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E8

E8 is the standard package developed by BIZPOINT WuHu to meet the needs of your accounting
and financial management for the Internet Age. It has full-Windows functionality over the Internet.

E8 can be implemented on PC/Window XP, Windows 2003 and IBM UNIX AIX platforms. Our E8
Solution is best positioned for the Internet Age.

The modules include:

E8 Human Resource Management System
E8 Payroll/Personnel

E8 Employee Self Service System (E3S)
E8 Leave Management System

E8 Time Management System

E8 Accounts Receivable

E8 Account Payable

E8 General Ledger & Financial Management
E8 Fixed Assets

E8 Stock Control

E8 Order Processing

E8 Sales Order System

This publication may include technical inaccuracies or typographical errors. Changes are made
periodically to the information herein; these changes will be incorporated in new editions of the
publication. Bizpoint System (WuHu) Pte Ltd may make improvements and/or changes in the
product(s) and/or the program(s) described in this publication at any time.

Bizpoint System (WuHu) Pte Ltd shall not be liable for errors contained herein or for incidental
consequential damages in connection with the furnishing, performance or use of this material.

This document contains proprietary information, which is protected by copyright. All rights are
reserved. No part of this document may be photocopied, reproduced or translated to another
language without the prior written consent of Bizpoint System (WuHu) Pte Ltd.
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PREFACE

The E8 Leave Management package is a computerized staff leave monitoring package that caters
to organizations of various sizes, from small firms to large corporations. This user-friendly system is
menu- driven with context-sensitive help available. The system generates various plan & actual
leave reports for management analysis about staffs consume leave characteristics. From the
system, you can identify problematic staff without much delay and have better control over your job
scheduling with the accurate and reliable manpower information available.

This module can be implemented together with Human Resources Management module or/and
Payroll module & Time Management module or single stand-alone module.

The presentation of the E8 Leave Management System is divided into five chapters and
appendices. Basically, the chapters are described as Setup, Data Entry, Inquiry, Reporting and
Month/Year End Processing.

In most cases, you execute the routines of the E8 Leave Management System according to the
order of the checklist given in the appendices section of this user guide.

The E8 Leave Management System is a user-friendly system. Messages prompt you whenever

possible to act as a guide. Error Messages are displayed as codes with a brief explanation at the
bottom of the screen.

PRINTING

When the Preview box is selected, this causes the report to be displayed for preview. You may view
it then print it or cancel it. When the Default Printer Setup is not selected you can change the printer
to perform print job or reset orientation of the paper layout.

BACK UP

Users are advised to do a backup of all data file at periodic interval or before any data update to the
database. Please refer to the backup procedure section for more details (Appendix B).
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BUTTONS AND KEYSTORKE FUNCTION

BUTTON

OK button
Next button
Clear button
Delete button
Close button
Add button
Update button
Remove button

Re Init button

Print button

|ﬂ| Go to First button

E‘ Go to Previous button
|L| Go to Next button

IEI Go to Last button
ﬂl Search button

Explore button

KEYSTROKE
F1

SHIFT-TAB

TAB

FUNCTION

Save record

Save and continue with new record

Remove current record

Erase existing record

Exit from currently function

Add line during transaction entry

Update amended line during transaction entry

Erase line during transaction entry
Initialize the modules. All data will removed
Print report

Search for first record

Search for previous record
Search for next record

Search for last record

Activate pick list to locate record

Explore directory folders and files

FUNCTION

Help screen and is indicated by screen message if available
Move cursor back to the previous entry field

Move cursor to next entry field
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E8 SAMPLE REPORTS — Leave Management SYSTEM

Leave Code Report

Staff Leave Master Report By Staff ID/Code
Staff Leave Master Report By Department/Code
Leave Application Form

Leave Form Report By Serial Number

Leave Transaction Report By Staff ID

Leave Transaction Report By Leave Code

Leave Transaction Report By Department

© ® N o o bk~ 0N

Leave Transaction (Planned) Report By Staff ID

=
o

. Leave Transaction (Planned) Report By Leave Code

(=Y
(=Y

. Leave Transaction (Planned) Report By Department

=
N

. Planned Leave Report By Department / Date

=
w

. Planned Leave (Confirmed) Report By Department / Date

'—\
~

. Requirement Block Leave Report By Department

=
ol

. Leave Forfeited Report By Department

[EEN
(o))

. Encashment Report By Department
. Staff Movement Chart

=
o ~

. Leave Days Taken Report

=
(e}

. Child Care Leave no longer Entitle List

N
o

. Infant Care Leave no longer Entitle List
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INTRODUCTION

This module will replace the manual feature in leave recording and the tedious process in leave
entitlement calculation. It also provides data input to E8 Human resource Management System, E8
Payroll System and E8 Time Management System for processing. Furthermore, it improves the
accuracy for leave recording as well as providing the management with timely reports on leave
record and status.

Operational Features
Able to integrate with E8 Payroll System, E8 Human Resource Management System and E8
Time Management System.
Handles monthly or yearly leave crediting method.
Users defined leave code and leave parameter e.g.. Annual leave entitlement by year of

service, annual leave brought forward policy and advance leave control.

Monitor claims allowed by leave code to have a good control over the claims or allowances
allocated.

User defined calendar to determine Saturday, Sunday and Public Holidays for easy
computation of leave days.

Allow user to define leave taken by hours or by half day.

Generate leave application form with running number for recording control.
Transaction log for any leave transactions created or changed.

Provide good audit trail through detailed transactions listing.

Provide management report on:

- Leave balance by employee or by department.

- Leave schedule print for confirmed leave and planned leave by department.

- Leave forfeit report.

- Leave information for specified codes and dates.

- Outstanding leave report, which serve as a reminder for staff to clear their leave.
Comprehensive online enquiry provides complete and up to date leave information.
Generate Block leave Report — Planned or fulfilled leave

Ability to re-compute pro-rata leave entittement and subsequently finalise the leave balance for
resigned employees.

Able to capture staff leave schedule for leave plan and convert to actual leave consumption.
This will improve the resource allocation planning and recording efficiency.

Provide database connection to all ODBC complaint tools e.g.: Excel, Crystal report writer.
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Getting Started
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Logging In

The login menu of E8 System is shown in figure 0-1. Input your user ID and password before
accessing the application is allowed. If invalid user ID or password were input, an error message is
prompted & allow user to re-try logging in (Figure 0-1.1).

There are two operational environments for different operational requirement. The most commonly
and more frequently access environment should be the System Operation whereby it will lead you
to the daily transactions entry, maintenance, on-line inquiry and reporting. For System Admin Tools
environment should only be open and safe guided by the system administrator who was authorized
to hold the key for building up user ID, initialize user login password, user grouping, access rights
and period limit of accessing the database.

If you have more than one company database, system takes the 1* company as the defaults
company set. Pick the company database you want to open and update.

Select the module you wanted to log in by using the  pull down list button beside the Module

option before process on clicking the [Login] button.

Figure 0-1 Login Menus

Figure 0-1.1 error message dialog box
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E8 Solution Map

After logging in, LV (Leave) functional options menu are shown. The functional Map is shown in
figure 0-2.

There is a button shown on the right hand corner. Click on the button and a list of modules that
implemented within the application is shown. You may switch module by pick up one of them from
the list.

Figure 0-2 E8 Solution Map
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Leave Management System Work Flow

Leave System Work Flow shows the operation flow of the application. The Leave Management
System workflow is shown in figure 0-4.

Figure 0-3 Leave Management System Menu

File  Workflow

Figure 0-4 Leave System Workflow
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1. LEAVE SETUP

Menu Bar of system setup

1.1 System Date

This routine lets you set or change the date in the format DD/MM/YYYY (where DD is a one- or
two-digit number for the day, MM is a one-or two-digit number for the month and YYYY is four-digit
number for the year). The system automatically shows the day corresponding to the date entered.

The System Date affects the financial period and date in the System. It should contain the current
date of when the input was made.

The System Date is the default date entered during transactions postings. It is also shown in
reports where it is printed at the top right corner. The System Date should therefore be correctly set
before you perform any posting or printing transactions. The screen is shown in Figure 1-1

Additional information was provided on the screen, i.e. Current Account Period, it shows the current
status of the database & for viewing only. Payroll Integration Cut Off Date, it gets updated when
leave data was integrated to Payroll module.

Setup  System Date

Figure 1-1 Setting the System Date

1.2 Parameter File

Parameter File is a table that sets up the working environment of the system. It provides the
flexibility for user to set the parameter values which inline with your company’s rules and
government regulation.

This routine maintains the parameter file, which stores certain static details about your company.
The data is used by the various routines in the system.

Setup  Parameter File
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Figure 1-2 Updating Parameter
The entries requirements and/or consequences of each field for Parameter (1) are:

- Account Period
It is the current financial year and month. The format goes YYYY-MM. Users to decide the
starting year and month. Subsequently, system will do automatic update for the month
when month end closing is performed and update the year value to the following year with
the month value of 1 when the Year End closing function is activated. These important data
updating is well taken care of by the system automatically to ensure a smooth and easy
year crossing.

- Full Month if Date LE (Less than and equal to)
The number set here, determine how should system treats the join month as one full month
leave entitlement or to prorate leave entitlement.
Take for example, with input value of 14. A staff that joins earlier and on the date of 14th,
that month is treated as full month leaves entitlement. For a staff that joins after date of
14th, i.e. from 15" onwards that month leave is prorated.

- Block Days
Due to operation requirement, company may need to implement the policy of suggesting
staff to go for a minimum numbers of holiday days continually.
Input the number of block days leave here, so as for leave types tie with block leave,
system will do a number of days matching to ensure the condition is fulfilled.
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- Contact
Input the name of the person-in-charge here.
- Telephone
Input the telephone number of the person-in-charge here.

- Leave En-cash Allowance
Un-consume leave could be converted as cash at the end of the year and pay back to
employee. Company who apply this policy must setup the encashment allowance code
here.

- Integration PY (payroll)
If you had the Payroll system implemented, it is advisable to get these two modules link. So
as, the staff master information build in Payroll system can be shared with leave module.
Advantages of having the two modules links are:
I.) One centralize database is built. That resulted cut down manpower with better control
over the data consistency.
II.) Data flow over vary departments or units will be removed, that lead to a reduction of
losing source document on the process of changing hand from person to person.
However, user is given the choice to share or not to share staff master information. To
share out the staff master information, marks ¥ beside it. Leave it as blank, leave
personnel must build up his owns staff master data.
No interfacing between the two modules, which means the staff master database, is
independent. Any update done in Payroll module will not get reflected in leave module.
Information share from Payroll module can only be viewed in leave module. Any updating
must come from Payroll module.
Although, Payroll and leave modules are linked. System is allowed leave module user to
create his owns staff records which is not maintain in Payroll module.

- NPL Affecting ANL (NPL- No Pay Leave, ANL — Annual Leave)
This function not implement yet.
Tentative design is to recalculate staff annual leave entitlement if No Pay Leave was
consumed for a length of period continually, for example:

Leave entitlement = 14 days.
Apply 2 months NPL
Resulted Annual leave need to recalculate e.g. become 10 days.

- Leave Recommendation Process
It is to implement together with ESS module. Leave approval need to go through 2 pass.
Recommending and Approving processes. To implement the recommending process just
places a tick beside it. To by pass the recommendation process remove the tick and it will
go direct to the approving process.

- Multiple Country Calendar in use
Besides using the base country calendar other country calendar is in use too. Than,
place a tick here.

- Year End
It is system auto update field. Get updated when Year-End is reached. System would
remind user to perform Year-End Closing before process on to the next year transactions.

- Rounding No. Of Segment

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 18 of 113
Version 3.00



Leave Management Manual

When perform monthly staff leave prorating, there is always having non-complete half day
issue arises. It could be short of half day or exceed half day but less than a complete day

leave issue.
Here is where user input the rounding formula guideline for system to follow.
Example,

From To Value Remarks

0.01 0.20 0.20 Staff is entitled for 2 hours leave

0.21 0.50 0.50 Staff is entitled for half day leave

0.51 0.70 0.70 Staff is entitled for 6 hours leave

0.71 0.99 1.00 Staff is entitled for one day leave

- Child Care Leave Setup
For system to monitor the child care leave entitlement need to setup the detail here. The
leave code used as child care leave, the children age and days of entitlement.
System bases on the criteria to grant the leave type to staff who matches the criteria.
E.g. children age below 7. System will check the family records who having children and
the age is below 7 the staff will be granted with the child care leave type.

- Infant Care Leave setup
It is a new leave type introduce by government and to take effect from 1% Jan 2009.
System bases on the criteria to grant the leave type to staff who matches the criteria.
E.g. children age below 2. System will check the family records who having children and
the age is below 2 the staff will be granted with the infant care leave type.

- Mailing message
It's for user to setup the message to be shown in the mail for approved leave transaction. It
can hold 300 characters for the mailing message.

Remember to click [OK] button before exit. It is to confirm the setup had just done. However, if you
want to abundant changes made, than, use the [Close] button to exit from it without saving the
changes just did.

1.3 Calendar

This is the table to setup the non-working days for the year. Setup here helps leave application to
calculate the actual number of days to be deducted from staff leave entitlement and derive the staff
leave balance for the year.

Take the below calendar detail for example, if employee apply leave from date 04/12/2008 to
09/12/2008 and he works 5days week. The actual number of leave he is applying should be 3 days
although in actual fact the number of days covered are 6 days.

Setup Calendar
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To create a New Year calendar detail, pick the country and click the [Auto Generate] button and the
similar screen below is displayed. For holiday which the date is always on the same date e.qg.
national day place the tick under the Fixed Date column so that system will default the date over
when create a new year calendar. For those that are not system will leave the date field blank and
you may manually fill it in.

Click the [OK] button to save the data.
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For public holiday fall on Sunday, the following day (Monday) is defaulted as public holiday
automatically and highlighted in red.

Saturday is a special category. Company practices working 5 days per week. Saturday is a hon-
working day. Company practices working 5.5 days per week. Saturday could be either treat it as
half-day non-working day or consider as one full working day. It depends on company policy to
decide the definition of Saturday. The definition will be fixed in the leave code master function.

For other non-working days that specially declare by government as public holiday or company own
declare off day, user is required to indicate them manually by using the [Edit ] button.

Pick the day follows by click on the [Edit] button and the similar screen show below is displayed.
Choose the wanted day type from the drop down list and input the useful narrative into the
description and notes fields for reference.

You are reminded to activate the option one a year to add the New Year calendar detail before
process on any transactions entry.
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Chapter 2

Leave Management Data Entry
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2. DATA ENTRY

After the setup is completed, it is ready to learn how to do staff master maintenance and daily
transaction entry.

Data Entry Menu Bar

2.1 Staff

This is where the staff personnel information kept. There are 3 methods that leave management
staff records are updated:

a.) From Human Resource Management Module

a.) From Payroll Module

b.) Direct Input in Leave Management Module

Method a.) & b.) are only possible if Human Resource Management & Payroll Modules are
implemented and in Leave Management module the parameter setup had set the integration from
HRMS & Payroll to true.

Data that share among these 3 modules, which are, Staff ID, Name, Department, Section, Gender,
Date of Birth, Date Join, Work Hour Per Day and Work Day Per Week, can only be maintained
through Human Resource Management or Payroll Module.

If data are not shared, Human Resource Management & Payroll, all data fields are maintained in
leave module.

Advantages of getting the data share among them could be:

a.) Cut down manpower resources.

b.) Data consistency and reduces the circulation of source document. Resulted, chances
of miss-placing source document is greatly reduced and lead to simplify administration
job.

c.) Better data input control and cut down human operation errors.

There could be situation whereby staff record is not to maintain in Human Resource Management
and Payroll module. However, need to monitor staff leave status. You are able to create those staff
record into Leave Management module alone without disturbing the existing Human Resources
Management and Payroll modules daily operation.

However, user is given the choice to share out the data to other modules users or to work
independently. To work independently, leave management user is required to input the company
staff full detail here.

Data Entry  Staff
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Figure 2.1 Staff Maintenance screen

Following are fields that can be found on Human Resources Management, Payroll and Leave
Management modules:

Staff ID (15 alphanumeric)

If on Human Resources Management or Payroll module, company parameter table the staff
ID follows IC was turn on, you are required to input the employee IC as his/her staff ID.
System will reject the input if it is an invalid IC number. For staff ID follow IC was turns off,
you are given the full control to chart the staff ID. Your system advisor can advise you on
suitable staff ID numbering system base on the needs of your organization structure.

- Staff Name (35 alphanumeric)
Input the corresponding staff name here for easy identification.

- Department (15 alphanumeric)
Input the department code, which belong to the employee. Use the dropdown list to choose
for the department code.
With the setup, you are able to get reports that sorted in that sequence as well as make
selection range from it.

Section (15 alphanumeric)
Input the section code, which belong to the employee. Use the dropdown list to choose for
the section code.
With the setup, you are able to get reports that sorted in that sequence as well as make
selection range from it.

Gender
To identify the staff is male or female.

- Date of Birth
Input the staff birth date. The date format is dd/mm/yyyy.

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 24 of 113
Version 3.00



Leave Management Manual

- Join Date

Input the staff date join with the company. The date format is dd/mm/yyyy. It is important to
input with the correct join date for company that, staff leave entitlement granted policy is go
by number of years joined.

- Work Days/Hours

Employee belongs to hourly rate, Input the numbers of hour work for a day. Exclude the lunch
hour, thus, if official hour start from 9.00am to 6.00pm. Input 8 hours here.

Employee belongs to daily, bi-monthly and monthly payment rate, Input the numbers of days
work for a week. It is important to set is right for system to compute the accurate number of
leave taken for the staff.

If the value input is 5. System will treat Saturday as non-working day. Thus, if staff apply
leave from date 12/12/2002 to 16/12/2002. Whereby, 14/12/2002 is a Saturday and
15/12/2002 is a Sunday. The leave taken for this period is 3 days.

If the value input is 5.5. That is to say working 5% days per week. Thus, if staff apply leave
from date 12/12/2002 to 16/12/2002. Whereby, 14/12/2002 is a Saturday and 15/12/2002 is a
Sunday. The leave taken for this period is 32 days. Saturday is counted as % day leave.

Again, user is given the choice to set Saturday treatment as one full day or % day leave. The
detail setup is discussed in section 2.3 code setup.

Fields that belong to Leave Management module alone:

Default Approving Officer

Attach the appropriate leave approving officer ID for each and every staff. It's to facilitate
leave user to circular the leave application form to the respective staff’'s approving officer for
action without delay.

Default Recommending Officer

Attach the appropriate leave recommending officer ID for each and ever staff. It's to facilitate
leave user to circular the leave application form to the respective staff’s recommending office
for action without delay.

Approving Officer

With ¥ was mark besides it, the staff himself/herself is the approving officer.

Recommending Officer

With ¥ was mark besides it, the staff himself/herself is the recommending officer .

Block Leave

With ¥ was mark besides it, indicate that the staff must go for block leave one a year.

Button Functionality

- OK button

To save the record and exit.

- Next button

To save the record and move on to the next record entry.

- Clear button

To remove all information from the entry screen and start a new fresh entry screen.
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- Delete button
To remove the staff record from the staff master table.
System is able to stop user from deleting record that share out from Human Resources
Management or Payroll module. As, for those record the deletion function is control by
Human Resources Management and Payroll Modules.

- Close button
To exit from the function without saving.

2.2 Claim

Some leave types is subjected to claim. Staff is granted the allowance as part of the company
compensation scheme. This is one of the method, company take care and show their appreciation
to their employee contribution.

However, in order not to misuse company resources and encourage staff to take good care for their
own health. Company may impose some rules and regulation to it. Here is the function to setup the
rules.

You will notice that in Human Resources Management module, it too having the claim function.
User is given the choice to do the claim in Human Resources Management or Leave Management
module. User should not use the claim function in both modules for the same claim, as it will cause
double claim to happen.

Screen 2.2-1 is the screen shows with claim code that setup in Human Resources Management
module. It is so as Leave Management module is integrated with Human Resources Management
module. Thus, claim code that setup in Human Resources Management module is shared. You can
pick and choose claim transaction that is to maintain by Leave Management user.

Screen 2.2-2 is the screen shows with empty detail in HR Claim Code boxes. It is so as Leave
Management module is operate independently by itself.

Data Entry  Claim

Figure 2.2-1 Claim master setup screen (Leave Management is integrated with Human Resources Management)
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Figure 2.2-2 Claim master setup screen (Leave Management is operated independently)

Claim Code (15 alphanumeric)

Assign the unique code for each claim type.

Description (30 alphanumeric)

Input the full detail narrative to descript the claim code.

Entitlement

Input the maximum amount of claim allowed.

Single/Month Claim Limit

If the “Moth Limit” wasn't tick, it refers to single claim limit. That is to say, the maximum
amount limit per claim. Thus, during claim transaction entry, system will check the input claim
amount against the amount specify here. Warming message is displayed to highlight user the
reason get rejected.

If the “ Month Limit” was ticked. It refers to the claim limit per month. That is to say, system
does a claim sum accumulation for a same claim transactions and match against the amount
specify here. If total amount claimed including the current claim transaction exceeded the
limit, warming message is displayed to highlight user the reason get rejected.

For claim that does not have any limit, by single or month claim, input the amount same as
the entitlement.

- Month Limit

Ticks with ¥" label “Single Claim Limit” is replaced by “Month Claim Limit”. By default system
treat it as single claim limit.

- PY Item Allowance Code

The option is available if Leave Management is integrated with Payroll module.

E8 provide the option for user to direct integrate claim transaction detail into Payroll module
to speed out and simplify the entry job.

Thus, to achieve it. User must establish the linkage between the two modules by setting up
the allowance code that is used in Payroll module here. Use the dropdown list to select the
allowance code used in Payroll module.
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To maintain an existing claim master record, highlight the code and double click on it. The detail is
displayed onto the entry field.

2.3 Leave Code

There are varies leave types that use in a company. Here is the option to setup the vary leave
master code detail before leave transaction can be registered into the application.

The leave nature could be different from each other, depend on the setting here. Some could be
subjected to payment, some could be to deduct staff salary due to absent from work or apply no
pay leave.

User is advised to do thorough checking of the code setup before start transaction input. As it will
affects leave calculation result. Example, Annual leave supposes to use Monthly crediting method
instead of Yearly. The mistake made that only discovered later may be costly and resulted with
inaccurate data maintained. User may need to do manual adjustment for each and every staff leave
record.

Each leave code may carry its own color for easy reference and it is use in staff movement function.
Double click on the ‘Color’ field to bring up the color code setting screen, choose the color and save
it.

Data Entry  Leave Code

Figure 2.3-1 Code Master setup screen

- Code (15 alphanumeric)
Advisable to chart the code self-explanatory for easy identification. Example:
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S/N | Code Description

1. ANL1-J Annual Leave, for junior staff year of service from 0 to 1 year

2. ANL2-J Annual Leave, for junior staff year of service from >1 year to 5 years
3. ANL3-J Annual Leave, for junior staff year of service from >5 year and above
4. ANLO-M Annual Leave, for Management staff with all years of services

5. NPL No Pay Leave for all staff

6. ABS Staff absent from work

7. MC Staff goes for Medical Leave

8. STUDY Study Leave

- Description (40 alphanumeric)
Input the detail narrative for the code assigned.

- Type (ANL, NPL, Other)
There are 3 main leave categories supported by E8. That are, ANL — Annual Leave, NPL —
No Pay Leave and Other — not belong to ANL & NPL, example medical leave, maternity
leave, Dental Leave, Examination & Study leave.

- Entitlement

Some leave is staff entittement according to the Employment Act. Example: annual leave, 14
days medical leave, 60 days hospitalization leave and 2 months maternity leave. It could be
differs by country and company policy.

However, some leave is not. Example, no pay leave and absent from work.

To better monitor staff attendant and with other useful purposes. Example staff appraisal,
promotion, increment and bonus. It is advisable to record all necessary staff movement into
the module as part of staff performance analysis.

Mark " to indicate that the leave code assigned was staff entitlement.

- Year of B/F
There are three categories to choose from. That are: Not Allowed, One Year and Two years
Company policy decides the numbers of years of leave balance that is allowed to bring

forward.
S/IN | Year of B/F | Implication
category
1. Not Allowed | Leave balance for the year is forfeited once the year is closed.
Example:
Year 2000: Current year leave balance =5 days
Year 2001: Leave entitlement no. of days = 14 days
Year end close for year 2000 and opening of year 2001, result:
Current year leave balance = 14 days
The 5 days leave from year 2000 was forfeited.
2. One Year Leave balance for current year is allowed to bring forward for the next
year. Example:
Year 2000: Current year leave balance =5 days
Year 2001: Leave entitlement no. of days = 14 days
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Year end close for year 2000 and opening of year 2001, result:
Year 1 leave balance =5 days (brought forward from
Year's 2000)
Current year leave balance = 14 days
Total leave balance for year 2001 = 19 days

3. Two Years Leave balance for current year & one year ago are allowed to bring

forward for the next year. Example:

Year 2000: Year 1 leave balance =3 days
Current year leave balance =5 days
Year 2001: Leave entitlement no. of days = 14 days
Year end close for year 2000 and opening of year 2001, result:
Year 2 leave balance = 3 days
Year 1 leave balance =5 days
Current year leave balance = 14 days
Total leave balance for year 2001 = 22 days

The sequence of deducting leave balance begin from the oldest leave balance, i.e. Year 2,
follow by Year 1 than current year leave balance. Again it depends on the Year of B/F
method being chosen. If the method chosen was ‘One Year’, system will deduct it begin from
Year 1 than follow by current year leave balance.

Leave is forfeited automatically at Year End closing if it exceeded the limit of number of
brought forward year.

- Max B/F Balance
Company imposes policy of allowing the maximum number of days to be brought forward to
next year. User must input the number of days here.
Company that does not impose such policy may leave it blank.
Illustration with example:
a.) Year of B/F =1, only bring forward one year. It refers to Year 1 maximum number of days
to bring forward.
b.) Year of B/F=2, it refer to 2" year B/F maximum day move from 1* year brought forward.
c.) Max b/f balance = 10 days

Before Year End After year end
Year of B/f Year 2 Year 1 Year O Year 2 Year 1
1 3 12 15
1 11 12 22 (10+ 12)
2 3 15 17 18 (3+15) 17
2 13 15 17 25 (10+15) 17
2 0 5 5 5 5

- Months of Delay

Company imposes policy of forcing staff must consumed brought forward leave within couple
of months. Here is where to setup the requirement.

For Year of B/F = 1, system check 1* year brought forward leave balance. For Year of B/F =
2, system check 2" year brought forward leave balance.

For month delay = 0, system default the duration as one year to consume the brought forward
leave.

The checking function was done on every month end.
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- Crediting Method
E8 Leave Management module support two types of staff leave crediting. That is Monthly and
Yearly.
Monthly credits, is done it at every month end run. Leave entitlement for the year gets pro-
rated and credit it into Year O (current year) leave balance.
Yearly credits, is done at year end run. The full year leave entitlement for a new year was
granted to every staff at the beginning of the year.

- Encashment Plan

Company imposes policy of pay back staff un-consumption leave in cash form, when the
number of leave balance brought forward exceeded the specify condition. Here is where to
setup the requirement.

E8 Leave Management module supports two categories encashment plan. That is: 0 — No
encashment & 1 — with encashment plan.

Formula of calculating number of days subject for encashment:
Leave Balance — Maximum B/F Balance

Illustration with example: Maximum B/F Balance = 10 days

Year of Before Year End After year end Number of Encashment
B/F Year 2 Year 1 Year O Year 2 Year 1 Plan days

1 3 12 15 0 days

1 11 12 22 (10+12) | 1days (11 —10)

2 3 15 17 18 (3+15) 17 0 days

2 13 15 17 25 (10+15) | 17 3 days (13 -10)

2 0 5 5 5 5 0 days

Company that practice of forfeiting staff leave balance when the number of leave balance
brought forward exceeded the specify condition. Choose encashment plan as 0 from the drop
down list.

It is the default setup here. User should update the encashment plan code according to each
individual staff condition in staff leave master maintenance function.

- Year Crediting Method (AA, AC, CC)

Method of calculating number of leave entitlement (how it recognize a staff one complete
year of service)

AA — Annual + Annual, AC — Annual + Calendar, CC — Calendar + Calendar.

Example:

Join Date : 5/3/1999

1* year leave entitlement : 10 days
2" year leave entitlement : 12 days
3" year leave entitlement : 14 days

a.) AA — staff join date. E.g. join date 5/3/1999. Thus, 5/3/1999 — 4/3/2000 is 1st complete
year of service, 5/3/2000 — 4/3/2001 is 2" complete year of service.
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b.) AC —first year use join date, 2 year onward use calendar period. E.g. 5/3/1999 —
4/3/2000 is 1* complete year of service, 5/3/2000 — 31/12/2000 is 10 months services,
system will prorate the leave entitlement. 3" year onwards take the full entitlement.

c.) CC —1%year use join date & prorate accordingly. 2" year onwards use calendar period,
i.e. Jan — Dec

- Leave Advance
Company that allow her staff to apply leave that has not been earn yet. Mark ¥* on the box

beside the statement.

- Advance Leave Day Limit
Input the number of advance leave days that the staff is authorized to apply.
In E8 ESS module, system will stop user from applying if the advance leave day limit is

reached.
E.g. if advance leave days limit is set as 2, it denotes that the maximum number of advance

day staff is allowed to consume is 2. Hence, the leave balance will not excess the figure of —

2.
If Leave Advance was ticked but the advance leave Day Limit does not set, i.e. the value is 0.

It denotes that staff is not able to take advance leave.

- Prorated
It is for:

a.) For staff who join less than one year. Example: for year crediting method CC, 1% year
prorate get 10 days & second year onwards get the full 14 days regardless when the
system start implemented.

b.) For leaving staff, check for status ‘B’ to prorate the leave entitlement. Please take note,
you may get negative balance if consumed leave > after prorated leave entitlement.

Mark ¥ to set the prorating to true.
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- Year of Service/Entitlement

Here is where to setup the staff leave entitlement according to the number year of services
with the company.

Illustration with example:

Year of | Entitlement | Implication

Service

1 10 Staff year of service <1 year to < 3 years, entitle for 10 days leave.

3 12 Staff year of service > = 3 years to < 5 years, entitle for 12 days
leave.

5 15 Staff year of service > =5 years to < 10 years, entitle for 15 days
leave.

10 18 Staff year of service >= 10 years onwards, entitle for 18 days leave.

To add new record, click on the [Add A Row] button. System will create an empty line for your
input.

To remove an existing row, highlight the row wanted to be removed and click on the [Delete A
Row] button. System will delete it from the screen.

User is advised to do thorough setup checking before proceed on input transaction.

Leave With Pay

It will determine whether should the staff salary be deducted due to consuming the leave.
Mark ¥ to set the leave with pay to true. It will not deduct staff pay if he applied for the leave.

However, if it was set to false, during payroll interfacing, system will create a deduction code
to deduct his pay.

Payroll Interface

User is given the choice to interface or not to interface the leave transaction over to payroll
module.

Mark ¥ to set the interfacing as true. It will safe payroll user from manually input it into the
payroll transaction, and ensure that all allowances and deductions transactions that
registered in leave module, are well taken care by system with this auto interfacing function is
on.

Half Day

Company that allow her staff to apply half-day leave, mark " on the box beside the
statement.

Number of Saturday

Company imposes policy of limiting the number of Saturday leave applied considers as half
day leave deduction. Here is where to setup the number count.

Example, input with value of 4. System will deduct the leave with half a day (0.5) from the
leave balance for the first 4 leaves application transaction for date is belongs to Saturday.
Subsequence leave transaction that include with Saturday, system will deduct one day from
the leave balance.

Hour

Company that allow her staff to apply leave in hour basis, mark " on the box beside the
statement.
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- Claim Code (15 alphanumeric)

Some leave category is subjected to claim. Example: Medical Leave, Hospitalization Leave,
Dental Fees. Some company may wants to encourage staff for self-improvement. Thus, may
wants to subsidy staff with his/her study. That can be handle here too.

Assign the claim code here, so that, during leave transaction entry you are allowed to input
with the claim detail too.

Leave with pay is true or false does not affect the amount pay (allowance) to staff when
payroll interface is true.

Max Claim Amount Allow

The maximum claim allowance is automatically displayed once the claim code was assigned.
The maximum claim allowance amount is defaulted from the claim master setup. It provides
you with the instant information for reference only. Any updating is done in the claim master
function.

Control By (15 alphanumeric)

Some company may impose certain policy of consuming leave for better administration
management.

E.g. Leave Code is NPL & Code control set as ANL. It implies that to apply NPL, staff must
consume all Annual leave.

ANL Affect By NPL (15 alphanumeric)

The function is not implemented yet. However, the intention of the design concept to input No
Pay Leave Code only.

With an Annual Leave Code input in the Code field, the option is than enabled to allow
entering No Pay Leave Code.

The number of days No Pay Leave taken will affect the Annual Leave entitlement. System will
deduct the number of days No pay Leave taken from the Annual Leave entitlement.

Month of Services

Company imposes policy for newly join staff that must fulfill a certain number of months
before can apply for leave. You are required to specify the month here.

Input 3, means staff year of service must fulfill three months before he/she is allowed to apply
for the leave.

System will do the appropriate leave crediting for staff regardless the setup here. There work
independently.

Eligible Gender

There are three categories to choose from. That are: Female, Male and both.

Not all leave categories are applicable to all sex. Example, Maternity Leave only applicable to
female staff, Annual Leave applicable for both female and male staff and NS Reservist only
applicable to male staff.

Choose the correct gender for the leave category from the drop down list. System will do the
checking to ensure only eligible staff is allowed to apply those leave.

Legend Code (2 alphanumeric)

Due to paper size constrain, instead of printing the full 15 alphanumeric leave code it print
legend code on the Plan Report. Example: AL for ANL and NL for NPL.

Last Form No.

E8 Leave management provides with computerize leave form. Each leave application form
attach with a unique running form number for better administration operation.
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With one centralize unique running leave application number implemented, it help leave
operator from non-double leave recording that may lead to a un-present and confusing data
source controlling.

Assign the desire starting leave application form number minus one here or take the system
default number that is to start from 1.

Example: want to start number from 100. Input 99 (100 — 1). Start from 1. Input as 0.

- Do not check “urgent”
The setup here works in ESS module.
It is applicable to annual leave type only.
System keep track of staff apply for urgent leave. Recommending officer and approving
officer will get the alert prompting message for urgent leave records when doing the
recommending or approving job.
Urgent leave is record that the leave taken date is earlier than leave application date.
Example, staff login ESS on 10/8/2009 to apply for leave taken on 8/8/2009.
To turn off the function remove the tick beside the option.

- Include Sat, Sun, PH
Leave type when counting the days taken include Saturday, Sunday and Public Holiday put a
tick in the option.
Examples of leave type are Maternity leave and hospitalization leave.

- Controlled by ANL
It only get enable if the leave type code belong to NPL.
It serves as an check to ensure that NPL can only be taken if the annual leave was
consumed. Thus, system will prompt message during leave application to stop staff from
applying the NPL if he still have annual leave balance to be consumed.
To implement this checking just place a tick beside the option

- Remarks
Here is the memo field for user to input important notes for future reference.

To have a quick check on the attach employee for a leave type, click on the ‘Staff Leave Master
List’ button and the screen similar as below will be displayed. It provides quick information on its
encashment plan type, entitlement for last and current year, balance taken last and current year.
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Figure 2.3-2 Code Master setup screen — Staff Leave Master List

2.4 Event Code

Beside the usual leave types e.g. annual leave, medical leave and no pay leave you may
create the event for part of the item to be shown on the movement chart for viewing. Event
could be attending conference, oversea business trip, training and meeting. Each of the
event could assign with a colour to it for easy reference.

The leave code will be shown on top of the screen and you will add the event code below.

Data Entry  Event Code
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2.5 Staff Leave Master

After completing setting up staff personnel master, master leave codes in use and claim codes in
use. You are ready to distribute the leave categories to each and every staff.

Here is the function for your distribution.

Master Maintenance Menu
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2.5.1 Staff Leave Master Maintenance

To manually distribute leave categories for each and every staff, here is the function should use. It
is useful for non-initial system implementation stages and special case handling.

Example could be, new staff joined after system initial setup or some setup does not follow the
master code setup, example encashment plan should be 1 instead of 0.

There are two categories of display screen. That is Leave entitlement input screen and Non Leave
entitlement input screen.

Leave category that belong to Leave entitlement input screen refer to example, annual leave,
medical leave and maternity leave.

Leave category that belong to Non Leave entitlement input screen refer to example, No Pay Leave
and Absent from Work.

Data Entry  Staff Leave Master  Maintenance
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Each and every data fields usages:

- Staff ID / Name

Direct keyboard input or use help locating an existing staff record.

Once the staff ID was selected, his name and department are displayed on the respective
fields for user confirmation that the correct staff record was being located.

Staff Name is for viewing only. Maintenance is done in Staff Master function for Leave
Management module is implemented independently. If Leave Management module is
implemented together with Human Resources Management and/or Payroll module. Than, the
maintenance is come from either Human Resources Management or Payroll module.

- Leave Code

Direct input or use help to locate the leave code that was setup in Leave Master Code
function.

The full list of available leave codes is displayed for your selection when was clicked. It
shows with 2 colors, i.e. black and red. Black code indicates that the leave code was
assigned to the staff. In red is code that not yet assigned to the staff.

Select with leave code in black, the detail is displayed for your viewing and maintenance.
Select with leave code in red, you are assigning the leave code to the staff. From this point
onward, the staff is allowed to apply for the leave.

During distribution of leave code to each staff, system will ensure that staff that not eligible for
it, will be rejected.

Example, trying to distribute Maternity leave to a male staff, will get rejection. Message box
will display to highlight user the reason get rejected. Example, ‘Gender Not Match’.

- Encashment Plan
System default the leave code master setup value into here. However, user should update it
with the correct encashment plan code when necessary.
Use the drop down list to select the wanted code.

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 39 of 113
Version 3.00



Leave Management Manual

- Entitlement Last Year

For very first time system setup, user is required to fill up the last year leave entitlement for
each staff. Subsequently, at every Year End closing, system does the automatic update onto
it by transferring from the ‘Current Year Leave Entitlement’ data field.

However, it is optional input field. The information here is for reference purposes.

- Entitlement Current Year
System does staff’s year of services matching against Leave Master Code leave entitlement
setup to grant the current year leave entitlement for the staff.
It is the total number of leave entitlement for the current year. Regardless which leave
crediting method chosen. That is, Yearly or Monthly crediting method does not affect the
number of leave entitlement days in here.
The number of leave entitlement here does not imply that staff is allowed to consume all of
them before Year End is reached. The correct data field to look for is the ‘Leave Balance
Total'.

- Entitlement Leave
Here is the staff actual leave entitlement for current year as at to-date. Base on the condition
set with the leave code master. It could have or no leave pro-ration. Depend on company
policy.
Leave Entitlement days could be the same as Current Year Entitlement. Depend on the leave
crediting method chosen.

Further illustration:

Yearly Crediting During creation system default the computed Entitlement Leave to
Balance Leave. Thus, it is always be the same value.

Monthly Crediting | Prorated according to his year of service as at that Month.
Subsequently, at every month end closing, system will accumulate it
up to as at to-date automatically.

Example: Current Year Entitlement = 21 days

Period Entitlement Leave with Monthly Entitlement Leave with Yearly
Crediting Crediting

1 1.75 days (21/12) 21 days

2 3.50 days (21/12) x 2 21 days

3 5.25 days (21/12) x 3 21 days

- Entitlement Global Credit
There could be some specific occasion happen that company wanted to grant staff additional
leave days. Or due to tie production schedule, staff is requested to come back on the public
holiday and company decides to replace it with additional leave day for staff to consume it on
some other days. Here is the correct field to show the additional leave days ware granted.
The field here is for viewing only. To update and maintain it, run Master Generate function.
Maintenance could be increase or decrease the additional leave days granted.
The number of days here is accumulated into YearO, i.e. current year leave balance.

- Leave Taken MTD / YTD
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When there is approved leave transaction taken place, system on-lines update these two
fields. Thus, provides with latest leave taken for current month, total leave taken for the year
as well as the leave balance for staffs.

MTD refers to Month-To-Date and YTD refers to Year-To-Date.

MTD leave taken is cleared at every Month End close and YTD leave taken is cleared at
every Year End close.

- Leave taken Planned
Some leave need to be planned before hand, especially for staff who want to go for long
holiday that lead to a need of job schedule adjustment or manpower re-arrangement require.
It is a better way of monitoring the manpower resources movement with plan leave
enforcement.
E8 Leave Management encourages and support plan leave scheme. Thus, the field is
provided for to help company monitor how well does it get enforces and put it into action.
It provides the statistics figure of the number of days leave applied is planned.

- Leave Balance Before Last Year
It shows the number of leave balance get brought forward from Yearl at beginning of a new
year or before leave was consumed.
The number of days will get reduced until it reaches 0 when approved leave application
transaction was input.

- Leave Balance Last Year
It shows the number of leave balance get brought forward from YearO at beginning of a new
year or before leave was consumed that affecting the balances.
The number of days will get reduced until it reaches 0 when approved leave application
transaction was input and Year2 balance is 0.

- Leave Balance Current Year

It shows the number of leave entitlement for current year.

It could have 2 ways of interpreting the meaning of the number of day shows here before the

number of day gets affected by consumption of leave day. That is:

a.) Total number of current year leave entitlement for the full year when it is using yearly
crediting method.

b.) Total number of current year leave entitlement as at to-date when it is using monthly
crediting method.

The number of days will get reduced until it reaches 0 when approved leave application

transaction was input and Year2 & Yearl balance are 0.

- Leave Balance Total
It is a system maintenance field that sum up the leave balance for Year2, Yearl and YearO,
provide user a quick and accurate total leave balance for a staff as at to-date.

- Leave Balance No. Of Saturday
At beginning of a new year, system default the value from the code master setup.
Subsequently, it gets reduced when staff applied leave that fall into Saturday.
Leave that fall into a Saturday and the value here is not equal to 0, was counted a half day.
Thus, system deducts 0.5 days from the leave balance and minus one from it until it reaches
0.
Once it reaches 0, subsequent leave fall into Saturday is considered as one day. Thus,
system will deduct one full day from the leave balance.
User is able to do direct maintenance here.
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- Claim MTD/YTD
Leave code that attached with claim code, the summary claim figure is displayed here for
easy and quick reference for both current month and year to date claim consumption.
The MTD claim amount is cleared at every Month End closing. Where else, YTD claim
cleared at every Year End closing.

- Claim Balance

It provides the latest claim balance available for a staff as at to-date. At beginning of a new
year, system default the value from the code master setup.

The balance will reach 0 when staff had fully utility the maximum allowance.

Once it reaches 0 balance, further claim input is rejected by the system with a warming
message to highlight user the causes of rejection.

- Remarks
It is the memo field for user to input important remark pertaining to the staff.

Buttons Functionality

- Transaction List

It provides the detail transactions screen for a leave code. Detail with: Date range of leave
consume (Date From & To), Status of Leave, Duration of leave (Number Of Day), Number of
Hours, Total Number of Days.

Base of the transactions status, system break it down into Approved and Others total. Others
are transaction status not under approve.

- OK button
To save the update and exit.

- Next button
To save the record and move on to the next record entry.

- Clear button
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To remove all information from the entry screen and start a new fresh entry screen.

- Delete button
To remove the staff's leave master record.

System is able to stop user from deleting record that have transaction entry. You will receive
warming message ‘ No Deletion For staff has Transaction’.

- Close button
To exit from the function without saving.

2.5.2 Staff Leave Master Generation

Here is the alternative functionality of distributing each leave master code to staff. Instead of
assigning each and every single leave master code by per staff basis. The function provide user a
faster and simple way of distribute it globally.

It is extremely useful during initial system implementation and new leaves code implemented.
Example, all staff is entitled for annual leave. Thus, input with the correct annual leave code here
with the full range of staff ID. Follow by click on [OK] or [Next] button. System will generate the
leave code selected to all staff and you can locate them in the Staff Leave Master Maintenance
option.

Data Entry  Staff Leave Master  Generation

Figure 2.4.2 Staff leave master generation screen

- Department
This is 1st method of global distributing the leave code to staff leave master, by Department
sequence.
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Direct keyboard input or use the dropdown list help to locate the wanted department code
range into ‘From’ & ‘To’ range.

- Staff
This is ™ method of global distributing the leave code to staff leave master, by Staff ID
sequence.

Direct keyboard input or use help to locate the wanted staff ID range into ‘From’ & ‘To
range.

- Generate Staff Leave Master

You may just wanted to do global leave code distribution for a specify leave code or a few
leave code. Than, you must specify the leave code into the ‘Leave Code’ field either by direct
keyboard input or use the dropdown list to locate for the leave code.

However, please note that to achieve the function must leave the [All Codes] box blank.

- All
To globally distribution all leave code setup in the leave master to staff, remember to mark *
beside it.
Please note that, even there is leave code shows in the code field. However, if the [All Codes]

is set to true, mark with ¥", system will not take it into consideration during distributing of
leave code.

- Leave Global Crediting
Beside the official leave entitlement (number of day setup for each leave master), to grant for
additional day(s) on top of it, remember to mark ¥ into the box.
User is than allowed to specify the number of day into the box beside it (on the right side of
the statement).
The additional number of day is updated into field ‘Entitlement Global Credit’ and ‘Current
Year' at staff leave master maintenance option.

- Increase / Decrease
The leave global crediting can be increased the day or reduce it.

Thus, if existent ‘Entitlement Global Credit’ with value of 2 and ‘Current Year’ with value of
12. In here, it input value of 3 with increase set to true. Result would be ‘Entitlement Global
Credit’ =5 and ‘Current Year’ = 15.

How Child / Infant care leave are handled?

Child care leave is handled differently from the rest of the leave type. Not all staff within the
selected range will be granted with the leave type. Staffs who meet the criteria will be granted with
the leave type. The criteria are setup in the Parameter table, Family record and in the leave code
master table.

Example: children age below = 7, entitlement days = 3, months of service = 3

System will check the family table to look for children record, citizen and age below 7 and the staff
must be with the company for at least 3 months will granted with the child care leave.

Family record which entitle for infant care leave will auto grant with the child care leave.

During family record creation in HRMS modaule if there is children record being input and it fulfill the
condition set in leave module, the Child/Infant care leave is granted at the point the family record is
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saved. Children record creates through ESS no auto child/infant care leave ill be granted. This will
allow HR user to check and confirm. HR user will than run this function to grant the leave.
When the children move to the next age?

When the children move to the next age and reaches or exceeded the entitlement age group the
staff child care leave type will be withdrawn at the end of the year after Year End closed.

Birthday Current date Children care leave
13 March 2008 March 2008 Entitle till 31 December
13 March 2008 Apr 2008 Entitle till 31December
13 March 2008 Jan 2009 Not entitle

2.6 Leave Form

Here is the function to print the computerize leave application form. With centralize unique running
serial number assigned to each computerize leave application form, it helps user from better leave
administrative operation.

Data Entry  Leave Form

Leave Application Form Generation Screen
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- Staff ID / Name

Direct keyboard input or use help locating an existing staff record.

Once the staff ID was selected, his name and department are displayed on the respective
fields for user confirmation that the correct staff record was being located.

Staff Name is for viewing only. Maintenance is done in Staff Master function for Leave
Management module is implemented independently. If Leave Management module is
implemented together with Human Resources Management and/or Payroll module. Than, the
maintenance is come from either Human Resources Management or Payroll module.

- Remarks
Input useful narrative for recommending and approving officer reference.

- Leave Code

Direct input or use help to locate the leave code that was setup in Leave Master Code
function.

The full list of available leave codes is displayed for your selection when was clicked. It
shows with 2 colors, i.e. black and red. Black code indicates that the leave code was
assigned to the staff. In red is code that not yet assigned to the staff.

Select with leave code in red, you are assigning the leave code to the staff. System prompt
message ‘Setup Leave Master Now?'. Answer with yes, the staff leave master entry screen is
displayed. User is required to fill up the detail and save the record. From this point onward,
the staff is allowed to apply for the leave. Answer with No, system stop user from process
on.

During distribution of leave code to each staff, system will ensure that staff that not eligible for
it, will be rejected.

Example, trying to distribute Maternity leave to a male staff, will get rejection. Message box
will display to highlight user the reason get rejected. Example, ‘Gender Not Match’.

- Serial No.
It is system generate and maintain running number.

For creating new leave application form, Input the wanted staff ID with the relevant leave
code follow by pressing the [OK] or [Next] button.

To recall a newly created or existing leave application form, use the button to list out the
available leave application form and select the wanted form.

To print the leave application form, click on the [Print Leave Application Form] button. The
window printer selection screen is displayed for user to choose the right printer for printing.

- User ID / Time Stamp of Issued
Creating new leave applicable form, system default Leave’s System date into her with the
CPU Time in hour, minutes & second.

- User ID / Time Stamp of Submitted
When the leave application form is under process by his recommending officer or approval
officer. That is, leave application form status is updated from pending to submit. System
default Leave’s System date into here with the CPU time in hour & minutes.

- User ID / Time Stamp of Cancelled
If subsequently, staff decided to cancel the generated computerize leave application form.
Click on the [Cancel] button. The leave application form status is updated with cancel stage.
System default Leave’s System date into here with the CPU time in hour, minutes & second.
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Notes:

a.) Once computerize Leave application form was Approved, Submitted or Cancel. No further
printing the form is allowed from the system.

b.) Leave Form cancelled cannot be used in leave transaction entry.

C.) After Leave Form was submitted into Leave Transaction. To cancel the leave application
must do it in Leave Transaction entry function. Form maintenance’s cancel function only
works for form that haven’t submit to leave transaction yet.

Following are the Staff ID Selection Screen Functionality

The selection screen provides with the following default information for your easy identification.

Staff ID, Staff Name, Postal Code, Employee Status, Date First Join, Marital Status, Email
address and Chinese Name.

Figure 2.5-1 Selection screen

- Prior /
Switch to previous screen page.

- Next/
Switch to next follow screen page.

Switch direct to the first screen page.

Switch direct to the last screen page.

- Resort
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By default the display sequence is by Staff ID. However, user can re-sequent by highlight the
column wanted for the re-arrangement follow by pressing the [Resort] button.

- Go
Confirm the selected record and return to main entry screen.

- Close
Return to main entry screen without selection.

- Col Cfg (Column Configuration)
User is given the option to design own viewing information screen by filtering the unwanted
field(s) and display sequence by using the [Col Cfg] button. The screen similar to the screen

shown below:

Figure 2.5-2 Col Cfg Selection screen

Uncheck the box under ‘Visible’ column is to remove the field from the selection screen.
After uncheck certain field from the selection screen, use the [Resort] button to have a quick
and easy system fields re-arrangement.

To move up the field, highlight the field under ‘Current Caption’ column follow by pressing the
[Up] button.

To move it down, highlight the field under ‘Current Caption’ column follow by pressing the
[Down] button.

To move the field Up or Down two or more steps from the list, repeat pressing the [Up] or
[Down] button two or more times.

To take back system default sorting, press the [Default Cfg] button.

To sequence it by Staff ID alone, mark ¥ into the box beside the ‘Sort Column 3.

2.7 Transaction Menu

After completion of all masters setup, it is ready to input daily leave transactions. Here is the
function provided for.
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Transaction Menu

2.7.1 Transaction Maintenance

To register the leave application detail by per staff basis, here is the function to use.

It provides with creating new leave application detail input function as well as maintaining existing
leave application detail option.

Data Entry  Transaction  Maintenance

Leave Transaction Maintenance Screen — input in number of day
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Leave Transaction Maintenance Screen — input with number of hour

- Staff ID / Name

Direct keyboard input or use help locating an existing staff record.

Once the staff ID was selected, his name and department are displayed on the respective
fields for user confirmation that the correct staff record was being located.

Staff Name is for viewing only. Maintenance is done in Staff Master function for Leave
Management module is implemented independently. If Leave Management module is
implemented together with Human Resources Management and/or Payroll module. Than, the
maintenance is come from either Human Resources Management or Payroll module.

- Leave Code

Direct input or use help to locate the leave code that was setup in Leave Master Code
function.

The full list of available leave codes is displayed for your selection when was clicked. It
shows with 2 colors, i.e. black and red. Black code indicates that the leave code was
assigned to the staff. In red is code that not yet assigned to the staff.

Select with leave code in red, you are assigning the leave code to the staff. System prompt
message ‘Generate the Leave Master?’. Answer with yes, the staff leave master generation
screen is displayed. Staff ID and Leave code are defaulted over. User is required to press the
[OK] button to initial the generation process. That is all user need to do and staff leave master
is automatically created. From this point onward, the staff is allowed to apply for the leave.
Answer with No, system stop user from process on.

During distribution of leave code to each staff, system will ensure that staff that not eligible for
it, will be rejected.
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Example, trying to distribute Maternity leave to a male staff, will get rejection. Message box
will display to highlight user the reason get rejected. Example, ‘Gender Not Match’.

E8 support two types of leave application, by day and by hours. There are mutually exclusive,
hence, for leave consume in day, system will count as either half a day or full day per a date. As for
hours, system will count as hours and convert it to equivalent number of day.

- Date From / Date To (a.m / p.m)
Input the date range of leave applied into here.
For applying full day leave, Date From should mark the am and Date To should mark the pm.
For applying half a day morning leave, Date From and To should both mark the am.
For applying half a day afternoon leave, Date From and To should both mark the pm.

- Number of Day
Base on the Date From & To and am/pm setup. System is able to do automatic calculation of
the number of day leave taken. The number of day counted excluded public holiday, Sunday
and official off day.
Press on the [C] button to initial the computation.
Depend on Staff number of day work per week, system to include or exclude the Saturday
from the number of day leave taken.

For staff work 5 days per week. Saturday is excluded from the number of day leave taken.
For staff work 5.5 days and 6 days per week. Saturday is included in the number of day leave
taken.
Example:
Leave applied from 5/12/2002 to 9/12/2001
6/12/2002 Friday, is Hari Raya Puasa public holiday
7/12/2002 Saturday
8/12/2002 Sunday

Staff work 5 days per week Total leave taken = 2 days

Staff work 6 days per week Total leave taken = 3 days

Staff work 5.5 days per week 2 full working days with 1 Saturday

a.) Saturday consider as half day leave:
Total leave taken = 2.5 days

b.) Saturday consider as one full day:
Total leave taken = 3 days

It is system update field base on data input. Thus, it can only be viewed. The figure shown
would help user to check against the data input.

- Number of Saturday
Here is where the counted number of Saturday show, after the computation was run and
there is Saturday involved in the leave application date range.
It is system update field base on input data. Thus, it can only be viewed. The figure shown
would help user to check against the data input.

- Total Days
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Formula of total days = number of days + number of Saturday.

Please note that, value of number of Saturday could be 1days or 0.5 day. It depends on the
setup condition.

It is system update field base on input data. Thus, it can only be viewed.

- Date From (Time From) / Date To (Time To)
Input the date range of leave applied into ‘Date From’ and ‘Date To’ field.

Input the Starting time that count as leave into the ‘Time From’ field together with the End
time of leave apply.

Click on the [C] button besides the ‘Time To’ field, system will base on the input data and
count the application hours.

- Number of Hour
System counted hours and update into here.

- Day Rounded
System will convert the hour into day equivalent and update into here.

- Pay Year / Pay Month
System defaults the current payroll period into here for reference.

- Claim Code
If it is related to claim, the claim code would be displayed for your reference.

- Single Claim Limit
If the claim code setup involve single claim limit, the amount will be displayed for your
reference.

- Claim Amount
If there is claim involve, input the relevant claim amount here.

- Country of Work
It shows where the staff is working for the period the leave is consumed.
System base on the working country to count the days of leave consume.

- Leave Form
If it is computerize leave application form, remember to select the form number from the drop
down list.
Once the record is saved, in ‘Form’ function the submission user ID and Time stamp is on-
line updated.

Once the computerize leave application form was submitted, reprint of the form is no longer
available. It is to ensure that no duplication of same leave application form was circulating
and confuse the operation flow.

- - Date Submitted
Here is where to input the leave application form when it's submitted. Could be in stages of
pending for official recommendation or approval.
User is reminded to input the date here, if user is trying to save a record with a blank date.

- Current Status
E8 Leave Management supports 6 leave status to monitor it movement. That are: Pending,
Approved, Recommended, Rejected, Return and Cancelled.
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S/n | Status Remarks
1. Pending 15" submitted for recommendation.
2. Recommended Recommending officer agreed to it and passed it on to the approval

officer for final decision.

3. Approved Approving official had approved the leave application.

4. Rejected Leave application form was rejected. Could be at stages of
recommending or approving.

5. Cancelled Staff initials the cancellation of leave application.

6. Return It is only applicable when ESS (Employee Self Services) system is
implemented. It is to notify staff the submitted application form
wasn'’t get attended within the specify time range.

Example:

Set 6 hours for officer to get reply to the applicant. If after 6 hours
there is no action taken by the recommending or approving officer.
System update status to ‘Return’ automatically & send back to
applicant for resubmission.

This status cannot be chosen. It is reserved used by system only.

Notes:
HR user is able to help staff to re-submit the application to his recommending/Approving
officer if staff accidently cancelled the application in ESS. To re-submit just login to
transaction maintenance option in leave module, call out the record and update the status
to ‘Pending’ and saved it.

- Recommending Officer / Time Stamp For Recommend

Select the recommending officer ID from the drop down list. System defaults system data and
CPU time stamp automatically. Time Stamp is in the format by hour, minute & second.
Recommending Officer drop down list maintenance is done in Staff Master function for Leave
Management module is implemented independently. If Leave Management module is
implemented together with Human Resources Management module. Than, the maintenance
is come from Human Resources Management module.

- Approving Officer / Time Stamp For Approving

Select the approving officer ID from the drop down list. System defaults system data and
CPU time stamp automatically. Time Stamp is in the format by hour, minute & second.
Approving Officer drop down list maintenance is done in Staff Master function for Leave
Management module is implemented independently. If Leave Management module is
implemented together with Human Resources Management module. Than, the maintenance
is come from Human Resources Management module.

- Planned
Mark ¥" here to indicate that the leave application was pre-planned for. If the transaction date
is earlier than current system date and was ticked, upon record saving system will not save it
as planned leave (the tick will not be saved).
With proper data entry, system is able to provide the relevant report for management
analysis.
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- Block

Mark ¥" here to indicate that the leave application was in block leave category.
With proper data entry, system is able to provide the relevant report for management

analysis.

- Leave With Pay

Mark ¥" here to indicate that the leave application was subjected to payroll.
With proper data entry, system is able to provide the relevant report for management

analysis.

- Urgent

Mark ¥" here to indicate that the leave application was an urgent leave.

This field will be enabled if the leave code belongs to the annual leave (ANL) type.

In ESS, the recommending and the approving officer will be prompted with a message if the
leave application date is after the leave transaction date. The officer has the option to indicate
whether the leave transaction is an urgent leave or not.
In Leave Module, the HR administrator is able to tick/un-tick this field when maintaining the
leave transaction.
With proper data entry, system is able to provide the relevant report for management

analysis.

- Remark

It is a memo field for user to input important notes about a staff for reference.

How Status changes affecting staff leave master balance?

Definition of Plan Ind: ¥~ Plan Ind : leave had not consumed yet.

Type Leave Status Plan Plan Taken Balance
Ind
ANL & All status Increase

Other leave Change to Approved & set Decrease | Increase Decrease

code with plan Ind false

Entitlement Approved change to Approved Increase Decrease | Increase
with
Recommended / Pending to Decrease
Rejected

NPL & Approved Increase

Other leave Approved to Cancel / Reject / Decrease

code without Recommended / Pending

Entitlement

How to apply next year leave in advance?

To apply leave that belong to next year system will remind user to place a tick in the ‘Planned
Leave’ field upon saving of record (similar to the screenshot attach below). It is to ensure the days

consume belong to next year leave entitlement.

When the new year is reach user may than run the ‘Plan Leave Update’ option to update the leave

balance.
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2.7.2 Transaction Generation

Besides creating new leave transaction using Transaction Maintenance function to input by per staff
basis. The function here is for global leave transaction generation with the selection criteria
specified.

The function is useful when leave consumption period is applicable to all staff or a specific staff
group. Example, most manufacturing company practice with long leave period for special festival
celebration or a day for company activity day.

Data Entry  Transaction  Generation

Figure 2.6.2 Leave Transaction Generation Selection Screen

- Department
This is 1st method of global leave transaction generation, by Department sequence.

Direct keyboard input or use the dropdown list help to locate the wanted department code
range into ‘From’ & ‘To’ range.
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- Staff
This is ™ method of global leave transaction generation, by Staff ID sequence.

Direct keyboard input or use help to locate the wanted staff ID range into ‘From’ & ‘To
range.

- Leave Code

You may just wanted to do global leave code distribution for a specify leave code or a few
leave code. Than, you must specify the leave code here either by direct keyboard input or
use the dropdown list to locate for the leave code.

Please notes that this function is only available for leave code that is belong to ANL (annual
leave) category.

Thus, the box beside it is always mark with »" automatically by system. User is not able to
unmark it.

With the " on, system does auto filtering leave code that does not belong to ANL category.
Thus, the dropdown list shows with leave code is belong to ANL only.

Leave code category setup is done in Leave Code Master Maintenance function.

- Date From / Date To (am / pm)
Input the date range of leave applied into here.
For applying full day leave, Date From should mark the am and Date To should mark the pm.
For applying half a day morning leave, Date From and To should both mark the am.
For applying half a day afternoon leave, Date From and To should both mark the pm.

- Remark
Input important notes for future reference. Example: it is a company activity day.

To confirm and start the generation, press [OK] or [Next] button to begin.
To abundant the selection and exit, press [Close] button.

2.8 Staff Movement

Option to input staffs movement other than from movement record in the leave transactions.
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2.8.1 Staff Movement Chart

Option to record staffs movement other than from the leave recording. Examples, staff attending
conference, meeting and attachment oversea.

You may record on behalf of the staff leave record for abnormal situation too in order to get the
movement chart data up-to-date. Abnormal situation could be staff goes on urgent medical leave.
The recording here will not affect actual leave record. Hence, staff himself should go through the
normal leave application process.

Data Entry  Staff Movement  Staff Movement Chart

How to input the movement?

- Double click on the wanted date and the input screen will display. It default the staff ID, name
and the date. You just pick the event code from the search list and input useful remark for
reference. Click [OK] button to save and exit from the input screen.

- You may input multiple events for a day. To do than instead of click the [OK] button click the
[New] button. System will save the record you just input and clear off the data on the event and
remarks fields for you to input the new event for the same day.

- Once record is saved it is not able to delete from the system. However, you can cancel it so
that it will not show on the movement chart. To do that recall back the record and place the tick
onto the ‘Cancelled’ field and save it.
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Here is the movement input screen.

Here is the sample screen with multiple movements for a day screen (highlighted in the box).
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2.8.2 Staff Movement Housekeep

Option to housekeep movement records that is no longer need to be monitor. Input the cut off date
and system will clear all movement date before the input date.

Data Entry  Staff Movement  Staff Movement Housekeep
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Chapter 3

Leave Management Inquiry
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3. INQUIRY

There are all together 4 main inquiries and 2 sub-inquires functions available. Which are:
o] Leave Code Master Inquiry
o] Staff Leave Code Master Inquiry
o] Leave Application Form Inquiry
o] Leave Transaction Inquiry
0 Plan Leave Transaction Inquiry
(o] User Defined

Inquiry Selection Menu

3.1 Leave Code

Here is the Leave Code Master setup inquiry function, which provides instant and easy access of all
leave codes input.

Specify the range of leave code to view in the ‘Code From’ & ‘Code To’ by direct keyboard input or

selection function key to locate the record. Follow by pressing the [Search] button to display the
detail on screen.

Inquiry  Leave Code

Figure 3.1-1 Leave Code Inquiry Screen |
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Figure 3.1-2 Leave Code Inquiry Screen I

Figure 3.1-3 Leave Code Inquiry Screen llI
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3.2 Staff Leave Master

Here is where provides with instant and easy access to staff leave balance and claim summary
information.

User could specify the range of staff and leave code to view. To view for one staff with all leave
category belong to him. Input the Staff ID From & To range with the same staff ID without specifying
the range of leaves code.

To view a specific leave for all staff, input the leave code From & To range with the same leave
code without specifying the range of Staff ID.

Specify the range of Staff ID and leave code to view in the ‘From’ & * To’ by direct keyboard input or

selection function key to locate the record. Follow by pressing the [Search] button to display the
detail on screen

Inquiry  Staff Leave Master

Figure 3.2-1 Staff Leave Master Inquiry Screen |
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Figure 3.2-2 Staff Leave Master Inquiry Screen ||

3.3 Leave Form

Here is where to view for the computerize leave application form detail. It provides the movement of
it. From 1* issue form to submission or being cancelled.

To view for one staff with all computerizes leave application form leave categories belong to him.
Input the Staff ID From & To range with the same staff ID without specifying the range of form serial
number and leave code. Follow by press on the [Search] button to display the detail below.

Without any selection but the [Search] button was pressed. All computerized leave application form
is shown on screen below.

Inquiry  Leave Form
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Figure 3.3 Leave Form Inquiry Screen

3.4 Transaction Menu

Here is the Transaction inquiry screen. It contents two transaction inquires. Leave Transaction and
Leave with Planned.

Transaction Inquiry Sub Menu

3.4.1 Transaction

Here is the option provides with quick and easy access viewing staff’s leave transactions detail.
To bring up the selection screen, click on the [Define Inquiry Condition] button and it will be shown.
To view for one staff with all leave transactions categories belong to him. Input the Staff ID From &
To range with the same staff ID without specifying the range of transaction date and leave code.

Follow by pressing the [Apply] button to initial the searching and display the detail on the box below.

Without any selection but the [Apply] button was pressed. All leave transactions is shown on screen
below.

User can do direct keyboard input into the selection fields or use function key to locate the
desire record.

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 65 of 113
Version 3.00



Leave Management Manual

Inquiry  Transaction  Transaction

Sample inquiry data screen after input the selection criteria.
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3.4.2 Transaction Planned

Here is the option provides with quick and easy access viewing staff's Planned leave transactions
detail.

Inquiry Functionality here is similar to section 3.4.1.

Inquiry  Transaction  Planned

Figure 3.4.2 Planned Transaction Inquiry Screen

3.5 User Defined

Here is the inquiry function that gives user free hand to:

a.) Select and decide what fields to and not to be included in the inquiry.

b.) Decide own inquiry title for easy reference.

c.) As many inquiry files as user needed.

d.) Design own inquiry format by sequencing the fields display order.

e.) Set own required inquiry condition. That is to say, define the scope of the records needed.
Example, staff ID is start from PC1001 or Staff's leave transaction date range from
04/01/2004 to 30/03/2004, etc.

f.) Choices to view on screen, output as hardcopy and save as CSV file and downloadable
into Excel.

g.) Duplicate from existing inquiry file and make minor modification to the new inquiry file. That
will definitely increase productivity and make job much easier.

h.) Analysis data by totaling, averaging, minimum and maximum value.

i.) At anytime delete redundant and unwanted inquiry file.

j-) Make inquiry from four databases, there are, Leave Code, Staff Leave Master, Leave Form
and Leave Transaction.

k.) Inquiry on screen and Print as hardcopy could have it own fields output within the same
inquiry file.

[.) Dimension the inquiry.
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Inquiry  User Define Inquiry

Figure 3-5.1 User Define Inquiry Screen

Buttons Functionality

To create new inquiry file.
To maintain existing query file.
To set query data criteria.
To remove redundant query file.
To view on screen.
Output to hardcopy.
Extract data out from database and convert to Text CSV file.
Download Text CSV file into database. Similar to copy function.

Exit from query option.
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Query File Design Functionality

The very first task need to be done is to assign a unique query file name for each and every query
file. The query name will be shown in the Select Query box for user to choice from. Follow by
assign a report name for it. It can be the same as the Query Name. Report name is used for
printing on the report.

Figure 3-5.2 User Define Inquiry Selection Screen  query file design screen

The File Columns Heading Functionality Provides

Old Field Name - Used by system only.

- Itis to place user selected data fields into column under here. The display
sequence would follow user selection order. That is to say the 1* selected
data field would carry S/N 1, 2" selected data field would take S/N 2,soon
and so for.

Display Field Name - System defaults Old Field Name into Display Field Name.

- User is given the choice to rename the description under Display Field Name
column.

Display Inquiry - To view on screen, mark ¥ into the box

Display Report - To print as hardcopy, mark ¥ into the box

Position - There are three printing position you can choice from:
a.) Left Print the content start from the left.

b.) Middle Print the content at the middle.

c.) Right Print the content start from the right.

- System default Text field with Left position and Amount field with Right
position.

Column - System defaults the printing column sequence according to user selection
order. However, user is allowed to re-arrange it by specifying the column
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number here.

Sign

- There are two printing sign you can choice from when come to amount fields:
a.) Plus  No sign will be printed.
b.) Minus a‘-*sign will be printed before the amount.

- By default, system used the input value sign.

Analysis Total

- To have a total at end of report.

Analysis Max

- To have the Maximum transaction value at the end of report.

Analysis Min

- To have the smallest transaction value at the end of report.

Analysis Average

- To have the transactions average value at the end of report.

How to Bring up the Dialog Box?

Place the cursor anyway on the big white box and right click the mouse. The dialog box that
contents the following functions options would be displayed.

Add Property

Add new fields into the query file

Condition Set criteria to the query file. E.g. Select records value larger and equal to 2000
only.

Insert Row Insert new row in between 2 existing rows.

Delete Row Remove row from existing query file.

Up Move row up by one row.

Down Move row down by one row.

Query Save As

Copy function.

Sort

Re-arrange the column display be accessing or descending order.

Adjustment Column

Re-arrange the viewing and reporting column by input the want column number.
Highlight the column need to be re-arranged before call up the dialog box.

Select All

Auto marking the display inquiry and report columns with 8

Default Column

Default column numbering to be the same as serial numbering.

Sometime, certain options were gray off. It is to highlight to user that under the current status those
options are not available. Until condition is fulfilled will than it be enabled automatically.

Alternative of adding property is to use the [Add Property] button. When the button was activated,
the Add Property dialog box will be displayed and you are now ready to select wanted fields here
follow by pressing the [OK] button to confirm your selection and system will bring the selection to
the query file.

By default the fields sequence would follow user selection order. That is to say the 1% selected data
field would carry S/N 1, 2" selected data field would take S/N 2, so on and so for. However, user
could re-arrange it using the column option by changing the column numbering order.
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Figure 3-5.3 User Define Inquiry Selection Screen  Add Property dialog box
Instead of retrieve the full database, there is time that only certain record or one particular record

that wanted. Set the criteria to meet your need by using the [Condition] function button to achieve
the goal.

Steps Of Setting Inquiry File Condition

1. Select field(s) you want to set the condition on. Fields that can be set with condition are those
fields that were added onto the query file.

2. Setup the relation. There are 8 relations available:

a.) > Greater/Larger than

b.) = Equal to

c.) <> Not Equal to

d.) >= Greater and Equal to

e.) < Lesser/Smaller than

f.) <= Lesser and Equal to

g.) Include Year To include a year value of
h.) Not Include Year To exclude a year value of

3. Input the wanted value under the Value column. Example, to view asset that purchase after 3"
April of year 2002. Hence, under value column input date value of 3/4/2002 is all you need to
do.

4. To set multiple selection conditions, continue the process by adding more rows. Example,
beside view staff that join after 3" April of year 2002. Also, limit to those basic pay is $2000 and
above. You need help using the Logic Sign. There are two logic sign available:

a.) AND b.)OR
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To achieve the above example, you would select ‘AND’ logic sign.

Figure 3-5.4 User Define Inquiry Selection Screen  Add Condition dialog box

View Inquiry Result On Screen
After the query file design is completed, it is ready to view it. Use the Inquiry button to bring out the
inquiry screen.

Figure 3-5.5 User Define Inquiry Selection Screen  example of Inquiry screen
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You are able to bring the report design format to display on screen too by marking ¥ besides the
‘Display Report’ label.

The bar provides the page number current at. Click on the right arrow to
move to the next page, left arrow to move to the previous page, first right arrow to the last page and
first left arrow to the beginning page. Page number would automatically update to the page
currently places on.

To view the analysis result, click on the [Analysis] button and the screen similar as below would be
displayed.

Figure 3-5.6 User Define Inquiry Selection Screen  Example of analysis inquiry screen

Output/Save Inquiry Result to CSV File

You may save the inquiry file into CSV text file, which is downloadable to Excel by
using the ‘Save As File * function button. User would decide where to save it and
file name for it.
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Figure 3-4.7 User Define Inquiry Selection Screen  Example of save to file screen

Output Inquiry Result to Report
You can choose to print out as hardcopy by using the Print button. The report printing setup screen
similar to the one below would be displayed. There are 3 setup tags available for user to do

personal report design before printing.

Figure 3-5.8 User Define Inquiry Selection Screen  Printing setup screen 1
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Figure 3-5.9 User Define Inquiry Selection Screen  Printing setup screen 2

Figure 3-5.10 User Define Inquiry Selection Screen  Printing setup screen 3

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 75 of 113
Version 3.00



Leave Management Manual

Figure 3-5.11 User Define Inquiry Selection Screen  Example of report print
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Export and Import Inquiry File Definition

You may export the inquiry file definition and import into:
a.) Same database serves as copy functionality and do minor adjustment to make creation of
new inquiry task easy and faster.
b.) Different set of E8 Payroll database, e.g. multiple subsidiary/branches database having the
same inquiry file definition.

Export and Import screen look similar to the screen display below. System default the inquiry title

as the export text file name. However, user can change it. User would make the decision where to
save it for easy locating.

Figure 3-5.12 User Define Inquiry Selection Screen  Export & Import Screen
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Dimension Reporting Functionality

Figure 3-5.13User Define Inquiry Selection Screen  Dimension Reporting definitions Screen

Besides listing reporting, E8 support dimension reporting as well. Activate the dimension report
functionality by Marking ** besides the wording ‘Dimension’ field. Once it is marked, the
[Dimension] button is showed.

Click on the Dimension button and the definition screen is displayed for user to input the criteria.
One of the characteristics of dimension reporting is it divides the report presentation into user
define rows and columns.

Steps Of Setup The Report Definition

1. Setup the row and column name.
2. Setup the row definition detail by adding property. Press the cursor under heading Old Field
name, right click mouse to bring up the dialog box or click the [Add Property] button.
3. Input the value range for each row. There are 2 methods of input the value.
a.) Manually input the value using keyboard entry
b.) Press the cursor under the value heading and right click the mouse to bring up the dialog
box. Select the ‘Quick Search’ option and the selection screen shown below displayed.
Pick your choice from the list.
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Figure 3-5.14 User Define Inquiry Selection Screen  Quick Search Screen

Notes that there is two value fields in one row. The 1st value column refers to the beginning of the
range value and the 2" value column is the end of the range value.

4. Setup the relation for the range. There are 7 relations available

a.) > Greater/Larger than
b.) = Equal to

c.) <> Not Equal to

d) >= Greater and Equal to
e.) < Lesser/Smaller than
f.) <= Lesser and Equal to
g.) Include To include value of

5. By default, system would place the Old Field Name value into the Display Field Name column.
User should change it to reflect the true description of the row.

6. To repeat same definition of row, place cursor under Old Field Name follow by right click mouse
to bring up the dialog box. Select item ‘Copy A Row’ a new row carry the same definition is
created. Change of value for the newly created row is all user need to do.
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Figure 3-4.15 User Define Inquiry Selection Screen  Dialog box for vary functions.

7.After setting up the row definition, process on to setup the column definition. The procedure is the
same as setting the row.

lllustration with Example

1. Row by leave type

2. Column by leave balance

3. Analysis 4 leave types. The four leave types are: ANL1, ANL2, ANL3 and ANL6
4. Analysis leave balance by range of: 1.50 to 12, 12.10 to 20 and 20.1 to 60

The report definition setup and the result produced is as follows:
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Figure 3-5.16 User Define Inquiry Selection Screen  Dimension Inquiry File Definition

Figure 3-5.17 User Define Inquiry Selection Screen  Dimension Inquiry Result
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Figure 3-5.18 User Define Inquiry Selection Screen  Dimension Report Result
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Chapter 4

Leave Management Reports
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4.0 REPORTS

E8 Leave module provides with vary report format in layout and content to meet user requirement.
This section will guide you through what reports are available for your usage.

You can preview report on screen before printing out. Sample reports are attached for your
references.

However, before printing any reports, please ensure that all leave transactions are properly entered
in order to provide complete and accurate management and operation reports for analysis and up-
to-date staff leave recording.

There are two header remarks description lines which allow user to input important notes for
printing on the report header. There is a footer remark provided for user to input the useful
message. For example to ensure a complete report list, you may input a short message of, ‘end of
report’ as an indicator.

It is a simple task of switching printer with the printer setup function available.

You will notice some selection options were being gray off. It is an indication that those functions
are not available in your version. Most likely, those functions are providing additional information for
viewing only.

These features are consistently available and standardize on all E8 reports function.

Report Selection Menu

4.1 Leave Code

The option here provides leave code setup full detail. User is advised to print the report just after
new leave code was created or maintenance of existing leave code. It is to ensure that leave codes
are properly setup before leave transaction input begin.

It helps to prevent confusion or inaccurate leave data get updated to staff records. Which may lead
to un-present situation happen.

Direct keyboard or use search button to help locating the desire record.

Report  Code
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Leave Codes Report Print Selection Screen

Sample Report Layout for Annual Leave Type

4.2 Staff Leave Master

The option provides staff’s leave detail listing with the following information:

Staff ID, Name, Department, Leave code, Credit Method, Current Year Entitlement, Last Year
Entitlement, Actual Entitlement as at to-date, Leave Balance brought forward from two year ago
(year2), Leave Balance brought forward from last year (yearl), Leave Balance for current year
(yearQ), Number of Saturday Balance for current year, Leave Taken MTD, Leave Taken YTD,
Planned Leave Taken YTD, MTD Claim, YTD Claim and Claim Balance.

There are two reports sorting criteria available, which are:
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a.) Sort by Department and Leave code
b.) Sort by Staff ID and Leave code

Select reports sorting sequence by Staff ID/Code, the department selection fields are disabled,

thus, the label of the field were gray off to highlight user the selection function for this particular
fields were temporary disable. Until the sorting sequence chosen again.

Direct keyboard or use search button to help locating the desire record.

Report  Staff Leave Master

4.3 Leave Days Taken Report

Report that allow user to find out the number of days had been taken as at to-date for all leave
types by staff detail.

You can preview on screen, print out as hardcopy or save to CSV file.
Below screenshot is the selection and the sample of preview screen for reference.

Report  Leave Days Taken Report
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4.4 Transaction Menu

There are two sub-selection options within the Transaction menu:
o] Transaction
(o] Planned

Report Selection Sub-Menu of Transaction
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4.4 1Transaction

The option provides staff's leave transaction with the following detail:

Staff ID & Name, Leave Code, Leave Begin & End Date, Number of Days & Hours taken,
Number of Saturday involve within the leave application period, Pay period belong in Year &
Month, Claim Amount, Claim Balance, Form Serial Number, Date Submitted, Leave
Transaction Status, Leave is Planned, Interface to Payroll and Block Leave indicator.

There are two levels of selection, which are: Transaction Date and by either one of the following
selection options:

o By Staff ID / Leave Code or

0 By Leave Code / Department or

o By Staff Department / Leave Code

Direct keyboard or use search button to help locating the desire record.
The date dropdown selection list shows with available leave transaction date value only. That
provides user with a quick and easy way of location the desire leave transaction record.

Report  Transaction  Transaction
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4.4.2 Planned

The option provides staff's planned leave transaction with detail that similar to section 4.3.1. It
provides information on how well planned leave had been carried out and utilities.

The selection functionality is similar to section 4.3.1

Report  Transaction  Planned

4.5 Childcare leave no longer entitle list

The option provide a detail listing of staff who no longer entitle for the childcare leave for reference.

You may output to file using the save button, preview the report layout by using the

button, output to printer by using the button, adjust the print out, paper setting by using the
button and adjust the screen column alignment by using the button.

To exit click the button
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4.6 Planned Leave

The option provides the date and leave type that staffs have planned to go leave but not yet confirm
record in per month basis.

The report provides with vital information for operation manager and supervisor concern to plan for
job scheduling and manpower arrangement.

Input the desire period and department range for the report. Or use search button to help
locating the desire department record.

You could have all leave transaction status or just the specify selected leave status by making the
choice under ‘Select Status’ option.

Report  Planned Leave
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Planned Leave Report Layout

4.7 Block Leave

The option provides staff having block leave detail. It provides with the following information:
Staff ID & Name, Department, Block leave date range (Begin & End Date).
There are two reports selection criteria available, which are:

a.) By Requirement (Not yet consumed)
b.) By Fulfilment (Consumed)

Direct keyboard or use search button to help locating the desire department record.

Report  Block Leave
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4.8 Leave Form

The option provides the movement and stages for the computerize leave application form
generation by system. Information printed is:

Form generated serial number, Leave Code, Staff ID and Name, Form Issued User ID

& Time Stamp (Date, Hour: Minutes: Second), Form Submitted User ID & Time Stamp (Date,
Hour: Minutes: Second), Form Cancelled User ID & Time Stamp (Date, Hour: Minutes:
Second).

There are two reports selection criteria available, which are:

a.) By Leave Code
b.) By Staff ID

Direct keyboard or use search button to help locating the desire record.

Report  Leave From
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4.9 Forfeit

The option provides staff's number of un-consume days annual leave to be forfeited. It only function
when Year End is reached, i.e. current period equal to 12.

The forfeited report provides with the following detail information for operation decision:
Staff ID & Name, Department, Annual Leave Code, Balance Brought Forward from two years
ago (year2), Balance Brought Forward from last year (yearl), Leave Balance and number of
days leave to be forfeited.

Direct keyboard or use search button to help locating the desire department record.

Report  Forfeit
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4.10 Encashment

The option provides staff’s number of annual leave days that instead of get forfeited at Year End
but company is reimbursing it in cash form.

The Encashment report provides with the following detail information for operation action:
Staff ID & Name, Department, Annual Leave Code, Encashment Plan Code, Balance Brought
Forward from two years ago (year2), Balance Brought Forward from last year (yearl), Leave
Balance and number of days leave entitle for encashment.

Direct keyboard or use search button to help locating the desire department record.

Report  Encashment

4.11 Movement Chart

Option to show staff movements for a selected month and country. Country code belong to base
country may include project country movement records onto it.

There are 3 movement status to choose from:
- to view records with ‘Open’ status
- to view records with ‘Close’ status
- to view all records (both Open and Close)
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Sample inquiry data screen
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Chapter 5

Leave Management
Utilities
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5 Utilities

5.1 Global Deletion of Staff Leave Master

The utility will allow user to do a global removal of wrongly granted leave type to staff records from
the staff leave master.

Pick a leave code and use the Select Staff button to search for the staff list. Click on the Delete
button and the selected leave type with those staff which the tick is placed in the choose column will
be removed.

There is one exception that the staff leave master record will not be removed and that is if there is
leave transaction record attach with it the leave master record will be remained.
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5.2 Historical Transaction Edition
Option allow user to edit historical transaction status and remark data.

The screen looks similar to the leave entry screen. However, it only open the ‘Current Status’ and
‘Remark’ fields for edition. Changes make here will not affect the current year data. Example the
leave balance.

Utility  Historical Transaction Edition
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Chapter 6

Leave Management
Month End / Year End Processing
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6 MONTH END/YEAR END PROCESSING

Menu options provide functionality for leave encashment integration to Payroll, Month End closing
as well as Year-End closing.

Menu Bar for Month end / Year End

6.1 Plan Leave Update
The option will list out plan leave records for the year and commit them to actual leave transaction.

Processing  Plan Leave Update

Figure 6.1-1 Plan Leave Update Selection Screen

There are three searching method to locate plan leave record, by transaction date range, by staff ID
and by department. Choose one of the searching method and click the [Search] button plan leave
record fulfill the selection condition will be listed on the screen.

Place the tick beside the wanted record(s) and click [Update to Actual] button to proceed. System
will reduce the leave balance and increase the MTD/YTD leave taken accordingly. Upon finish
updating system will lead you to the listing screen to print out the plan leave committed to actual
leave transaction listing.
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Figure 5.1-2 Plan Leave Updated listing Screen

You are advised to print out the listing for future reference and the listing is not able to re-print once
exit from here.

6.2 Payroll Integration Encashment

The option is only available, if Leave Management Module is integrated with Payroll module.

With the encashment report provided, user is given the choice to do manual input into Payroll or
activate this option for auto integration.

Encashment allowance code was pre-set in Parameter Table. System default it to here. Click on the
[Check Leave Encashment Status] button to being the checking. System will go through relevant
staff records that having encashment plan and calculate the number of days subjected to
encashment and the encashment amount.

Click on the [Encash] button to process on with the integration from Leave to Payroll System.

Processing  Payroll Integration Encashment

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 101 of 113
Version 3.00



Leave Management Manual

Figure 5.2 Payroll Integration Encashment Selection Screen

6.3 Month End

Each accounting period has a beginning and an ending and it follows the calendar.

The month-end processing begins with user checking that all the various reports, as determined by
company policy or other related department request, e.g. Human Resources Management and
Payroll department, had been printed.

After these reports had been printed, perform the backup for the system file.
The month-end processing has the following functions:
o Clear MTD Taken in staff leave master for all records.
o Clear MTD claim in staff leave master for all record.
o Check if the current accounting period is 12. If the period is not 12 the system will increment
the period by 1

If the period is 12, system will activate the Year-End indicator and prompt for the Year-End
processing to be performed

o Do leave crediting for leave code that belongs to monthly crediting method.

If there is/are plan leave transaction not yet commit to actual leave transaction system will prompt
message to remind user to perform the plan leave update.

Processing  Month End
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Figure 6.3 Month End Processing Screen

a.) Monthly Crediting.
b.) Year Crediting Method is AA.

c.) Year of Service start from begin to less than 7 years = 14 days and Year of Service from 7
years onward = 21 days

d.) Leave rounding setup

From To Value
0.01 0.17 0.17
0.18 0.25 0.25
0.26 0.42 0.42
0.43 0.50 0.50
0.51 0.58 0.58
0.59 0.75 0.75
0.76 0.99 1.00
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14 days 21 days 21 days
/_/\ AN AN
| | |
1/1/2002 4/5/2002 31/12/2002 4/5/2003 31/12/2003
14/12 =1.1666  1.17 21/12 =1.75
Mth Calculation Entitle Leave Balance (keep by
after rounding | system)
1 1.17 1.17 0
2 117 +1.17 + (- 0.00) = 2.34 2.42 2.34-2.42=-0.08
3 242 +1.17 + (- 0.08) =3.51 3.58 3.51-3.58 =-0.07
4 3.58 +1.17 + (- 0.07) = 4.68 4.75 4.68 —4.75 =-0.07
5 [(1.17 x 3)/31] round UP = 0.11 6.42 6.37 — 6.42 = -0.05
0.11+(—0.07) = 0.04
[(2.75 x 28)/31] round UP = 1.58
475+ 1.58 +0.04 = 6.37
6 6.42 + 1.75 +(- 0.05) = 8.12 8.17 8.12-8.17=-0.05
7 8.17 + 1.75 +(— 0.05) = 9.87 10 9.87 -10.00 =-0.13
8 10+ 1.75 +(- 0.13) = 11.62 11.75 11.62-11.75=-0.13
9 11.75+ 1.75 + (-0.13)= 13.37 13.42 13.37 - 13.42 =-0.05
10 13.42 + 1.75 +(- 0.05) = 15.12 15.17 15.12 -15.17 = -0.05
11 15.17 + 1.75 +(- 0.05) = 16.87 17 16.87 — 17 =-0.13
12 17 + 1.75+(— 0.13) = 18.62 18.75
After Year end run. Start from Beginning 1/1/2003
1 1.75 1.75 0
2 1.75+1.75=3.50 3.50 0
3 3.50+1.75=5.25 5.25 0
4 5.25+1.75=7.00 7.00 0
5 [(1.75 x 3)/31] round UP =0.1693  0.17 8.75 8.75-8.75=0
0.17+0=0.17
[(1.75 x28)/31] round UP = 1.5806  1.58
7+0.17+158=8.75
6 8.75 + 1.75 + (-0.00) = 10.50 10.50 0
7 10.50 + 1.75 + (-0.00) = 12.25 12.25 0
8 12.25 + 1.75 + (-0.00) = 14 14 0
9 14.00 + 1.75 + (-0.00) = 15.75 15.75 0
10 15.75+ 1.75 + (-0.00) = 17.50 17.50 0

Prepared By Bizpoint System (Wuhu) Pte Ltd
Version 3.00

Page 104 of 113



Leave Management Manual

11 17.50 + 1.75 + (-0.00) = 19.25 19.25 0

12 19.25 +1.75 + (-0.00) = 21 21

Leave entitlement for the year 14 days , 14/12 =1.1666 take 1.17

Mth | Calculation Entitle Leave Balance (keep by system)
after rounding

1 1.17 1.17 0

2 1.17 +1.17 + (- 0.00) = 2.34 2.42 2.34—- 2.42=-0.08

3 242 +1.17 +(-0.08) =3.51 3.58 3.51- 3.58=-0.07

4 3.58 + 1.17 + (- 0.07) =4.68 4.75 468 - 4.75=-0.07

5 475+ 1.17 + (-0.07) =5.85 6.00 5.85- 6.00=-0.15

6 6.00 + 1.17+ (- 0.15) = 7.02 7.17 7.02- 7.17=-0.15

7 7.17+1.17 + (- 0.15) = 8.19 8.25 8.19— 8.25=-0.06

8 8.25+ 1.17 + (- 0.06) = 9.36 9.42 9.36 — 9.42=-0.06

9 9.42 + 1.17 + (- 0.06) =10.53 10.58 10.53 - 10.58 =-0.05

10 10.58 + 1.17 + (- 0.05) = 11.70 11.75 11.70-11.75=-0.05

11 11.75+1.17 + (- 0.05) = 12.87 13.00 12.87 — 13.00 =-0.13

12 13.00 + 1.17 + (- 0.13) = 14.04 14.00 At last month of AA system takes
user defined number of days leave
entittement. No rounding

Leave entitlement for the year 19 days, 19/12 =1.58

Mth | Calculation Entitle Leave Balance (keep by system)
after rounding

1 1.58 1.58 0

2 1.58 +1.58 + (— 0.00) = 3.16 3.17 3.16- 3.17=-0.01

3 3.17+158 + (- 0.01) =4.74 4.75 4.74- 4.75=-0.01

4 475+ 158 + (- 0.01) =6.32 6.42 6.32- 6.42=-0.10

5 6.42 + 1.58 + (- 0.10) =7.90 8.00 7.90- 8.00=-0.10

6 8.00 + 1.58 + (— 0.10) = 9.48 9.50 9.48 — 9.50=-0.02

7 9.50 + 1.58 + (- 0.02) = 11.06 11.17 11.06 -11.17=-0.11

8 11.17 +1.58 + (- 0.11) = 12.64 12.75 12.64-12.75=-0.11

9 12.75 +1.58 + (- 0.11) =14.22 14.25 14.22 — 14.25=-0.03

10 14.25 + 1.58 + (- 0.03) = 15.80 16.00 15.80 - 16.00 = -0.20

11 16.00 + 1.58 + (— 0.20) =17.38 17.42 17.38 -17.42 =-0.04

12 17.42 + 1.58 + (— 0.04) = 18.96 19.00 At last month of AA system takes
user defined number of days leave
entitlement. No rounding
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6.4 Year End

The Year End Processing will close the current year and prepare the system for the new financial
year. The year-end processing is triggered when the last financial period of the year has completed
i.e. the Month-End Processing for the last financial period had been performed and

The user will be prompted immediately to perform the Year-End-Processing

The following functions will be performed:

(o]

O O O O O

(]

Clear YTD and Planned Taken in staff leave master for all records.
Clear YTD and Balance claim in staff leave master for all record.

Update current period to YYYY-01 that is the beginning of the New Year.
Staff Leave Master, Entitlement for Current Year is moved to Last Year.
Staff Leave Master, Entitlement for global credit is cleared.

Staff Leave Master, Entitlement for Current Year and Leave is re-calculated based on the
code setup.

Staff Leave Master, Number of Saturday day Balance gets re-instated.

Staff Leave Master, Leave YearQO balance brought forward to Yearl if it is allowed to carry
forward to next year.

Staff Leave Master, Leave Yearl balance brought forward to Year2 if it is allowed to carry
forward.

Staff Leave Master, Leave YearO balance is re-instated according to the code setup.

Staff annual leave that not allowed to be carrying forward or exceeded the number of days
limited is forfeited here.

If there is/are plan leave transaction not yet commit to actual leave transaction system will prompt
message to remind user to perform the plan leave update.

Processing  Year End

Figure 6.4 Year End Processing Selection Screen
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Year-end processing is the only opportunity to do transactions housekeeping. Select the range
of transaction date for housekeeping.

At the end of the Year End Run, Please remember to carry out the file backup procedure.

7 Change Password

It is a good practice to change the login password regularly. Click on the icon on the tool bar
and the password maintenance screen will display.

You are required to input the existing password than follow by the new password. Confirm the
password again by input in the confirm password field.

System show you the next password change date after this change. Click OK button to confirm your
changes.
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Chapter of

Leave Management Log
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8. Log

Menu provide leave transactions status movement log and housekeep.

8.1 Leave Transaction Log

Option provides leave transaction status being manually edited movement detail. There
are two selection options to choose from for searching the wanted log record, by Event
date range and by Staff ID + event date range.

You may preview on screen, print out as hard copy or save to file.

Log Leave Transaction Log
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8.2 Leave Transaction Log Housekeep

Option is to delete unwanted log records from the database. Once it is removed data
cannot be recovered, hence, it is suggested to do a Backup before the housekeeping.

Log Leave Transaction Log Housekeep
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Chapter of

Leave Management Appendix
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A. MONTHLY AND YEARLY ROUTINE CHECKLIST FOR E8 Leave
Management SYSTEM

This section lists out the checklist before the End of the Accounting Period of the Year

1

Perform whatever daily routine necessary. Make sure all postings are completed for the
monthly period before continuing the Month End routine

Print all the monthly reports needed. Examples are:
o0 Leave Forfeited Report
o Encashment Report

Perform monthly backup of all data files and do not overwrite these monthly backup till 2-
3 months later.

Perform Month End Processing

If the current period is 12, system will do a Year End processing.

If Leave Management Module is interfacing with Human Resources Management and/Or
Payroll module, Human Resources Management Module should be the last module to
perform the Month End processing.

B. BACKUP PROCEDURES FOR E8

With the amount of information that is available to you in a typical office system, therein
comes a certain level of responsibility — a responsibility often ignored until it is too late. It is
a typical case of “CRYING OVER SPLIT MILK". Everyone relying on personal computers
for information must take precautions to ensure that data is not lost

Losing information due to hardware or power failure, or though operator error, can be costly
and in some cases devastating, the time and effort required to retrieve lost information can
translate into a substantial amount of wasted money and opportunity cost

To protect your data, it is important that the person responsible for backing up your system
understands the rudimentary elements of the computer and the backup process. If you are
not this individual, you must make sure the person who in responsible has this knowledge

The implementation of a plan to recover from this “DISASTER WAITING TO HAPPEN”"
should, therefore, be an essential regulation for anyone interested in his/her investment on
information and productivity

Following faithfully to the Backup plan is to ensure a GOOD insurance of your database
against data loss
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If you ask yourself this question, “How much time, effort and money will be lost if | were to
lose any data?” you would then be able to work out how often you may need to backup
your data as well as how many sets of data need to be kept before recycling them

For any system, we would recommend the “grandfather, father and son” generation of data
backup. The minimum set of backup data set is 3 set such that you would always have the
next older version if the current backup version were unusable. For the monthly backup
before the End of Month processing, you should backup into a monthly set for safekeeping,
preferably in another site

The folder being used in this system is named as SYSTEM file
For WINDOW based system, you could use My Computer or Window Explorer to backup
the folder. You could rename the folder for the backup procedure.

"# #
1. In My Computer or Windows Explorer, find the file or folder you want to drag.
2. Make sure the place you want to drag the file or folder to is visible.
3. Drag the file or folder to the destination.
4. Rename the folder as backup
$

- If you right-click to drag, a menu appears with the available options.

- If you drag a file or a folder to a location on the same disk, it will be moved. If you drag it
to another disk, it will be copied

- You can create a copy of a file and move it at the same time by pressing CTRL while you
drag the file to a new location.

Please refer to your window user guide for more information on how to copy the folder.
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