training needed to improve competgrand performance

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

Deliver Progrant, Easily share training documents and imfation among participant, send
notifications and monitor attendance

Evaluate Performance Capture participant feedback, monitor employee performaneg 3
months after attending training and repeat/abandon training based on the training
efficiency

Copyright ©2015Systematic Competendliance Sdn Bhdll rights reserved. | Page
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Chapter2 z Working With ACES
Application
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BEFORE YOU BEGIN

Trademark and Licenses

ACESis a registered trademark and you may use this product subject to the terms and conditions
by Systematic Competency AllianceSdn Bhd.

The ACESsoftware 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.

Copyright ©2015Systematic Competendliance Sdn Bhdll rights reserved. | Page
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SYSTEMACCESS ANDOGIN

The system is accessible through three different modes:

No Mode Remark
1. HR Access This access is limited to HR only. Each user that can
Typical link: have access to this mode should be assigned with

http://www.yourwebsite.com/hr

Note: the actual link may be
different depending on the

unigue Username to access the system.

However, HR may at its own discretion create user

installation. access to non-HR employees for the purpose of
delegating tasks. The HR access however is not
designed to be accessible by nonHR employees.
2. Employee Access This access is dedicated to all employees in the
Typical link: organization. Each employee that can have access to

http://www.yourwebsite.com/staff

Note: the actual link may be
different depending on the

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

installation.
3. Traini ng Provider Access This access is dedicated to all registered training
Typical link: providers for the organization. Each training provider

http://www.yourwebsite.com/trainer

Note: the actual link may be
different depending on the
installation.

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.

LXCES

ADMINISTRATOR PANEL |

() Welcome HR, please login

Please take note the following reminder from us:

You play a significant role in your online security
- Keep your Password confidential at all times.

Your account here contains sensitive

User Mame:

Flease enter your credential below.

information. So any unauthorized entry to your [
account can negatively impact you and your
information.

Password:

We will not be responsible for any loss due to [
your negligence in protecting the security of your
account.

We recommend frequent changing of
Passwords for enhanced security.

Forgot Password

Copyright @ 2014 Systematic Competency Aliance Sdn Bhd

Visit us at www.scoma.com.my |

Privacy Motice | Conditions of Use

Copyright ©2015Systematic Competendliance Sdn Bhdll rights reserved.
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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

Welcome:

System Administrator (admin)
Role: admin

Email: hr@mail.com

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

Top Menu

HOME PROFILE TNA REPORT ADMIN LoGOUT [ ]

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

HOME | PROFILE | TWA | REPORT | ADMIN | LOGOUT

Copyright © 2014 Systematic Competency Aliance Sdn Bhd | Wisit us at www.scoma.com.my | Privacy Motice |  Conditions of Use

The Bottom Menu is the same as the Top Menuweler, there are additional links at the Bottom
Menu which is reserved yystematic Competency Alliance

Left Menu z Home

* Home

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

Copyright ©2015Systematic Competendliance Sdn Bhdll rights reserved. | Page



User Manual [CONFIDENTIA ACES

Left Menu z Profile

+ Profile Home

o Emplovee

+ Division

o Department

o Team

o Emplovee Feedback

P Update Reguest

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

Left Menuz TNA

* THA Home

P Key Result Area

o Key Performance Indicator
o Job Designation

oo Job Description

o Jdob Description Category
vooAssessment Schedule
FooAssessment Template

o Master Training

o Training Reguest

o Training Area Map

oo Training Provider

v Master Course

o Master Trainers

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

Copyright ©2015Systematic Competendliance Sdn Bhdll rights reserved. | Page
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Left Menu z Report

' Report Houne
o Transaction History
ko Login History
F Report Listing

b Other Report Listing

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

Left Menu z Admin

* Admin Home

P Zhanoe Passwaord

o Bystermn Configuration
P Lger Group Access

b Bystemn Setting

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

Change Theme Menu

() CHANGE THEME

Gold bl

Theme can be changed at any point by selectingom@yof the dropdown option. See the Change
Theme section at the end of this document for further information.

Copyright ©2015Systematic Competendliance Sdn Bhdll rights reserved. | Page
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Submenuz Employee Menu

st romston esessmer [ aing - i s | oigioe

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.

Submenuz Division Menu

i Joweer [enpeee

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.

Submenuz 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.

Submenuz Team Menu

e | TRy [ ——

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.

Submenuz KRA Menu

e x| comporent | v | ciment | ks npires

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.

Copyright ©2015Systematic Competendliance Sdn Bhdll rights reserved. | Page
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Submenuz KPI Menu

m Key Performance Indicator » | KPl Groups » m KPI Associated Employee »

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.

Submenuz Job Designation Menu

m Job Designation » | Job Description » | JD Associated Employee »

Job Designation Menuwill 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.

Submenuz JD Category Menu

m Category » | Job Description Association »

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.

Submenuz Job Description Menu

m Master Job Description » | Job Designation Association » | Employee Association »

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.

Submenuz Assessment Template Menu

Assessment Template Menu will be shownwhen 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.

Copyright ©2015Systematic Competendliance Sdn Bhdll rights reserved. | Page
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Submenuz 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.

Submenuz 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.

Submenuz Training Area Menu

m Training Area Association »

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.

Submenuz Training Provider Menu

s ormsion | manngses i

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.

Submenuz 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.

Employves ID Full Marne .

1

1

1

1

1

1

No. (Full Name Employee ID Dept |
KamMaLl BIMN MOHAMAD K1le47 10a0 i
Marhaen bt, Moharmad Mor Kl682 100

Siti Muratikah bt. Mohd Ahkuan K1627 100 !

P N e N e L SR RN U UM g £ PRCRFRNF N N RS S ——— e !

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

1 Employee IDi enter partial or complete

1 Full Namei enter partial of complete

1 Depti 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.

(<] [ Mov v [2009 +|[5]

Su Mo Tu We Th Fr Sa
1 2 3 4 5 6 7
2 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 2B
9 20 1 2 3 4 &5

Today : 27 Dec 2009

The above screen shows the Calendar popup. 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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Chapter3 z Managing Employee
Information
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MANAGINGEMPLOYEHNFORMATION

Employee is the heart of Training Need Analysis. The systemprovides 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

| Mame : Kamal Bin Safar Ermployee 1D KO891

. Title ; J29 - PEMBAMTL TEKMIK Division : Corporate

| Designation ;. Operator Department ; UMNIT KEJURUTERAAR At
i KRA: Sample Caontract Employees Report To : Mohd Maaraff b, Mohd Yusoff

! KPI: Sample Sales Executive Team : Sample Sales Team 1, Sample
! Customer Service 1

| Mobile © 0191001000 Ernail : karmal@baitulumrmah.com

| Gender: Lelaki Ethnic : Melayu

Reporting Line: KO8S6
The Employee Information will be shown when the system displays information related to selected
employee. The information:

Name i Employee Full Name

Employee IDT The Employee ID

Title T Employee Title

DivisionT Employee Division

Designationi Employee Job Designation

Department i Employee Department

KRAT Employee KRA

Report To T Employee Superior

KPIT Employee KPI

Team1 The Team that the employee belongs to. One employee can belong to more than one
team

Mobile i Employee Mobile Number

Emaili Employee Email ID

Genderi Employee Gender

Ethnic i Employee Ethnic

E I L

= =4 =8 -4

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

1 Profile > Employee

Employee Listing

® Employee Listing

Add Employee

Search result limitto 100 Fage 1 0f4
Mo: Full Mame: Employee ID;  Report To:  Dept  Email
1 KAMAL ARIF MAZ BIN MASMAN SCADTE1 HR karnali@baitulurmmah.cam
2 RIDZUAN AZIZ SCANMON SCANT HRE ridzuanig@hbaitulummah.com
3 HADY DZAHIR SCAS11SE SCANT AT ADM  kamalarifmaz@amail.com
4 RAREZPACHARAILD SCALDO00 SCART15 ADM
5 KAMAL BIN MOHAMAD SCABEE SCADTO21T HR kamal@haitulummah.org
C_ A __FEAHMIARDUL ________________________ SCATED ____ SCANTAT_ __ADM________________

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

E I

Search Employee

1

1

|

| Enter the search criteria below.
1

! Employee 10: Employee Mame :
1

1

1

1

1

1

Mew [ Mo Department | Pleaze Chooze w
Job Group: | Please Choose v #of records: [ 100 records v || search |

The screen show the Search Formto search employee. The search can be done by using either one
or combination of the following fields:

Employee ID i enter partial or full Employee ID

Employee Namei enter partial or full Employee Name

New IC NoT enter partial or full New IC No

Department i select either one or leave unselected

Job Groupi select either one or leave unselected

# of records 1 change to desired number of records or leave as default value 7 100 records

=A =4 =8 -84

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

1 Profile > Employee Add Employee

Add Employee

__________________________________________________________________________________________

® Add Employee

Employment Information

Report To: | Division: | Please Choose v |
Ermplovee 1D; Department: | Please Chooss v|
KRA | Please Chooze W Jah Designation: | Pleaze Choose w |
KPI: | Please Choose v
Employee |D: Fassword: 1234
Full Mame: Izar Mame:
Meww |G Murmber: Old 1C Murnber:
Title: | Please Choose W Ethnicity: | Please Chooze w
MHationality: | Malaysia v Gender: | Please Choose "
Birth Date: i Email:
hobile Phone Mo: Home Phone Mo:
Office Phone Ma: Fax Mo
Home Address: Correspondance Address:
State: | Please Chooze v State: | Plesse Chooze A
Country: | Malaysia b Country: | Malaysia b

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

| button to search existing employee. A pop-up will be displayed to

1 ReportToi click the
search and select existing employee. Refer below. Once an employee is selected, the
appropriate Full Name and Employee ID will be displayed.

9 Divisioni Select existing Division or leave unslected.

1 Department i Select existing Department or leave unselected.

1 KRAI 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.

1 Department i Select existing Department or leave unselected.

1 KPIT 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.

1 Job Designationi 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.

1 Employee IDT enter a unique Employee ID

1 Passwordi the default password will be shown and can be reset later

1 Full Namei enter Full Name of the employee

1 User Namei enter unique User Name for the employee which will be used as authentication
during login

1 New IC Numberi enter a uniqgue New IC Number
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Old IC Number i enter Old IC Number or leave blank

Title i select the existing Title or leave unselected

Ethnicity 7 select the existing Ethnicity or leave unselected
Nationality 1 select the existing Nationality or leave unselected
Genderi select the existing Gender or leave unselected

Birthdate 1 click on the button to show the Calendar Pop-up and to make date selection
Email T enter Email address or leave blank

Mobile Phone Numberi enter Mobile Phone Number or leave blank

Home Phone Number i enter Home Phone Number or leave blank

Office Phonei enter Office Phone or leave blank

Faxi enter Fax or leave blank

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

9 State and Country i select the State and Country or leave unselected

=4 =4 =8 8444 44494

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

1 Profile > Employee Employee Name
1 Employee Menu > Basic Information
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Edit Employee

Employment Information

Report To: [rpzian A7 | Division: | Corporate v|
Emploves 10 | SCan1 02 Departrnent: | Human Resource vl
kRA | High Management W Joh Designation: | akauntan 1 v|
KFI | Please Choose w
Emplovee ID: |SCABEE Password:

Full Mame: [Kamal Bt MoHAMAD
Mewy [C Mumber: (7777

UserMame: kamala
Qld G Mumber: 7777

Qccupation: Ethnicity: | Malay w
Mationality: | Malaysia W Gender: | Male w

Mabile Phone Mo: Harme Phane Mo:
COffice Phone Mo: Fax Mo
Home Address:

Correspondance Address:

zame as home

State: | Pleaze Choose

w State:

Country: | Malaysia

w Country:

[ Update ][ Cancel ]

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
|
1
| Birth Date: E] Email: [kamal@baitulummah org
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

Pleasze Choose w

Malayzia w

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 orSthelLJt 2 8 SSQa

= =) =) =) =) =] =

Employee Menu > Employment
Employee Menu > Employment > Add Employment History

Employee Menu > Employment > Upload Employment Documents
Employee Menu > Employment > Employer Name
Employee Menu > EmploymenDelete Employment History
Employee Menu > Employment > Delete Document
Employee Menu > Employment > Document Name

SYLX 2
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Employement History

Add Employment History | Upload Employment Documents

Mo Employer: Start Date ;Duration Experience: Actian:
mithy:
1 Mesiniaga Berhad 12 Jan 2Years Apnplication Developer, Solution Architect, Dalate
2009 Froject Manager
2 Precision Portal Sdn BEhd 12 Jan 2Years Pre-sales, Project Management Delete
2009
Sdn Bhd 2009
4 Baitulummah Holdings Sdn Bhd 01 Jan 24 Pre-sales engineer Delete
19489 Project management

Salution Architech

1
1
1
1
1
1
1
1
1
1
1
1
1
1
i
E 3 Strategic Corporate Alliance 12 Jan f mMonths Application Development, Project Management Delate
1
1
1
1
1
i
i Emplayrment Documents

i Mo Mame: Categary: Create Date . Remark: Actian:

i 1 test.doc employment 07 Oct200907:10:96 PM Delete

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

Employment History
Emplnver:| | Experience:

Start Date:| |

Duration (mth): | |

The screen shows the Add Employment History form. Enter the following information:
1 Employeri enter the full name of the employer and this is usually a company name
9 Start Date i click on the button to show the Calendar Pop-up and to make date selection
1 Duration i enter the duration of the employment with the employer
1 Experiencei 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

Employment History
Employver: |S‘lrategic Corporate Aliance Scn Bhd | Experience: ek Developer

Start Lalte: 4 pec 2008 |

Duration (mth): |a |

[ Update ” Cancel ]
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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

The page at rz|

e Are vou sure you wank to delete this record?

[ ok | [ Cancel

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 > Documernit/pload 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 furtfemation.

Delete Employment Document

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

EDUCATION

9RdzOF GA2Yy | A&d02NE LINPOARSA | O2YLINBKSyaArAgs

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

= =4 -4 -8 _-95_°2_-°
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Educational History

__________________________________________________________________________________________

Add Education History | Upload Educational Documents

Mo: Education Center: Vear ResultRemark: Actian:
1 Sekolah Menengah Kebangsaan Bagan 1991 A ketua kelas Delate
Terap Ketua Fengawas
2 University of Oklahoma 1998 275 Incomplete Delete
3 PPP/ATM Shah Alam 1987 2.75 2 vears preparation for student learning Deleta
averses.

Educational Documents
Mo: Bame: Category:  Create Date : Remark: Action:

1
1
1
1
1
1
1
1
1
1
1
:
1
| Pelajar Terbaik Tingkatan 3
1
1
1
1
1
1
1
1
1
1
|
1
. 1 New Microsoft Office Word Document.docx education 27 Jul 2009 03:07:24 PM Delete

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

Add Education History

Education History
Education Center:| | Remark:

8tar1‘r’ear:| |

ScureIGradeIResult| |

The screen shows the Add EducationHistory form. Enter the following information:
1 Education Centeri enter the Education Center for the employee. This usually is the school,
college or university.
9 Start Yeari enter the year the employee started entering the Education Center
1 Score/Grade/Reslt i enter the final result upon exiting the Education Center
1 Remarki 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

Education History
Education Center: |Llnivers'rt\,f of Oklahoma | Rernark | Incomplete

Start Year: 1998 |

Final Result [2.75 |

[ Update ][ Cancel ]

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

The page at [Z|

9 Are vou sure you wank to delete this record?

[ ok | [ Cancel

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 > DocumeriEdit 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 infoomat

RESUME

1 Employee Menu > Resume

1 Employee Menu > Resume > Upload Resume

1 Employee Menu > Resume > Delete

1 Employee Menu > Resume > Document Name
Resume

The list shows the uploaded document related to resume. Refer to Employee MenuBocument
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

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

Delete Resume

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

DOCUMENT

Employee Menu > Document

Employee Menu > DocumentUpload Documents
Employee Menu > Document > Delete
Employee Menu > Document > Document Name

E N NN

Document Listing

Upload Documents

1
1 1
1 1
1 1
| |
1
Moo Mame: Categary: Create Date : Remark: Action: |
1
i 1 New Microsoft Office Word Document.docx  education 27 Jul 2009 03:07:24 P Delete !
' 2 Resume 2003.doc resume 14 Dec 2008 04:12:34 PM Resume 2008 Delete |
13 malel.jpg photo 05 Qct 2008 10:10:16 PM - Phato Delete |
' 4 Time Management.pdf training 07 Oct20090510:08 FM  test Delete |
! 5 sekolah.doc training 07 Qct 2009 07:10:94 PM Delete |

The screen shows the list of documents for selected employee.

Upload Document

__________________________________________________________________________________________

1

1
! 1
i File: |[ Browse.. ] '
' Category: | Please Choose v| Rermark: i
! I
| Mame: | !
! :
! 1
! 1
! 1
! I

[ Upload ” Cancel ]

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

1 Categoryi 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.

1 Namei enter the document name as reference

1 Remarki enter remark or leave blank

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

File Upload HE
Look, ir: |@ Desktop v| 0 T 2 [0

o D My Documents

& :3 vj My Computer
My Fecent ":JM? Metwork, Places
D ocumets I deskin

FL'

Desktop

9

by Documents

o

by Computer

-

: File narme: |reference.t:-:t b |
MyNstwork  Files of type: | All Files v

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

The page at

e Are wou sure you wank to delete this recard?

[ ok | [ Cancel

Click on the delete link in the filesting to delete the file. A pepp 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 hisabtraining records. Ideally, the
historical training records are:

1 The trainings that was attended in prior employment

9 The trainings that is kept as a reference only

Employee Menu > Training History

Employee Menu > Training History > Alddining History
Employee Menu > Training History > Edit Training History
Employee Menu > Training History > Delete Training History

E RN

Training History Listing

Add Training History

1 1
1 1
1 1
1 1
1 1
1 1
| Mo Code Course Title ourse Description: Date: Action: |
i 1 PSCOO01 Fengurusan Cemerlang Pengurlsan Cemerlands 18 Qct 2008 - 21 Oct 2008 Deleta i
2 PSC002  Feningkatan Muty Peningkatan Mutu lerjaya 13 hiay 2009 - 18 hay 2008 Delete |
I 3 PSC003 Tearn Building Tearn Building Training 19.Jul 2009 - 21 Jul 2009 Delate |
14 PSCO04 Baskethall Camp Baskethall Camp 06 Mar 2009 - 09 Mar 2009 Delate |
| & PSCB0O02 Fersonal Confidence Builders Interpersonal Skills 07 Cct2009-15 Cct 2009 Delete |

The screen shows the list of training history.

Copyright ©2015Systematic Competendliance Sdn Bhdll rights reserved. | Page



User Manual [CONFIDENTIA ACES

Add Training History

Training History

Course Cude:|

| Course Description:

Course Title:|

Start Date:
End Date:

Location:
Provider:
Fea:

Trainirg Hnurs:|

1
1
1
1
1
1
1
1
1
1
1
1
|
| Certification: |
|
1
1
1
1
1
1
1
1
1
1
1
1
1

The screen showsthe Add Training History form. Enter the following information:
Course Codei enter the Course Code as provided by the Training Provider
Course Titlei enter the title of the training

1
il

il

=A =4 =8 -4 -4

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

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

End Date
Certification i enter the Certification Name if any or leave blank
Location i enter the location of the training

Provideri enter the Training Provider name

Feei enter the Fee Amount
Training Hours i enter the number of hours for the training (1 day equals to 8 hours)

Course Descriptioni enter the Course Description if any or leave blank

Edit Training History

Training History
Course Code: P5Co01

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

Course Title: |Pengurusan Cemetlang

Start Date: |19 Ot 2008

End Date: |21 Ot J008

Certiﬂcation:|

Location: |Sunwa'f Pyrammid, Subang Jays

Frovider:

Fee:

Strategic Corporate Alliance

1]

Training Hours: |2

[ Upclate ” Cancel ]

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

Delete Training History

Penguruzan Cemerlangs
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The page at [E|

e Are wou sure you wank to delete this record?

[ ok | [ Cancel ]

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.

1 Employee Menu > Training List
1 Employee Menu > Training List > Add Training
1 Employee Menu > Training List > Edit Training
1 Employee Menu > Training List > Delete Training
Training List
Add Training
Mo Code: Course: Description : Dates: Action:
1 PSCO001 Pengurusan Cemerlang Fengurusan Cemerlang 28 hlay 2009 - 28 May 2009 Delate

1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
| Selesa Hill Resart i
| 22/a-25/4r20049 |
! Casual attire |
| 2 PSCO002 Team Building - TogetherWe Stand  Team Building - Together Ye Stand 22 Jul 2009 - 25 Jul 2009 Delete |
| Seless Hill Resart |
| 22/5-25/4r2009 |
: |
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1

3 CLS001 ReikiLvT Feiki LVT 06 Jul 2008 -10Jul 2009  Delete
4 PSC0034 FPengurusan Kewangan Lewel 2 Trainer, SCA 13 0ct2009-16 0ct 2009 Dealete
Tempat Port Dicksana
5 CL5002 Kepimpinan Cemerlang Trainer: 5CA 2T Oct2009- 30 Oct 2009 Delate

Tempat Selesa Hill Resar, Melaka

_________________________________________________________________________________________

The screen shows the list of training programs sk&ected 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:
9 Training Program select the list otonfirmed 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 Detadtion.

Delete Training

The page at [5__<|

e Are wou sure you wank to delete this record?

[ ok | [ Cancel ]

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.

1 Employee Menu > Training Calendar
1 Employee Menu > Training Calendar > Add Training
1 Employee Menu > Trainir@alendar > Edit Training
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Training Calendar

| Today |

[ e
T

Sunday Monday Tuesday Thursday i Saturday

CLS001

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
:

July 6, 2009 :
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

| Lagend:
:Y‘ellow Backaround = goTHA Training

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.

Thetop part of thecalendar shows the monthly number of trainingick on the month to display

the training program charted on the daily view of the calendar. Memser to the training code for
more information of the training program.

Add Training

Training Detail |
1

Training Program: | Plesse Choose " :

1

1

1

__________________________________________________________________________________________

The screen shows the Add Training form. Select the following:
9 Training Program 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 previowscreen.
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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.

1 Employee Menu > Training Request
1 Employee Menu > Training Request > Adaining
1 Employee Menu > Training Request > Edit Training

Training Request Listing

1 1
1 1
! Add Training |
1 1
i Mo Code: Course: Justification Status : Dates: i
|1 PSCO05 Pencegahan kebakaran Perlukan latihan ini untuk kenaikan IMPORTED 14 Oct 20049 - 16 Oct |
| pangkat 2008 |
| 2 CLS001 ReikiLvT test REGISTERED 22 Jul 20049 - 25 Jul |
! 2009 |
| 3 PRCO51 Pengurusan Mesin Pengisar To attend and train own team upan DECLIME 13 0ct 2009 - 16 Ot |
! returning 2009 '
|4 PSCO0034 Pengurusan Kewangan Level 2 for reference only REGISTERED 13 Qct 20049 - 16 Ot |
! 2009 |
1 1
| 5 TBL5220 Team Building - Together We Fortearmn enhancement. Using team 04 Dec 2009 - 05 Dec |
! Stand budget. 2004 |
1 B CLS002 Kepimpinan Cemerlang sadasd 27 Oct 2009 - 30 Oct |
! 2009 !
1 1

__________________________________________________________________________________________

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

__________________________________________________________________________________________

Course Code: |cLS002 Justification: | Keperiuan untuk naik pangkst
Course Title: |Kepimpinan Cemerlang
Start Date: [o7 oo o00g
End Date: 20 Ozt 2009

Start Time: | Pleaze Choose
End Time: | Please Choose
Cerification: {Ma,
Location: | Sumwesy Pyramid
Provider: | Strategic Corporate Aliance
Course Fee: 1500
Training Hours: |1g

Courze Type: EXISTIMG
Course Status: TOATTEMD
Reguest Status:

[ Updlate H Decline ][ Register ][ Cancel l

The above screen shows the Training Request submitted bselbeted employee. Depending on
the Course Type, the following are the actions:
1 Course Type = NEW
0 Updatec click Update button to update the Training Request. Enter the following
information to update:
A Course Code enter the Course Code as provided by traning provider
Course Title enter the course title

Start Date and End Datgclick on the button to select the appropriate
Start Date and End Date
Start Time and End Tingeselect the time from the dropdown
Certificationg enter the certification mme or leave blank
Locationg specify the location of the course
Providerg specify the Training Provider for the course
Course Fee specify how much is the fee per participant
Training Hourg, specify the number of training hougsl day = 8 hours
Justification specify in detail the reason why HR should approve the
training request
o Declineg click Decline button to reject the request
o Import¢ click the Import button to create master training calendar using the
Training Request details and automatically register the employee as the participant
0 Cancek click Cancel button to return to the previous screen
1 Course Type = EXISTING
0 Updatecg referto the Update section above
o0 Declineg refer to the Decline section above
0 Register click Register button to register the employee as participant to the
requested training program
o Cancek refer to the Cancel section above

> > > > D> D>
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INBOX

The Inbox is the locatiowhere tasks that the employee need to perform are listed.

1 Employee Menu > Inbox
1 Employee Menu > Inbox > Assessment Name
1 Employee Menu > Inbox > Delete

Inbox Listing

| Moz ftem: Marne Period: Action: |
| 1 SELF Assessment for KAMAL ARIF MAZ BIN Low Mgt kRABased  16Nov2009- 30 Nov2008 Delete |
' MASMAN - SCAO151 Assessment !
| 2 SELF Assessment for KAMAL ARIF MAZ BIN  Sifu Mirza - HM 07 Dec 2009 - 21 Dec 2009 Delete !
i |

MASNAN - SCAO151

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

EMPLOYEE ASSESSMENT
A4H BT TO

ent on Kerani JOI

ction:  You have to complete a ng all guestions for thi nent within the specified period.

JD - GENERAL

Flease modify this note
Please modify this instruction

1 Bankreconciliations

O Rrate 1 O Rate 2 O Rate 3 O Rate 4 O Rate 5 O Rate &
2 Clock-in dan clock-out

O Rrate 1 O Rate 2 O Rate 3 O Rrate 4 O Rate 5 O Rate &
3 Cashhook updating

O Rrate 1 O Rate 2 O Rate 3 O Rate 4 O Rate 5 O Rate &
4 ERF Updating

O Rate 1 O Rate 2 O Rate 3 O Rate 4 O Rate 5 O Rate 6

The screen shows the assessment to be taken upon clicking the link in theHiiboan take the
assessment on behalf of the employee.

Answer all questions based on the instruction provided. Once all questions are answered, click
Submit buton to submit the response. Click Reset button to reset the answer.

The Status will remain OPEN until all questions are answered.

Delete Assessment

The page at |g|

6 Are vou sure you wank to delete this record?

i (0] 4 i [ Cancel ]

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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1 Employee Menu > Subordinate
1 Employee Menu > Subordinate > Employee ID

Subordinate Listing

Mo Employvee 1D Full Mame : KRA: KPI: JO Dept:

1 SCAGES KAMAL BIM MOHAMAD Hiut JDnna HF
Subordinates:

Z SCA3232 SHAMSUL FAMAL Hht JDon: HF
Subordinates:
1. SCA5000 - FAREZ MOHAMALD

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

1 First level shows the employee reporting to selected employee

1 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 definitionis required in order to schedule peer assessment for selected employee. Peer can be
defined by any superior for their subordinate or by the HR.

1 Employee Menu > Peer

1 Employee Menu > Peer > Add Peers

1 Employee Menu > Peer > Employee ID

1 Employee Menu > Peer > Delete Peer
Peer Listing
E Add Peers E
| Mo Ernployes 1D Full Mame : Location : Action i
| 1 0801310 FAOZIAH BT SHAHID SE13- Delete |
| 2 SCA01021 RIDZUAN AZIZ HR - Manager Delete |

_________________________________________________________________________________________

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
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iSeIect Peers |
1

i F'eer1:| | Ermployes ID:| | i

| F'eer2:| | Ermployee ID:| | :

1

| F'eer3:| | Ermployee ID:| | i

1

! Peer4:| | Employes ID:| | i

1

! F'eer5:| | Employes ID:| | i

1

| |

: 1

[ Update ” Cancel ]

__________________________________________________________________________________________

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

The page at E'

e Are vou sure you wank to delete this record?

[ ok | [ Cancel

Clickon 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 assessrtiattare already completed.

1 Employee Menu > Assessment Result
1 Employee Menu > Assessment Result > Assessment Name
1 Employee Menu > Assessment Result > Print
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Assessment Result List

__________________________________________________________________________________________

i Mo: Herm: Marme Period: Diate Taken:  Action: i
i 1 PEER Assessment for RIDZUAN AZIZ KRA Middle hiat 03 Mow 2009-10 Moy 2009 09 Dec 2009 Print !
| -SCA01021 Assessment :
i ? SUPERIOR Assessment for FAHMI  Assessmenton 02 Mow 2009 - 30 Moy 2009 09 Dec 2009 Print i
! ABDUL - SCATES Kerani JOI :
! 3 SUPERIOR Assessment for RIDZUAN Assessment on 02 Moy 2009- 30 Moy 2008 09 Dec 2009 Print !
| AZIZ - SCAD1021 Kerani JOI :
., 4 SUPERIOR Assessment for HADY  Assessmentan 02 Moy 2009- 30 Moy 2009 09 Cec 2009 Print !
| DZAHIR - SCAS5115 Kerani JOI !
L e e e e e e e e e e e e e e e e e e e e e o o o = e = = = = = = = = = = = = = = - ———— === = - — - - - - === ——— a

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

Assessment Result

ASSESSMENT RESULT
M

1 Bankreconciliations
Rate 1 to & Answered =1, Gap = 5, Weight = 2

Training Area: Basic Accounting

2 Clock-in dan clock-out
Rate 1 to 6: Answered = 2, Gap = 4, Weight = 2

Training Area: Basic Accounting

3 Cashhook updating
Rate 1 to 6 Answered =3, Gap = 3, Weight = 1

Training Area: Basic Accounting

4 ERP Updating
Rate 1 to 6: Answered = 4, Gap = 2, Weight = 1

Training Area: Basic Accounting

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, Gapand 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

") goTNA HR Portal - Mozilla Firefox

[Mote:

ASSESSMENT RESULT

ARIF b

tus:

Instruction:

on the Job

([

Suhject:

1

Bank reconciliations
Rate 1 to 6: Answered = 1, Gap = 5, Weight = 2
Training Area: Basic Accounting

Clock-in dan clock-out
Rate 1 to & Answered = 2, Gap = 4, Weight = 2

Training Area: Basic Accounting

Cashbook updating
Rate 1 to B Answered = 3, Gap = 3, Weight = 1

Training Area: Basic Accounting

ERF Updating

Fate 1 to 6: Answered = 4, Gap = 2, Weight = 1
Training Area: Basic Accounting

The screen shows the Assessment Result in a Popup window where it shows the printable
assessment result.
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JOB DESCRIPTION

Job Description Listing

Code:

JOno0n4
JD003
JD00z
JOMO0E
JD001

Description

1 Employee Menu > Job Description

Bank reconciliations
Cashbook updating
Clock-in dan clock-out

Close Office

ERF Updating

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

Key Result Area Listing

1 Employee Menu > Key Result Area

Component:
Creativity (Froblem Solving)

Creativity (Froblem Solving)
Creativity (Froblem Salving)
Creativity (Froblem Solving)
Creativity (Froblem Solving)

Creativity (Problem Salving)
Creativity (Froblem Solving)

Creativity (Froblem Solving)
Creativity (Froblem Solving)

Creativity (Froblem Solving)
Creativity (Froblem Salving)

on Analkytical
Decizion Making
on Analktical
Decizion Making
o Anahdical
Decision Making
O Anahdical
Decision Making
o Anahdical
Decision Making
On Innovativeness
On lnnovativeness

On Innovativeness
on Innovativeness

On Innovativeness

O Lateral Thinking

Description

Able to forecase the outcome of available option and determine the best
option far paricular situation
Motice discrepancies & incansistencies in available information

Weigh the cost, henefit, risk and changes for success inmaking a
decision

See similiarities hetween a new situation and past situations of different
type

Evaluate alternatives rigorously and systematically

Foster innowation in others, encourages fresh perspectives

Fushthe frontier of knowledge by doing things that are unigue,
leading-edge and new o the industry

Able to recognize when new approaches are required when situation call
Generate creative new ideas and converts them into novel, useful and
viable commercial products, services and business practices

Go bevond conventional and explare creative uses of resourses

Ahle to shift thinking patterns, away from entrenched or predicahle thinking
to new or unexpected ideas

The screen showsthe 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 IN@IATOR

1 Employee Menu > Key Performance Indicator

Key Performance Indicator Listing

1 1
Mo Mame; Description: |
i1 Target quarerly sales of BRW200,000 Target gquarterly sales of RM200,000 i
:2 Target monthly 20 new leads generated Target monthly 20 new leads generated !
:3 Target quarterly 10 or less customer complains Target quarterly 10 or less customer complains !
:4 Target quarterly 100 proposal suhmission Target quarterly 100 proposal subhmission :
15 Target quarterly 5 sales closing Target quarterly 5 sales closing 1
B Compliance with 1309001 CEM Management Processes Campliance with [IS02001 CREM Management Processes |
7 Improve Revenue by 10% fram previous year Irnprove Revende by 10% from previous year |
i Maintain outsourcing service rate to external at a minimum haintain outsourcing service rate to external at a minimum |
i a0% oftotal service a0% of total service i

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 thability of the employee to access the system.

1 Employee Menu > Suspend/Terminate

Suspend/Terminate

Status: | Active v| Remark:

o |

[ Updlate ][ Cancel ]

Frevious Entries

=
o

1
1
1
1
1
1
1
1
1
1
1
1
1
:
1
. Btatus: By Date: Femark: 1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

1 active adrmin 06 Moy 2009 11:11:44 A
2 suspend admin 06 Moy 2009 11:11:53 Al
3 active admin 22 0ct 2009 05:10:01 P
4 active admin 3 Jul 2009 12:07:08 P
5 suspend admin 31 Jul 2009 12:07:57 P selalu ponteng
B active admin 28 Jul 2009 03:07:12 P
T suspend admin 28 Jul 2009 03:07:39 P
2 active admin 27 Jul 2009 10:07:26 P

The screen shows the Suspend/Terminate form. Enter the following information:
9 Statusg select current status of the employee. O®lgtive status will allow employee to
login to the system. Other status will not allow employee login to the system.
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1 Remarkg use Remark to enter the reason for the operation

Click Update button to proceed with the process or Cancel button to return tptieious 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.

1 Employee Menu > Reset Password

Reset Password

1
1
1
Reenter Passwaord: |
1
1
1
1

The screen shows the reset password form. Enter the new passwordttwiice 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 seldamployee.

1 Employee Menu > Login History

Login History

__________________________________________________________________________________________

i Moo Lser

|1 sCAOISY
12 SCAD151
'3 SCAO151
14 SCAO151
5 SCA0151

14 Dec 2009 051210 P

13 Dec 2009 11:12:08 FM

13 Dec 2009 10:12:42 A

13 Dec 2009 06:12:35 Ah

23 Mow 2009 1271116 A

Status:
Success

Success

Success

Success

Success

127.0.01

127.0.01

127.0.041

127.0.01

127.0.041

mel. 915 Gecko/20081102 Firefow3.5.5
Mozillara. 0 dvindows, L wWindows MT 9.1, en-LS;
rel 91 8 Gecko/20081102 Firefow'3 5.5 ,
hozillag MaozilafS.0 (windows; U Windows NT 5.1; en-US; 1)
e 9.1 {Firefoxf3.5.5

mozillara.0 ddindowes; L Windows NT 5.1, en-LIS;
rel 91 8) Gecko/20081102 Firefow'3 5.5
mozillara. o dnindowes, L wWindows MT 5.1, en-LS;

1
1
1
mozillara. 0 fdindowes; L Windows MT 5.1, en-L1S; |
1
1
1
1
1

__________________________________________________________________________________________

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.

1 Employee Menu > Transaction History

Transaction History

Ma: T Ctr: Status: By Drate:
11 HQ Register admin L) 14 Dec 2009 06:12:00 PM
Celete Employee Peer:[SCADTA1],[0812504]
21 Ho Register admin (L) 14 Dec 2009 06:12:57 PR
Delete Employee Peer[SCADTA1],[0802405]
35 HG SCAO0151 (L 14 Dec 20059 051211 P

Add Training Reguest[2], [PSC0O02],[SCADT 1], [Team Building - Together YWe Stand] [2009-07-22 00:00:00],[2009-07-25
00:00:001,0,0010 Yam, Selangor,[Strategic Corparate Alliance], test], [attended], [0],[0]

4 B HG admin (L} 14 Dec 2009 04:12:18 P
Delete Document[SCADT 51],test.doc], [emplaoyment], [SCADTST],[1 072009 71756 FM],0

a 6 HG admin (L) 14 Dec 2009 04:12:34 P
Add Document[SCADT51] [Resume 2009 daoc] [resume] [SCADT A1) [Resume 2005]

5] HG admin L} 14 Dec 2005 04:12:52 P
Delete Document[SCADT A1), [baat.ini] [resume] [SCADT A1) [FI2E/2009 3:39:27 Ph] [ee]

7T 6 HG admin (L} 14 Dec 2009 04:12:31 P

Delete Document[SCADT 51],[btn_update.gif] [employment], [SCADTS1],[1 001 472009 3:05:35 PM] [update]

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

Division the a mechanism to group employees.

Profile >Division

Profile >Division > Add Division

Profile >Division > Delete

Profile >Division > Division Name
Division Menu > Division Detail
Division Menu > Employee Association

= = == =) = =]

DIVISION MENU

DMISION
MENL

Division Detail | Employee Association

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:

9 Codei Division Code

T Namei Division Name

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

Division Listing

® Dpivision Listing

1

1

|

1

! Add Division
| Click here to search

1

1

1

! Search result limit to 100 Fage 1 af1
I Moo Code: Marne:

. 1 CORP Corporate Edit |Delete

| Rerarktest

| 2 QPER Operation Edit |Dealete

| Remark Operation Division

I3 MARK Marketing Edit |Delate

| Eematkmarketing

1

! 3 records found 1]
i

1

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:
1 Division Code
9 Division name
T Remark

SearchDivision

Click here hide search

Enter the search criteria below.
Cnde:| | Marme :| | # of records: | 100 records v|[ Search ]

The screen show the Search Form to searchdivision. The search can be done by using either one or
combination of the following fields:

9 Division Code’ enter partial or full Division Code

9 Division Name1i enter partial or full Division Name

1 #ofrecords 1 change to desired number of records or leave as default value i 100 records

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

® New Division

Code; Marme:
Remark:

__________________________________________________________________________________________

The screen show the add division form. Enter the following information:
9 Codei enter the Division Code
T Namei enter the Division Name
1 Remarki 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.

DELETEDIVISION

The page at E'

9 fire wou sure you warnkt ko delete this recard?

[ ok | [ Cancel ]

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

UPDATEDIVISION

Code: | CORP Marme: | Corporate

’ Upcdate: ” Cancel ]

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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o0 B 03 bk —

([

Ermployee |D:

SCAD151
SCAD1021
SCAcee
SCA3232
0202405
0811343

Full Mame :

FAMAL ARIF MAZ BIM MASMAN
RIDZLIAN AZIZ

FAMAL BIM MOHAMAD
SHAMSLUIL KAMAL

ML AMAH AP WUNUSARY
TEE KIM HOR

Location

HF - Developer
HF - Manager
HF: -

HF: -

HF - Developer
HE - Developer

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.

Profile >Department

Profile >Department > Add Department
Profile >Department > Delete

Profile >Department > Department Name
Department Menu > Department Detail
Department Menu > Employee Association

= = == =) = =]

DEPARTMENT MENU

DEP:":mE“T Department Detail | Employee Association

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 INFORMATON

__________________________________________________________________________________________

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

1 Codei Department Code

T  Namei Department Name

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

Department Listing

® Department Listing

Add Department

Click here to search

1
1
1
1
1
1
1
1
1
1
1
i
1
| Mo Code: Marme:
1
1
1
1
1
1
1
1
1
1
1
1
1

Search result limitto 100 Fage 1 of1
1 HR Human Resource Edit Delete
Eermark:
2 ADM Account & Admin Edit|Delete
Eemark:
2 records found 1

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:
1 Department Code
1 Department name
1 Remark

Search Department

Click here hide search

Enter the search criteria below.
Cude:| | Mame :| | # of records: 100 records v|[ Search ]

The screen show the Search Form to search department. The search can be done by usingeither one
or combination of the following fields:

1 Department Code’i enter partial or full Department Code

1 Department Name i enter partial or full Department Name

1 #ofrecords 1 change to desired number of records or leave as default value i 100 records

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

__________________________________________________________________________________________

® New Department

Code: Marme:

Remark:

__________________________________________________________________________________________

The screen show the add department form. Enter the following information:
1 Codei enter the Department Code
1 Namei enter the Department Name
1 Remarki 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

The page at

0 Are wou sure you wank to delete this record?

[ ok | [ Cancel

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

__________________________________________________________________________________________

Code: |HR Marme: |Human Resource
Femark:

[ Update “ Cancel ]

__________________________________________________________________________________________

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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o0 B 03 bk —

([

Ermployee |D:

SCAD151
SCAD1021
SCAcee
SCA3232
0202405
0811343

Full Mame :

FAMAL ARIF MAZ BIM MASMAN
RIDZLIAN AZIZ

FAMAL BIM MOHAMAD
SHAMSLUIL KAMAL

ML AMAH AP WUNUSARY
TEE KIM HOR

Location

HF - Developer
HF - Manager
HF: -

HF: -

HF - Developer
HE - Developer

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.

Profile >Team

Profile >5Team > Add Team

Profile >5Team > Delete

Profile >5Team > Team Name

Team Menu > Team Detail

Team Menu > Team Member

Team Menu > Key Result Area

Team Menu > Key Performance Indicator

= =4 8 -8 _5_9_°5_2

TEAM MENU

:!IIEE:E Team Detail [ Team Member |Key Result Area | Key Performance Indicator

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
""""" Code: SALEST  Name:SalesTeam1
P IT Technical Support KRA . Middle Management

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

1 Codei Team Code

f Nameil Team Name

1 KPIT Key Performance Indicator for the Team

1 KRAT Key Result Area for the Team

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

Team Listing

® Team Listing

1 1
1 1
| |
1 1
i Add Team |
| |
i Search result limit to 100 Fage 1 0of1 i
Il Mo Code: Mame: |
| 1  SALES1 Sales Tearm 1 Edit |Delete |
' RemarkBales Team Level 1 !
| 2 SALES2 Sales Team 2 Edit|Delete .
| Remark: |
|3 SALES3 Sales Teamn 3 Edit|Delete !
| Remark: '
! 4 C81 Customer Service 1 Edit |Delete !
| Eemark |
! i C8s2 Customer Service 2 Edit |Delete !
! Eemark !
i 4 records found ] i
1 1
1 1

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:
i Team Code
Team name
T Remark

Search Team

Click here hide search

Enter the =earch criteria below.
Cude:| | Mame :| | # of records: 100 recards v|[ Search J

The screen show the Search Form to search team. Thesearch can be done by using either one or
combination of the following fields:

1 Team Codei enter partial or full Team Code

1 Team Namei enter partial or full Team Name

1 #ofrecords 1 change to desired number of records or leave as default value i 100 records

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

__________________________________________________________________________________________

® MNew Team

1 1
1 1
1 1
1 1
1 1
i i
| Code:| | Rermark: !
1
| _ |
| Mame: | | |
1 1
1 1
| KPI: | Please Choose w | |
1 1
1
| KRA: | Pleaze Choose W | !
1
1 1
1 1
1
i -Add -Canc:el :
1 1
1 1

__________________________________________________________________________________________

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

Name i enter the Team Name

KPI'i select from the KPI dropdown or leave unselected
KRAI select from the KRA dropdown or leave unselected
Remarki enter any information about the team or leave blank

=A =4 =4 -8 A

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

DELETETEAM

The page at E'

9 fire wou sure you wart ko delete this recard?

[ ok | [ Cancel

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

UPDATETEAM

Code: ALEST | Remark: sales Team Level 1

Marne: |Sales Team 1 |

KR | Midclle Management w |

1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
. . 1
| KPI: | IT Technical Support W | i
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1

[ Update ][ Cancel ]

__________________________________________________________________________________________

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

Add Team Member

1 1
1 1
1 1
1 1
| |
! Mo Employee 1D: Full Mame : Location : Action !
.1 0801021 GOH FWANG WHUMNG 0550 - Delete i
. 2 0801310 FAOZIAH BT SHAHID SE13- Delate !
|3 0802173 MADHAVAN AL MARLUDAMUTHL 0E50 - Delete !
| 4 0802405 MURIAMAH AP WU LIS ARy HR - Developer Delate !
1

! 5 0840408 KAMALIAH BT MOHD TAIR FB13- Delete |
! 6 SCAO01021 RIDZUAN AZIZ HF - Manager Delete |
! 7 SCA0151 EAMAL ARIF MAZ Bt MASHAR HR - Developer Delate |

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

Add Team Member

i .
| |
i Member 1:| | Employes ID:| | i
i Member2:| | Efmploves ID:| | i
i Member 3:| | Employes ID:| | i
i Member4:| | Ermploves ID:| | i
i Member 5:| | Employes ID:| | i
i Member5:| | Ermploves ID:| | i
! Member?:| | Ermployes ID:| | !
i Member8:| | Ermploves ID:| | i
i Member9:| | Ermployes ID:| | i
i Member1D:| | Errployes ID:| | i
| |
| |

[ Update ][ Cancel ]

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

The page at E'

9 fire wou sure you wart ko delete this recard?

[ ok | [ Cancel

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

__________________________________________________________________________________________

0. Component

I+l
1 Creativity(Froblem Salving)
2 Creativity(Froblem Solving)

Creativity(Froblem Salving)
Creativity(Froblem Saolving)

fi Creativity(Froblem Solving)
7 Creativity(Problem Saolving
a Creativity(Froblem Saolving)

] Creativity(Problem Saolving
10 Creativity(Problem Salving
11

1
1
1
1
1
1
1
1
1
1
1
1
:
1
! A Creativity(Problem Solving)
1
1
1
1
1
1
1
1
1
1
:
1
! Creativity(Stratergic Mind)

Walue: Description

On Analytical Thinking Ahle to integrate findings from several diferent disciplines

O Analytical Thinking Ahle to forecast the outcome of available option and determine the best
option far paricular situation

On Analytical Thinking Motice discrepancies & inconsistancies in availahle information

On Analytical Thinking Weigh the costs, benefits, risks and changes for success in making
decision

on Analtical Thinking Ahle to see similiarities between a new situation and past situations of
different trpe

On Analytical Thinking BEvaluate alternatives rigorously and systematically

on Innovativeness Generate and apply creative ideas to improve overall perfarmance

on Innovativeness Able to integrate relevant conceptsfimodels into a complete vision or
solution forwhich there is no previous experience

on Innovativeness Ahle to recognize when new approaches are reguired

on Innovativeness Foster innovation in others, encourages fresh perspectives

On Creative Thinking  Ahle to generate new effective idea, plans, or approaches and finds

The screen shows the list of Key Result Area itemthéoselected Team.

KEY PERFORMANCE IN@ATOR

A0% oftotal service

0% oftotal service

i Mo Mame Description:

1 Target gquarterly sales of RM200,000 Target gquarterly sales of RM200,000

2 Target monthly 20 new leads generated Target monthly 20 new leads generated

13 Target quarterly 10 ar less customer complains Target quarterly 10 ar less customer complains

14 Target quarterly 100 proposal submission Target quarterly 100 proposal submission

= Target quarterly 5 sales closing Target quarterly 5 sales clasing

| B Compliance with 15309001 CRM Management Processes Compliance with 1309001 CRM Management Processes
i Improve Revenue by 10% fram previous year Inprove Revenue by 10% from previous year

1B Maintain outsourcing service rate to external at a minimum hlaintain outsourcing service rate to external at a minimurm
i

1

The screen shows the list of Key Performance Indicator items for the selected Team.
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Chapter4 z Employee Expectation
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KEY RESULT AREA

Key Result Area or KRA is a mechanism to set expectation towardsemployee. If KRA is being used,
KRA will also becomes the basis for assessing employe

TNA>Key Result Area

TNA>Key Result Area > Add KRA
TNA>Key Result Area > Delete
TNA>Key Result Area > KRA Name
KRAMenu > KRA Detalils

l
T
l
l
T

KRA MENU

HRA KRA Details | KRA Component | KRA Value | KRA Elemeant
MENU KRA Associated Employees

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

E Code : HM mHame : High Management |
| Target Group ; Targets all the high management with JG 1 Description ; &l the key peaple who should be in Monthly |
| thru & Company Meeting |

__________________________________________________________________________________________

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

1 Codei KRA Code

T Namei KRA Name

9 Target Groupi the information with regards to target group

9 Descriptioni additional information about the KRA

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

Key Result ArealListing

® Key Result Area

Add KRA
Search result limitta 100 Fage 1 of1
Mo Code: Marme:
1 HM Hioh Management Edit |Delete

Infa:All the key people wha should be in Maonthly Caompany Meeting
Target Group:Targets all the high management with 13 1 thru &

2 MM Middle Management Edit |Delete
Info. To provide target on the team and depantmental managerial level
Target Group:Targets all managerial levels

K] LM Lo Management Edit |Delete
Info. To provide technical achievable targets
Target Group: Targets all executive [evel to the ground lewel

4 CT Contract Employees Edit |Delete
Info:To standardize the target for all contract employees
Target Group:All contract employees will fall under this group

4 records found 1l

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:

1 KRA Code

T KRA name

1 KRAInfo

1 KRA Target Group

SearchKey Result Area

Enter the search criteria below.

Code: Marme
Itern : Target:
#UfrECUrd53|1DD recards v|[ Search ]

The screen show the Search Form to search KRA. The search can be done by using either one or
combination of the following fields:

Codei enter partial or full KRA Code

Name i enter partial or full KRA Name

Item 1 enter partial or full KRA Item

Target i enter partial or full KRA Target

# of records 1 change to desired number of records or leave as default value 7 100 records

E

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

® New KRA Category

Code: Mame:

Target Group: Description:

The screen shows the add Key Result Area form. Enter the following information:
1 Codei enter the KRA Code
1 Namei enter the KRA Name
1 Target Group i enter any information about the target group or leave blank
1 Remarki 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.

DELETEKEY RESULT AREA

The page at E'

9 fire wou sure you wart ko delete this recard?

[ ok | [ Cancel

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

UPDATEKEY RESULT AREA

Code: |Hm Marme: |High Management
Target Group: | Targets all the high management with JG 1 Description: |l the key people who should be in Manthly
thru 5 Company Meeting

[ Update ” cCancel ]

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
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KRA Component

Mo: Code:

HMC 1001
HMC1002
HMC1003
HMC2001
HMC2002
HMC2003
HMC3001
HMC3002

00—~ o0 M o L bk —

The screen shows the list of KRA Componentfor the selected KRA.

KRA Menu > KRA Component
KRA Menu > KRA Component > Add KRA Component
KRA Menu > KRA Component > KefmponeniCode
KRA Menu > KRA Component > Edit
KRA Menu > KRA Component > Delete

Mame:

Leadership {Integrity)

Leadership (Motivation)

Leadership (Tearmwark)

Productivity (Costurner Qrientation)
Froductivity{Technical Expertise)
Froductivity{Caontinuous lmprovement)
Creativity{Stratergic Mind)

Creativity (Froblem Solving)

Add KRA Component

Description
Leadership

The screen show the add KRA Component form. Enter the following information:
I Codei enter the KRA ComponentCode
1 Namei enter the KRA ComponentName
I Categoryi select from the category dropdown or leave unselected
91 Descriptioni enter any information about the KRA Componentor leave blank

Add KRA Component

Edit |Delete
Edit Delete
Edit |Delete
Edit |Delete
Edit |Delete
Edit Delete
Edit |Delete
Edit |Delete

Click the Add button to add the KRA Componentand click the Cancel button to go back to previous

screen.
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