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Executive Summary

Techvision in collaboration with Microsoft Bangladesh, Technohaven Co. Ltd. and Computer
Services Ltd. has completed customization and configuration of HR Module of Microsoft Navision
2018 ERP System under the contract agreement dated 11" October 2018 against RFP No
27.71.0000.002.07.023.17-154 dated February 08, 2018.

According to the signed agreement, we, the joint venture company, will customize, configure and
deploy an ERP System to 14 power companies (legal entities) under Power Cell. The deliverable
modules are —

e HR Management System

e Fixed Asset Management System
e Procurement System

e Accounts and Finance System

Users of the ERP System are from 14 legal entities / power companies under Power Cell namely

1. Power Cell
2. Power Division
3. BPDB

4. DPDC

5. PGCB

6. BREB

7. DESCO

8. APSCL

9. CPGCBL
10. RPCL

11. NWPGCL
12. WZPGCL
13. SREDA
14. NESCO
15. EGCB

16. B-R PowerGen Ltd.

This document has been prepared as User Manual outlining the usages and operational learning
of HR Module of ERP System for Power Sector.
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Introduction

Human Resource module helps manage human resources of an organization or a part thereof.

An important aspect for the unit is to develop its own values in the way which best supports its

particular mission, objectives and desired culture.

The following list describes a sequence of tasks which are generally performed in HR

Management:

—

Organizational Hierarchy (Organogram)
Employee Onboarding Process:
Employee Attendance Recording Process
Employee Leave Management Process

Employee Salary Disbursement Process

Employee Retirement Process

2
3
4.
5
6. Employee Performance Review Process
J
8. Employee Termination process

9

Employee Skill Development Process
10. Promotion & Posting Management

11. Investigation & Discipline Management

Employee Onboard
Process

Employee Performance
Review Process

Promotion & Posting
Management

Investigation & Discipline
Management

Human Resource
Management

Employee Termination
process
Employee
Retirement Process

Employee Attendance
Recording Process

Employee Leave
Management Process

Employee Salary
Disbursement Process

Employee Skill
Development Process

Techvision

Page 12 of 834



User Manual for HR Module, ERP System for Power Division

Minimum Requirement

Before you access Navision 2018 ERP System for Power Sector, we recommend that you verify
that your computer or mobile device and internet connection meets or exceeds the minimum

system requirements for the product. This section lists the requirements.

Browsers

Chrome for Windows and Firefox for Windows: Dynamics NAV is designed to work with the
current version of these desktop browsers.

Safari: Dynamics NAV is designed to work with the current version of Safari on OSX.

Microsoft Edge: Dynamics NAV is designed to work with the current version of Microsoft Edge.

Internet Explorer: Dynamics NAV is designed to work with Internet Explorer 11 (build
11.0.9600.17239) for Windows 10 and for Windows 8.1 (32-bit and 64-bit versions). We
recommend that you upgrade to the latest version of Internet Explorer supported for your version

of Windows.

Mobile devices

Windows: Dynamics NAV for Windows can be installed on devices with at least 1GB of RAM and
Windows 10 Phone, Home, Pro, Enterprise, or Education (32-bit and 64-bit editions).

iOS: Dynamics NAV for iPad and iPhone requires iOS 9.0 or later.

Android: Dynamics NAV for Android tablet and Android phone can be installed on devices with
at least 1GB of RAM and Android 5.0 or higher.

Device size: Dynamics NAV is supported on smartphones with a minimum screen size of 4" and

tablets with a minimum screen size of 7".

Internet Connection

Standard bandwidth (3 Mbps downlink) of internet connection will require to run the ERP System.
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Get Started

Introduction

This is a general instruction section to show
e Log In to the ERP System
e Log Out from the ERP System

¢ Navigation Process

Prerequisite
e Meeting minimum requirement

e ERP Credentials — Username and Password

How to Log In / Start

Steps
A. Open browser (Chrome / Internet Explorer / Mozilla Firefox)
B. Enter the URL address in address bar of the browser

(https://bdpowersectorerp.com/powerdiverpservice)

C. Press Enter. Login page will be appeared as below.

POWER SECTOR ERP SYSTEM

User name:

Password:

€ 2019 Techvision. All rights reserved.
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D. Enter your Username and Password in box 1 and 2 respectively.

POWER SECTOR ERP SYSTEM

User name; | hr_admin_bpol

Password: S .o

[Sign n | s

@ 2019 Techwvision. All rights reserved.

E. Select on "Sign In” button or press ENTER to load ERP Home Page. Following screen will

be appeared

Sample Power Company Organization Name
g - A
i— )

Muman Foced Acsets Procurement
Mesourcas
- p —_—
Wae—— ¥ 5ot —
(2}
K N ¥ UL
A" ool _
Finance Admin Dmtboaras

Techvision Page 15 of 834



User Manual for HR Module, ERP System for Power Division

How to Log Out

Steps

Follow the below steps as serialized in following figure in any forms

Power Sector ERP System

s =

| -
Haman Fixed Assets Procurament
Resources
:} Yy
Finance Admin Dashkcorda
Management

1. Click on right most top icon

2. Click on Sign Out to exit the system
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How to Navigate Form / Page

1. Click on "Home" from any form to return to ERP Home Page. Refer to figure below.
2. Click on blank left panel, as shown in above figure, from any form to return to previous

form. Refer to figure below.

B [E

Muman Foced Acsets Procurement
Mesourcas
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HR-100 General Setup

Introduction

This section shows how to configure the setup options to run and operate different HR functions

in the module. General Setup contains —

HR-101
HR-102
HR-103
HR-104
HR-105
HR-106
HR-107
HR-108
HR-109
HR-110
HR-111
HR-112
HR-113
HR-114
HR-115

Role

HR Config Setup

Salary Setup

Office Setup

Designation Setup
Department Setup

Leave Setup

Performance Setup
Qualification Setup

Research & Publications Setup
Job Description Setup
Employment Type Setup
Office Bank Setup

Foreign Tour Category Setup
Foreign Tour Purpose Setup
HR No. Series Setup

e Module Admin

Prerequisite

e Module Admin credentials — username and password

Techvision
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HR-101 How to Setup HR Config

Introduction

This process demonstrates how to setup HR Config of an organization. This setup is all about

master setup for an organization. To perform HR, this is the first thing what have to setup.

The HR setup process of an organization has 15 features setup-
1. Gratuity setup
Retirement setup
CPF setup
GPF setup

Loan setup

2

3

4

5

6. Leave setup
7. Attendance setup

8. Probation setup

9. Performance setup

10. Authentication setup

11. Child Allowance setup

12. Shift Duty Allowance setup
13. Arrear setup

14. Income Tax setup

15. Over Time setup

Roles

e Module Admin

Prerequisites
e Allowance Setup
e Deductions Setup

e TDS master Setup

Techvision
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Access HR Config Setup

To Initiate, follow the steps below.

A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

<

Power Sector ERP System

: )
[:\ =7, Y

B. Choose the “Human Resources” icon.

Power Sector ERP System
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HR Landing Page will be appeared as below

Power Sector ERP System

22 =1

C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP System

22 =1
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HR Setup landing page will be appeared as below

Techvision Page 22 of 834



User Manual for HR Module, ERP System for Power Division

The following HR Config Setup page will be appeared.

Powvar Sactor ERP System

Gratuity Setup

To Initiate, follow the steps below.

A. Access HR Config Setup by Human Resource Admin.

Power Soctor ERP System
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B. Choose the “Gratuity” icon on the HR Config Setup page, as indicated in figure below.

Powvar Sactor ERP System

The following Gratuity portion will be appeared.

C. Provide below Gratuity information to proceed.
1. Select Gratuity Applicable checkbox to applicable gratuity for respective
organization.
2. Provide Multiple of Basic for gratuity
e Multiple of Basic: 2
3. Provide Min Length of Service for gratuity

¢ Min Length of Service: 15
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Retirement Setup

To Initiate, follow the steps below.

A. Access HR Config Setup by Human Resource Admin.

Power Soctor ERP System

B. Choose the “Retirement” icon on the HR Config Setup page, as indicated in figure below.

Power Sactor ERP Systom

The following Retirement portion will be appeared.
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C. Provide below Retirement information to proceed.
1. Provide Default Retirement Age (Years) for gratuity
e Default Retirement Age (Years): 60

CPF Setup

To Initiate, follow the steps below.

A. Access HR Config Setup by Human Resource Admin.

Power Sector ERP System

B. Choose the “CPF” icon on the HR Config Setup page, as indicated in figure below.

Poweer Sector ERP System
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The following CPF portion will be appeared.

C. Provide below CPF information to proceed.
1. Select CPF Applicable checkbox to applicable CPF for respective organization.
2. Select CPF Penalty Applicable checkbox to applicable CPF Penalty for respective
organization
3. Provide Company Contribution Rate % for CPF
e Company Contribution Rate % : 10
4. Provide Personal Contribution Rate % for CPF

¢ Personal Contribution Rate % : 10

GPF Setup

To Initiate, follow the steps below.

A. Access HR Config Setup by Human Resource Admin.

Power Sector ERP System
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B. Choose the “GPF” icon on the HR Config Setup page, as indicated in figure below.

Powvar Sactor ERP System

The following GPF portion will be appeared.

C. Provide below GPF information to proceed.

1.

Select GPF Applicable checkbox to applicable GPF for respective organization.

2. Provide Min GPF Deduction % for GPF
e Min GPF Deduction % : 10

3. Provide Min GPF Deduction Commencement Period (Years) for GPF
¢ Min GPF Deduction Commencement Period (Years): 10

4. Provide Max GPF Deduction % for GPF
e Max GPF Deduction %: 15

5. Provide Age Limit Ending Mandatory GPF Deduction (Years) for GPF
¢ Age Limit Ending Mandatory GPF Deduction (Years): 2

6. Provide Yearly GPF Interest Rate % for GPF
e Yearly GPF Interest Rate % : 13
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Loan Setup

To Initiate, follow the steps below.

A. Access HR Config Setup by Human Resource Admin.

Power Soctor ERP System

B. Choose the “Loan” icon on the HR Config Setup page, as indicated in figure below.

Power Soctor ERP System

Techvision Page 29 of 834



User Manual for HR Module, ERP System for Power Division

The following Loan portion will be appeared.

C. Provide below Loan information to proceed.

1. Select Eligible for Loan checkbox to Eligible Loan for respective organization.

2. Provide Max Loan Amount

e Max Loan Amount: 50,00,000
3. Provide Min Loan Amount

e Min Loan Amount: 1,000
4. Provide Max No. of Instalments

¢ Max No. of Instalments: 120
5. Provide Min No. of Instalments

¢ Min No. of Instalments: 1
6. Provide Max Interest Rate %

e Max Interest Rate %: 15
7. Provide Min Interest Rate %

¢ Min Interest Rate %: 5

Techvision
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Leave Setup

To Initiate, follow the steps below.

A. Access HR Config Setup by Human Resource Admin.

Power Soctor ERP System

B. Choose the “Leave” icon on the HR Config Setup page, as indicated in figure below.

Power Sactor ERP Systom

The following Leave portion will be appeared.
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C. Provide below Leave information to proceed.
1. Select Leave Penalty Applicable checkbox to applicable Leave Penalty for
respective organization.
2. Select Approver Needed checkbox to applicable Approver for respective
organization.
3. Select Detailed Leave Entries Needed checkbox to applicable detailed leave

entry for respective organization.

Attendance Setup

To Initiate, follow the steps below.

A. Access HR Config Setup by Human Resource Admin.

Power Soctor ERP System
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B. Choose the “Attendance” icon on the HR Config Setup page, as indicated in figure below.

Powvar Sactor ERP System

The following Attendance portion will be appeared.

C. Provide below Attendance information to proceed.
1. Provide Late Threshold.
e Late Threshold: 30
2. Select Late Penalty Applicable checkbox to applicable Late Penalty for
respective organization.
3. Select Approver Needed checkbox to applicable Approver for respective

organization.
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Probation Setup

To Initiate, follow the steps below.

A. Access HR Config Setup by Human Resource Admin.

Power Soctor ERP System

B. Choose the “Probation” icon on the HR Config Setup page, as indicated in figure below.

Power Sactor ERP Systom

The following Probation portion will be appeared.
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C. Provide below Probation information to proceed.
1. Provide Default Probation Period (Months).
¢ Default Probation Period (Months): 24

Performance Setup

To Initiate, follow the steps below.

A. Access HR Config Setup by Human Resource Admin.

Power Sector ERP System

B. Choose the “Performance” icon on the HR Config Setup page, as indicated in figure below.

Powvar Sactor ERP System
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The following Performance portion will be appeared.

C. Provide below Performance information to proceed.
1. Select Approver Needed checkbox to applicable Approver for respective
organization.
2. Select Detailed Review Entries Needed checkbox to applicable Detailed review

for respective organization

Authentication Setup

To Initiate, follow the steps below.

A. Access HR Config Setup by Human Resource Admin.

Power Soctor ERP System
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B. Choose the “Authentication” icon on the HR Config Setup page, as indicated in figure

below.

Powier Sector ERP System

The following Authentication portion will be appeared.

C. Provide below Authentication information to proceed.
1. Select OTP Authentication checkbox to applicable OTP for respective

organization.
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Child Allowance Setup

To Initiate, follow the steps below.

A. Access HR Config Setup by Human Resource Admin.

Posmwer Sector ERP System

B. Choose the “Child Allowance” icon on the HR Config Setup page, as indicated in figure

below.

Pmes Sector ERP System
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The following Child Allowance portion will be appeared.

C. Provide below Child Allowance information to proceed.
1. Select Auto Child Allow. Applicable checkbox to applicable Auto Child
Allowance for respective organization.
2. Provide Age Limit for Child Allowance
e Age Limit for Child Allowance: 23
3. Provide Maximum Number of Child for Child Allowance
¢ Maximum Number of Child for Child Allowance: 2
4. Provide Child Allowance for 1
¢ Child Allowance for 1: 1000
5. Provide Child Allowance for 1
e Child Allowance for 1: 1500
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Shift Duty Allowance Setup

To Initiate, follow the steps below.

A. Access HR Config Setup by Human Resource Admin.

Powwesr Sector ERP System

B. Choose the “Shift Duty Allowance” icon on the HR Config Setup page, as indicated in

figure below.

The following Shift Duty Allowance portion will be appeared.
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C. Provide below Shift Duty Allowance information to proceed.

1. Choose the Allowance type from the dropdown by clicking on | ** | button.
¢ Allowance type: ALLOWANCEO15

Allowance Name will be populated by the system.

Arrear Setup

To Initiate, follow the steps below.

A. Access HR Config Setup by Human Resource Admin.

FPowes Sector ERP System
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B. Choose the “Arrear” icon on the HR Config Setup page, as indicated in figure below.

Poswer Sector ERP System

The following Arrear portion will be appeared.

C. Provide below Arrear information to proceed.

1. Choose the Allowance from the dropdown by clicking on | | button.

¢ Allowance type: ALLOWANCEO001

2. Choose the Deduction from the dropdown by clicking on | ™| button.

¢ Allowance type: DEDUCTIONO003

Techvision Page 42 of 834



User Manual for HR Module, ERP System for Power Division

Income Tax Setup

To Initiate, follow the steps below.

A. Access HR Config Setup by Human Resource Admin.

Powwesr Sector ERP System

B. Choose the “Income Tax” icon on the HR Config Setup page, as indicated in figure below.

Poswer Sector ERP System

The following Income Tax portion will be appeared.
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C. Provide below Income Tax information to proceed.
1. Provide Tax Investment Percentage

e Tax Investment Percentage: 25

2. Choose the TDS Deduction from the dropdown by clicking on
e TDS Deduction: TDS001

button.

Overtime Setup

To Initiate, follow the steps below.

A. Access HR Config Setup by Human Resource Admin.

Poweer Sector ERP System

Techvision
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B. Choose the “Overtime” icon on the HR Config Setup page, as indicated in figure below.

Powweer Sector ERP System

The following Overtime portion will be appeared.

C. Provide below Overtime information to proceed.

1. Choose the Overtime Allowance from the dropdown by clicking on
button.
e Overtime Allowance: ALLOWANCEO14
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HR-102 How to: Setup Salary

Introduction

This process demonstrates how to setup Salary of an organization. This setup is all about Salary

master setup for an organization.

The Salary setup process of an organization is divided into 11 major activities-

HR-102.1
HR-102.2
HR-102.3
HR-102.4
HR-102.5
HR-102.6
HR-102.7
HR-102.8
HR-102.9
HR-102.10
HR-102.11

Roles

Master setup

Income Tax setup

Pay Grade Mapping setup
Office Wise Salary setup
Employee TDS Calculation
Employee Salary Setup
Emp. Increment setup
Emp. Increment history
Salary Journal setup
Arrear

Arrear history

e Module Admin

Prerequisites

e HR No. Series Setup

Techvision
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Access Salary Setup

To Initiate, follow the steps below.

A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

1}

B. Choose the “Human Resources” icon.
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HR Landing Page will be appeared as below

Power Sector ERP System

22 =1
@,

C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP System

)+ B
Sl
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HR Setup landing page will be appeared as below

D. Choose the “Salary Setup” in HR Setup Landing Page.

= 5 0 0
D 0=/ - e
A\ " Frreks
A (’/ 4 | l ( ‘ l Q J
\ —
‘v‘. ' /.— :\ . ‘v" -
l“ \v' ‘| \ f ,L'[-} ‘1 \ [
l (Y l |
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The following Salary Setup page will be appeared.

Power Sectar ERP System

703 5

Master Setup Income Tax
Setup
{ M
Emploges

Employws TDS
Calculation

0=/ e

Salary Jowenad
Setop

Salary Setup

|

Pay Grade
Mapping Setup

b

Increment
Satuan

=

Arroar History

Otfice Wise
Salary Setup

=

Empl
Increment
Husrare

HR 102.1 Master Setup

To Initiate, follow the steps below.

A. Access Salary Setup by Human Resource Admin.

Power Sector ERP System

[I:Z-’)) 7“ .

Salary Jowenad
Setup

70 5

Master Setup Income Tax
Setup
Ha's
= -
Employws TDS Employes
Calculation Salary Setup

4

Py Grade
Mapping Setup

b

Increment
Saton

=

Arroar History

Office Wise
Salary Setup

=

Empl
Increment
Husrare
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B. Choose the “Master Setup” icon on the Salary Setup page, as indicated in figure below.

Power Sector ERP System

(@ i 3

Master Setup Incomme Tax Py Geade
Setup Mapping Setup Salary Setup
-~y 1‘ .\
> ¢ | (?
0= S N [ ’
Employws TDS Employes Empl Empl
Caleulation Salary Setup Increment Increment
Satuan Hwrore
)
v g o | % ey
1§ ")'I' A
m?) ,'o| :
Salary Jowrnad Arroar Arroar History
Setop

The following Master Setup page will be appeared.

Power Sector ERP Systemn

i 0Bm =

Puy Grade Step Setup Pay Grade Step
Setup Setup
ff 1 KL /
Allowance Bonus Setup Deducthione
Setup Setup
TOS Setap

C. There are 7 types of Setup in Master Setup Page-

HR-102.1.1  Pay Grade Setup
HR-102.1.2  Step Setup
HR-102.1.3  Pay Grade Step Setup
HR-102.1.4  Allowance Setup
HR-102.1.5 Bonus Setup
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HR-102.1.6  Deductions Setup
HR-102.1.7 TDS Setup

HR-102.1.1 Pay Grade Setup

To Initiate, follow the steps below.

A. Choose the "Pay Grade Setup” icon on the Master Setup page, as indicated in figure below.

Power Sector ERP Systemn

@ g
Pury Grade Step Setup Pay Grade Step
Setup Setup
- 1t ( 1) |
@ 0=/ o
Aldowance Bonus Setup Deductions
Setup Setup
105 Setap

The following Pay Grade Master page will be appeared.

Power Sector ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.
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B. Choose “New" icon on the Pay Grade Master page, as indicated in figure below.

Power Sector ERP System

The New Row will be appeared for Pay Grade entry as below.

Power Sector ERP Systern

C. Provide below information to proceed.
1. Provide Pay Grade Code
e Pay Grade Code: GR016
2. Provide Pay Grade Name
e Pay Grade Name: Grade 16
3. Provide Basic Amount

e Basic Amount: 18000
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4. Provide Min Basic Amount

¢ Min Basic Amount: 18000
5. Provide Max Basic Amount

¢ Max Basic Amount: 0
6. Provide Order No

e Order No:0

Power Sector ERP System

Tips
To assign multiple Pay Grade, use next line and follow steps 1 and 6.

D. Click the I:I button to save and close.

Power Sector ERP System
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HR-102.1.2 Step Setup

To Initiate, follow the steps below.

A. Choose the "Step Setup” icon on the Master Setup page, as indicated in figure below.

Power Sector ERP Systemn

g g
g j
Pay Grade Step Setup Pay Grade Step
Setup Setup
- 11 ( |
©) 0=’ iy
Aldowance Bonus Setup Deductions
Setup Setup
TOS Setap

The following Step Master page will be appeared.

Power Sector ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.
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B. Choose “New" icon on the Step Master page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for Step entry as below.

Power Sector ERP System

C. Provide below information to proceed.
1. Provide Step Code
e Step Code: STEP020
2. Provide Description

e Description: STEP 20
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3. Provide Order No
e Order No:0

Power Sector ERP System

Tips
To assign Multiple Step, use next line and follow steps 1 and 3.

E. Click the I:I button to save and close.

Power Sector ERP Systemn
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HR-102.1.3 Pay Grade Step Setup

To Initiate, follow the steps below.

A. Choose the "Pay Grade Step Setup” icon on the Master Setup page, as indicated in figure

below.
Power Sector ERP Systemn
q g
g j
Puy Grade Step Setup Pay Grade Step
Setup Setup
e 11 { |
é 0= v
Allowance Bonus Setup Deductions
Setup Setup
105 Setap

The following Pay Grade Step Master page will be appeared.

Power Sector ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.
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B. Choose “New” icon on the Pay Grade Step Master page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for Pay Grade Step entry as below.

Power Sector ERP System

C. Provide below information to proceed.
1. Provide Pay Grade Code
¢ Pay Grade Code: GR0O1
2. Provide Step Num
e Step Num: STEP 20
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3. Provide Basic Amount

e Basic Amount:0

Power Sector ERP System

Tips
To assign Multiple Pay Grade Step, use next line and follow steps 1 and 3.

D. Click the I:I button to save and close.

Power Sector ERP System
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HR-102.1.4 Allowance Setup

To Initiate, follow the steps below.

A. Choose the "Allowance Setup” icon on the Master Setup page, as indicated in figure below.

Power Sector ERP Systemn

g g
g j
Pay Grade Step Setup Pay Grade Step
Setup Setup
- 11 ( |
©) 0=’ iy
Aldowance Bonus Setup Deductions
Setup Setup
TOS Setap

The following Allowance Master page will be appeared.

Power Sector ERP System

ULOWWA T

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.
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B. Choose “New" icon on the Allowance Master page, as indicated in figure below.

Power Sector ERP System

LOWWA TG

New Row will be appeared for Allowance Master entry as below.

Power Sector ERP System

C. Provide below information to proceed.
1. Provide Allowance Code
¢ Allowance Code: ALLOWANCE024
2. Provide Allowance Name
¢ Allowance Name: Shift Duty
3. Provide Allowance Amount
¢ Allowance Amount: 0
4. Provide Allowance Perc

¢ Allowance Perc: 15
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5. Provide Min Allowance
¢ Min Allowance: 0
6. Provide Max Allowance
¢ Max Allowance: 0
7. Choose Allowance Base from the dropdown
¢ Allowance Base: Basic
8. Choose Status from the dropdown
e Status: Active
9. Choose Allowance Group from the dropdown
¢ Allowance Group: Payment
10. Select Is Arrear Applicable checkbox to applicable arrear in this allowance for

respective organization.

Power Sector ERP System

Tips
To assign multiple Allowances, use next line and follow steps 1 and 10.

IMPORTANT
e “Status” will define that respective allowance will active for that organization or not. [8]
e "Allowance Group” payment means this allowance column is visible in salary statement. [9]
e "Is Arrear Applicable” refers whether arrear calculation is applicable for this allowance while

generating salary. [10]
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D. Click the I:I button to save and close.

Power Sector ERP System

HR-102.1.5 Bonus Setup

To Initiate, follow the steps below.

A. Choose the "Bonus Setup” icon on the Master Setup page, as indicated in figure below.

Power Sector ERP Systemn

q 8
g j
Puy Grade Step Setup Pay Grade Step
Setup Setup
é 0=/ g
Allowance Bonus Setup Deductions
Setup Setup
105 Setap
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The following Bonus Master page will be appeared.

Power Sector ERP Systemn

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

B. Choose "New” icon on the Bonus Master page, as indicated in figure below.

Power Sector ERP Systemn

New Row will be appeared for Bonus Master entry as below.

Power Sector ERP Systern
¥

C. Provide below information to proceed.
1. Provide Bonus Code

e Bonus Code: Bonus001
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2. Provide Bonus Name
¢ Bonus Name: Incentive
3. Provide Bonus Amount
e Bonus Amount: 0
4. Provide Bonus Perc
¢ Bonus Perc: 10
5. Provide Min Bonus
e Min Bonus: 0
6. Provide Max Bonus
e Max Bonus: 0
7. Choose Bonus Base from the dropdown
¢ Bonus Base: Basic
8. Choose Applicable Religion from the dropdown
e Applicable Religion: ALL
9. Choose Status from the dropdown
e Status: Active
10. Choose Start Date from the dropdown
e Start Date: 01-05-20
11. Choose End Date from the dropdown
e Start Date: 031-05-20

Power Sector ERP Systemn

Tips
To assign multiple Bonus, use next line and follow steps 1 and 11.
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D. Click the I:I button to save and close.

Power Sector ERP Systemn

HR-102.1.6 Deduction Setup

To Initiate, follow the steps below.

A. Choose the "Deduction Setup” icon on the Master Setup page, as indicated in figure below.

Power Sector ERP System

Setup Satup

The following Deduction Master page will be appeared.

Power Sector ERP Systemn

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.
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B. Choose “New" icon on the Deduction Master page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for Deduction Master entry as below.

Power Sector ERP System ? &

C. Provide below information to proceed.
1. Provide Deduction Code
¢ Deduction Code: Deduction012
2. Provide Deduction Name
¢ Deduction Name: Motor Cycle Loan
3. Choose Deduction Group from the dropdown
e Deduction Group: “blank”
4. Choose CPF Type from the dropdown
e CPF Type: “blank”
5. Provide Deduction Amount

e Deduction Amount: 0
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6. Provide Deduction Perc
¢ Deduction Perc: 10
7. Provide Min Deduction
¢ Min Deduction: 1000
8. Provide Max Deduction
¢ Max Deduction: 4000
9. Choose Deduction Base from the dropdown
¢ Deduction Base: Basic
10. Choose Status from the dropdown

e Status: Active

Power Sector ERP Systemn

b 1 ¢

Tips
To assign multiple Deductions, use next line and follow steps 1 and 10.

D. Click the I:I button to save and close.

Power Sector ERP Systemn

Techvision Page 69 of 834



User Manual for HR Module, ERP System for Power Division

HR-102.1.7 TDS Setup

To Initiate, follow the steps below.

A. Choose the "TDS Setup” icon on the Master Setup page, as indicated in figure below.

Power Sector ERP System

Puy Grade Sup Serup Pay Grade Step
Setup Satup

(O o= -

Auwane Botus Setug Owelire ot
Setup Setup

The following TDS Master page will be appeared.

Power Sector ERP System

B. Choose "New” icon on the TDS Master page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for TDS Master entry as below.

Techvision Page 70 of 834



User Manual for HR Module, ERP System for Power Division

C. Provide below information to proceed.
1. Provide TDS Code
e TDS Code: TDS004
2. Provide TDS Name
e TDS Name: TAX
3. Provide TDS Amount
e TDS Amount: 0
4. Provide TDS Perc
e TDS Perc: 0
5. Provide Min TDS
e Min TDS: 0
6. Provide Max TDS
e Max TDS: 0
7. Choose TDS Base from the dropdown
e TDS Base: Basic
8. Choose Status from the dropdown

e Status: Active

Power Sector ERP System

Tips
To assign multiple TDS, use next line and follow steps 1 and 8.

D. Click the * " button to save and close.
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HR-102.2 Income Tax Setup

To Initiate, follow the steps below.

A. Access Salary Setup by Human Resource Admin user.

Power Sectar ERP System

Salary Jowenad
Setup

7

Income Tax

Fﬁ

Pay Grade

Master Setup
Setup Mapping Setup Salary Setup
= o ( )
1 [ =
Employws TDS Employes Empd. Empl
Caleulation Salaey Setup Increment Incremant
Mt

S tian

=

Arroar History

Office Wise

B. Choose the “Income Tax Setup” icon on the Salary Setup page, as indicated in figure

below.

Power Sector ERP System
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Salwry Jounal Arrear Arrwar Histary
Setup
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The following Income Tax Setup page will be appeared.

Power Sector ERP System

Tax Slab Setup Taxable Income Ofice Tax Fiscal Year
Setup tup Setup

C. There are 4 types of Setup in Income Tax Setup Page-

HR-102.2.1  Tax Slab Setup
HR-102.2.2 Taxable Income Setup
HR-102.2.3  Office Tax Setup
HR-102.2.4  Fiscal year Setup

HR-102.2.1 Tax Slab Setup

To Initiate, follow the steps below.
A. Choose the "Tax Slab Setup” icon on the Income Tax Setup page, as indicated in figure

below.

Power Sector ERP System

= = E 21

Tax Slab Setup Taxable Income Office Tax Fiscal Yoar
Setup Sotup Setup

The following Tax Slab Setup page will be appeared.

Power Sector ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

~J
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B. Choose “New" icon on the Tax Slab Setup page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for Tax Slab entry as below.

Power Sector ERP System

C. Provide below information to proceed.
1. Provide Sequence No
e Sequence No: 6
2. Choose Gender from dropdown
e Gender: Female
3. Provide Slab Name
e Slab Name: 6th 30% of Tk. Rest of the amount
4. Provide Tax Percentage
e Tax Percentage: 30
5. Provide Amount

e Amount: 10,00,00,000
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Power Sector ERP System

Tips
To assign multiple Tax Slab, use next line and follow steps 1 and 5.

D. Click the I:I button to save and close.

Powar Sector ERP Systemn

HR-102.2.2 Taxable Income Setup

To Initiate, follow the steps below.

A. Choose the “Taxable Income Setup” icon on the Income Tax Setup page, as indicated in

figure below.

Power Sector ERP System
Tax Slab Setup Taxable Income Otfice Tax Fiscal Yoar
Setup Sotup Setup
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The following Taxable Income Setup page will be appeared.

Power Sector ERP Systern

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

B. Choose “New" icon on the Taxable Income Setup page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for Taxable income entry as below.

Power Sector ERP System

C. Provide below information to proceed.
1. Choose Income Type from dropdown
¢ Income Type: Allowance
2. Choose Income Code from dropdown
¢ Income Code: ALLOWANCEO001

3. Provide Income Name
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¢ Income Name: House Rent Allowance

4. Provide Percentage

¢ Percentage: 50

Power Sector ERP System

Tips
To assign multiple Taxable Income, use next line and follow steps 1 and 4.

D. Click the I:I button to save and close.

Power Sector ERP System

HR-102.2.3 Office Tax Setup

To Initiate, follow the steps below.

A. Choose the "Office Tax Setup” icon on the Income Tax Setup page, as indicated in figure

below.

Power Sector ERP System

£} B Be B

Otfice Tax Fiscal Year

Tax Slab Setup Taxable Income
Setup Setup

Setup
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The following Office Tax Setup page will be appeared.

Power Sector ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

B. Choose “New” icon on the Office Tax Setup page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for Office Tax entry as below.

Power Sector ERP System

C. Provide below information to proceed.

1. Choose the Office Code From the Dropdown by clicking on | " | button.
e Office Code: 120
Office Name will be populated by the system
2. Provide Min Tax Amount

e Min Tax Amount: 4000
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Power Sector ERP System

Tips
To assign multiple Office tax, use next line and follow steps 1 and 2.

D. Click the I:I button to save and close.

Power Sector ERP Systemn

HR-102.2.4 Fiscal Year Setup

To Initiate, follow the steps below.

A. Choose the “Fiscal Year Setup” icon on the Income Tax Setup page, as indicated in figure

below.
Power Sector ERP System
Tax Slab Setup Taxable Income Otfice Tax Fiscal Year
Setup otup Setup
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The following Fiscal Year Setup page will be appeared.

Pawer Sector ERP System

bty JUIS _iiaw J00

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

B. Choose “New" icon on the Fiscal Year Setup page, as indicated in figure below.

Power Sector ERP System

bty JU1H _iiaw JT0

New Row will be appeared for Fiscal Year entry as below.

Power Sector ERP System

C. Provide below information to proceed.
1. Provide Fiscal Year Name

e Fiscal Year Name: July 2021-June 2020

2. Choose the Start Date from the Dropdown by clicking on | | button.
e Start Date: 01-07-21

3. Choose the End date from the Dropdown by clicking on | | button.
¢ End date: 30-06-22

4. Select Is Current checkbox to identify running fiscal year
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Power Sector ERP System

D. Click the I:I button to save and close.

Power Sector ERP System

HR-102.3 Pay Grade Mapping Setup

To Initiate, follow the steps below.

A. Access Salary Setup by Human Resource Admin.

Power Sector ERP System

TOR 55 B

Pay Grade Otfice Wise

Income Tax
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Setup Mapping Setup Salary Setup
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B. Choose the “Pay Grade Mapping Setup” icon on the Salary Setup page, as indicated in

figure below.

Power Sactor ERP System
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The following Pay Grade Mapping Setup page will be appeared.

Power Sector ERP System

—= —1 ( Y )| -
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Grade Grade Bonws Geade TDS
Deductions Mapping Mapping
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C. There are 8 types of Setup in Pay Grade Mapping Setup Page-

HR-102.3.1 Grade Allowances Mapping
HR-102.3.2 Grade Deductions Mapping
HR-102.3.3 Grade Bonus Mapping
HR-102.3.4 Grade TDS Mapping
HR-102.3.5 Allowance Grade Mapping
HR-102.3.6 Deductions Grade Mapping
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HR-102.3.7 Bonus Grade Mapping
HR-102.3.8 TDS Grade Mapping

HR-102.3.1 Grade Allowances Mapping

To Initiate, follow the steps below.
A. Choose the "Grade Allowances Mapping” icon on the Pay Grade Mapping page, as

indicated in figure below.

Power Sector ERP System

m q= T
Grade Grade Bonus Gracle TDS
Dedoctions Mapping Mapping
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Deduction Bonus Grades TDS Grades
Grades Mapping Mapping
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The following Grade Allowances Mapping page will be appeared.

Power Sector ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.
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B. Choose “New" icon on the Grade Allowances Mapping page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for entry as below.

Power Sector ERP System

C. Provide below information to proceed.

1. Choose the Pay Grade Code from the Dropdown by clicking on | button.
e Pay Grade Code: GR003

2. Choose the Pay Grade Step from the Dropdown by clicking on | | button.
e Pay Grade Step: STEP0O1

3. Choose the Allowance Code from the Dropdown by clicking on | | button.
¢ Allowance Code: ALLOWANCEO001

Allowance Name will be populated by the system.
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4. Provide Allowance Amount
¢ Allowance Amount: 0
5. Provide Allowance Perc
¢ Allowance Perc: 55
6. Provide Min Allowance
¢ Min Allowance: 0
7. Provide Max Allowance

e Max Allowance: 0

8. Choose the Allowance Base from the Dropdown by clicking on " | button.
¢ Allowance Base: Basic

9. Select Applicable checkbox to Applicable this allowance

Power Sector ERP System

Tips
To assign multiple Pay Grade Allowance Map, use next line and follow steps 1 and 9.

IMPORTANT
e "Pay Grade Step” column [2] will be blank if allowance is same (amount or percentage) all
over the grade regardless basic salary.

e Applicable feature is mandatory to make an allowance active. [9]
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D. Click the I:I button to save and close.

Power Sector ERP System

HR-102.3.2 Grade Deductions Mapping

To Initiate, follow the steps below.
A. Choose the "Grade Deductions Mapping” icon on the Pay Grade Mapping page, as

indicated in figure below.

Power Sector ERP System

E =7 - 5
Grade Grade Grade Bonus Gracle TDA
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The following Grade Deductions Mapping page will be appeared.

Power Sector ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

B. Choose "New” icon on the Grade Deductions Mapping page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for entry as below.

Power Sector ERP System
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C. Provide below information to proceed.

1. Choose the Pay Grade Code from the Dropdown by clicking on

e Pay Grade Code: GR003

Choose the Deduction Code from the Dropdown by clicking on
¢ Deduction Code: DEDUCTIONO12
Deduction Name will be populated by the system.
Provide Deduction Amount
e Deduction Amount: 0
Provide Deduction Perc
¢ Deduction Perc: 55
Provide Min Deduction
¢ Min Deduction: 0
Provide Max Deduction

e Max Deduction: 0

Choose the Deduction Base from the Dropdown by clicking on

¢ Deduction Base: Basic

8. Select Applicable checkbox to Applicable this deduction

Power Sector ERP System

button.

button.

button.

Tips

To assign multiple Pay Grade Deduction Map, use next line and follow steps 1 and 8.

IMPORTANT

Applicable feature is mandatory for applicable a deduction. [8]

Techvision
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D. Click the I:I button to save and close.

Power Sector ERP System

HR-102.3.3 Grade Bonus Mapping

To Initiate, follow the steps below.
A. Choose the "Grade Bonus Mapping” icon on the Pay Grade Mapping page, as indicated in

figure below.

Power Sector ERP System

1 — —1 ( 3
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The following Grade Bonus Mapping page will be appeared.

Power Sector ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

B. Choose "New” icon on the Grade Bonus Mapping page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for entry as below.

Power Sector ERP System
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C. Provide below information to proceed.

1. Choose the Pay Grade Code from the Dropdown by clicking on| | button.
e Pay Grade Code: GR003

2. Choose the Bonus Code from the Dropdown by clicking on || button.
e Bonus Code: BNS001
Bonus Name will be populated by the system.
3. Provide Bonus Amount
e Bonus Amount: 0
4. Provide Bonus Perc
e Bonus Perc: 100
5. Provide Min Bonus
e Min Bonus: 0
6. Provide Max Bonus

e Max Bonus: 0

7. Choose the Bonus Base from the Dropdown by clicking on | = | button.

e Bonus Base: Basic

Power Sector ERP System

Tips
To assign multiple Pay Grade Bonus Map, use next line and follow steps 1 and 7.
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D. Click the I:I button to save and close.

Power Sector ERP System

HR-102.3.4 Grade TDS Mapping
To Initiate, follow the steps below.
A. Choose the “Grade TDS Mapping" icon on the Pay Grade Mapping page, as indicated in

figure below.

Power Sector ERP System

3 y A DI
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The following Grade TDS Mapping page will be appeared.

Power Sector ERP Systern
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Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

B. Choose “New" icon on the Grade TDS Mapping page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for entry as below.

Power Séctor ERP System

C. Provide below information to proceed.

1. Choose the Pay Grade Code from the Dropdown by clicking on| " | button.
¢ Pay Grade Code: GR007

2. Choose the TDS Code from the Dropdown by clicking on | | button.
e TDS Code: TDS001

TDS Name will be populated by the system.
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3. Provide TDS Amount
e TDS Amount: 0
4. Provide TDS Perc
e TDS Perc: 55
5. Provide Min TDS
e Min TDS: 0
6. Provide Max TDS
e Max TDS: 0

7. Choose the TDS Base from the Dropdown by clicking on | | button.
e TDS Base: Basic

8. Select Applicable checkbox to Applicable this deduction

Power Sector ERP System

Tips
To assign multiple Pay Grade TDS Map, use next line and follow steps 1 and 9.

IMPORTANT

e Applicable feature is mandatory for applicable a TDS. [8]
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D. Click the I:I button to save and close.

Power Sector ERP System

HR-102.3.5 Allowance Grade Mapping

To Initiate, follow the steps below.
A. Choose the “Allowance Grade Mapping"” icon on the Pay Grade Mapping page, as

indicated in figure below.

Power Sector ERP System
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The following Allowance Grade Mapping page will be appeared.

Power Secter ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

B. Choose "New” icon on the Allowance Grade Mapping page, as indicated in figure below.

Power Secter ERP System

New Row will be appeared for entry as below.

Power Sector ERP System
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C. Provide below information to proceed.

1. Choose the Allowance Code from the Dropdown by clicking on | ™ | button.
¢ Allowance Code: ALLOWANCEO021

¢ Allowance Name will be populated by the system.

2. Choose the Pay Grade Code from the Dropdown by clicking on| " | button.
e Pay Grade Code: GR021
3. Provide Allowance Amount
¢ Allowance Amount: 0
4. Provide Allowance Perc
¢ Allowance Perc: 0
5. Provide Min Allowance
¢ Min Allowance: 0
6. Provide Max Allowance

e Max Allowance: 0

7. Choose the Allowance Base from the Dropdown by clicking on | " | button.

¢ Allowance Base: Basic

Power Sector ERP System
X 7 15
Tips
To assign multiple Allowance Pay Grade Map, use next line and follow steps 1 and 7.
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D. Click the I:I button to save and close.

Power Sector ERP System

TMETTEED

HR-102.3.6 Deduction Grade Mapping

To Initiate, follow the steps below.
A. Choose the “Deduction Grade Mapping” icon on the Pay Grade Mapping page, as

indicated in figure below.

Power Sector ERP System
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The following Deduction Grade Mapping page will be appeared.

Power Sector ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

B. Choose “New" icon on the Deduction Grade Mapping page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for entry as below.

Power Sector ERP System
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C. Provide below information to proceed.

1. Choose the Deduction Code from the Dropdown by clicking on | ** | button.
¢ Deduction Code: DEDUCTIONO12

¢ Deduction Name will be populated by the system.

2. Choose the Pay Grade Code from the Dropdown by clicking on| " | button.
e Pay Grade Code: GR006
3. Provide Deduction Amount
e Deduction Amount: 0
4. Provide Deduction Perc
¢ Deduction Perc: 0
5. Provide Min Deduction
¢ Min Deduction: 0
6. Provide Max Deduction

e Max Deduction: 0

7. Choose the Deduction Base from the Dropdown by clicking on " | button.

¢ Deduction Base: Basic

Power Sector ERP System

Tips
To assign multiple Deduction Pay Grade Map, use next line and follow steps 1 and 7.

Techvision Page 100 of 834



User Manual for HR Module, ERP System for Power Division

D. Click the I:I button to save and close.

Power Sector ERP System

HR-102.3.7 Bonus Grade Mapping

To Initiate, follow the steps below.

A. Choose the "Bonus Grade Mapping" icon on the Pay Grade Mapping page, as indicated in

figure below.

Power Sector ERP System
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The following Bonus Grade Mapping page will be appeared as below.

Power Sector ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.
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B. Choose “New" icon on the Bonus Grade Mapping page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for entry as below.

Power Sector ERP System ? &

C. Provide below information to proceed.

1. Choose the Bonus Code from the Dropdown by clicking on | | button.
e Bonus Code: BNS001

¢ Bonus Name will be populated by the system.

2. Choose the Pay Grade Code from the Dropdown by clicking on | | button.
e Pay Grade Code: GR001

3. Provide Bonus Amount
e Bonus Amount: 0

4. Provide Bonus Perc

e Bonus Perc: 0
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5. Provide Min Bonus
e Min Bonus: 0
6. Provide Max Bonus

e Max Bonus: 0

7. Choose the Bonus Base from the Dropdown by clicking on | " | button.

e Bonus Base: Basic

Power Sector ERP System

Tips
To assign multiple Bonus Pay Grade Map, use next line and follow steps 1 and 9.

D. Click the I:I button to save and close.

Power Sector ERP System
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HR-102.3.8 TDS Grade Mapping

To Initiate, follow the steps below.
A. Choose the "TDS Grade Mapping” icon on the Pay Grade Mapping page, as indicated in

figure below.

Power Sector ERP System

Pay ( DI & s
Grade Grade Grade Bonus Gracle TDA
Allowances Owdaxtions Mapping Mapping
Maooing Maaoin
Allowpnce Deduction Bonus Grades TDS Grades
Graces Grades Mapping Mapping

Manainn Meomeo

The following TDS Grade Mapping page will be appeared.

Power Sector ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.
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B. Choose “New" icon on the TDS Grade Mapping page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for entry as below.

Power Sector ERP System

C. Provide below information to proceed.

1. Choose the TDS Code from the Dropdown by clicking on | | button.
e TDS Code: TDS001
e TDS Name will be populated by the system.

2. Choose the Pay Grade Code from the Dropdown by clicking on | | button.
e Pay Grade Code: GR001

3. Provide TDS Amount
e TDS Amount: 0

4. Provide TDS Perc
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e TDS Perc: 0
5. Provide Min TDS

e Min TDS: 0
6. Provide Max TDS

e Max TDS: 0

7. Choose the TDS Base from the Dropdown by clicking on| " | button.
e TDS Base: Basic

Power Sector ERP Systemn

Tips
To assign multiple TDS Pay Grade Map, use next line and follow steps 1 and 7.

D. Click the I:I button to save and close.

Power Sector ERP Systemn
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HR-102.4 Office Wise Salary Setup

To Initiate, follow the steps below.

A. Access Salary Setup by Human Resource Admin user.

Power Sectar ERP System
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Master Setup Income Tax Pay Grade Office Wise
Setup Mapping Setup Salary Setup
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- g v (YA
] |,) | L
A 2~
Salary Jowenad Arroar Arroar History
Setup

B. Choose the “Office Wise Salary Setup” icon on the Salary Setup page, as indicated in

figure below.

Power Sector ERP System

TOr 5 g EL

Master Setup Income Tax Pay Grade Otfice Wise
Setup Mapping Setwp Salary Setup
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Employee TDS Employee Empl Empl
Catowlation Safary Setup Incroment Incresnent
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Salary Journal Asrear Asrear Mistory
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Techvision Page 107 of 834



User Manual for HR Module, ERP System for Power Division

The following Office Wise Salary Setup page will be appeared.

Power Sector ERP System

= 2 15 5

Allowance Deduction Bomest Setup TDS Secup
Swtop Setup

C. There are 4 types of Setup in Office wise salary Setup Page-

HR-102.4.1  Allowance Setup
HR-102.4.2 Deduction Setup
HR-102.4.3  Bonus Setup
HR-102.44 TDS Setup

HR-102.4.1 Allowance Setup

To Initiate, follow the steps below.
A. Choose the "Allowance Setup” icon on the Office wise salary setup page, as indicated in

figure below.

Power Sector ERP Systemn

= 2 15 3

Allowance Deduction Bomest Setup TOS Secup
Setop Setup

The following Office Allowance Settings page will be appeared.

Power Sector ERP System

Techvision Page 108 of 834



User Manual for HR Module, ERP System for Power Division

B. Choose “New" icon on the Office Allowance Settings page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for entry as below.

Power Sector ERP System

C. Provide below information to proceed.

1. Choose the Allowance Code from the Dropdown by clicking on | | button.
¢ Allowance Code: ALLOWANCEO01

Allowance Name will be populated by the system

2. Choose the Office Code from the Dropdown by clicking on| " | button.
¢ Office Code: 105
Office Name will be populated by the system

3. Choose the Grade Code from the Dropdown by clicking on | | button.
e Grade Code: GR001
Grade Name will be populated by the system.
4. Provide Allowance Amount
¢ Allowance Amount: 0

5. Provide Allowance Percentage

Techvision Page 109 of 834



User Manual for HR Module, ERP System for Power Division

¢ Allowance Perc: 40
6. Provide Min Allowance

¢ Min Allowance: 0
7. Provide Max Allowance

e Max Allowance: 0

Power Sector ERP System

Tips

To assign multiple Office Allowances, use next line and follow steps 1 and 7.

IMPORTANT

If the Allowance is same (amount or percentage) for all grades of the office, “Grade Code” will be
Blank here. [3]

D. Click the I:I button to save and close.

Power Sector ERP System
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HR-102.4.2 Deduction Setup

To Initiate, follow the steps below.
A. Choose the "Deduction Setup” icon on the Office wise salary setup page, as indicated in

figure below.

Power Sector ERP System

= 2 £ 5

Allowance Deduction Bomes Setup TS Secup
Setop Setup

The following Office Deduction Settings page will be appeared.

Power Sector ERP System
14

B. Choose “New" icon on the Office Deduction Settings page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for entry as below.

Power Sector ERP Systemn
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C. Provide below information to proceed.

1. Choose the Deduction Code from the Dropdown by clicking on | ** | button.
¢ Deduction Code: DEDUCTIONO10

Deduction Name will be populated by the system

2. Choose the Office Code from the Dropdown by clicking on | | button.
e Office Code: 180

Office Name will be populated by the system

3. Choose the Grade Code from the Dropdown by clicking on| " | button.
¢ Grade Code: GR008
Grade Name will be populated by the system.
4. Provide Deduction Amount
e Deduction Amount: 0
5. Provide Deduction Percentage
¢ Deduction Perc: 05
6. Provide Min Deduction
¢ Min Deduction: 0
7. Provide Max Deduction

e Max Deduction: 0

Power Sector ERP Systam

Tips

To assign multiple Office Deduction, use next line and follow steps 1 and 7.

IMPORTANT

If there are no variation between Grade then grade Code will be Blank here. [3]
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D. Click the I:I button to save and close.

Power Sector ERP Systam

HR-102.4.3 Bonus Setup

To Initiate, follow the steps below.

A. Choose the "Bonus Setup” icon on the Office wise salary setup page, as indicated in figure

below.

Power Sector ERP System

B B e @

Deduction
Setup

Allowance
Setop

The following Office Bonus Settings page will be appeared.

Powes Sector ERP System

B. Choose "New" icon on the Office Bonus Settings page, as indicated in figure below.

Powes Sector ERP System
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New Row will be appeared for entry as below.

Power Sector ERP System

C. Provide below information to proceed.

1. Choose the Bonus Code from the Dropdown by clicking on | | button.
¢ Bonus Code: BONUS001

Bonus Name will be populated by the system

2. Choose the Office Code from the Dropdown by clicking on | | button.
¢ Office Code: 100

Office Name will be populated by the system

3. Choose the Grade Code from the Dropdown by clicking on| " | button.
e Grade Code: GR004
Grade Name will be populated by the system.
4. Provide Bonus Amount
e Bonus Amount: 0
5. Provide Bonus Percentage
e Bonus Perc: 100
6. Provide Min Bonus
e Min Bonus: 0
7. Provide Max Bonus

e Max Bonus: 0
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Power Sector ERP System

Tips
To assign multiple Office Bonus, use next line and follow steps 1 and 7.

IMPORTANT

e If there are no variation between Grade then grade Code will be Blank here. [3]

D. Click the I:I button to save and close.

Power Sector ERP System

HR-102.4.4 TDS Setup

To Initiate, follow the steps below.

A. Choose the "TDS Setup” icon on the Office wise salary setup page, as indicated in figure

below.

Power Sector ERP System

= 2 IE g

Deduction Bomess Setup TOS Secup

Setup

Allowance
Setop
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The following Office TDS Settings page will be appeared.

Power Sector ERP System

B. Choose “New" icon on the Office TDS Settings page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for entry as below.

Power Sector ERP System

C. Provide below information to proceed.

1. Choose the TDS Code from the Dropdown by clicking on | ** | button.
e TDS Code: TDS001
TDS Name will be populated by the system

2. Choose the Office Code from the Dropdown by clicking on " | button.
¢ Office Code: 101

Office Name will be populated by the system
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3. Choose the Grade Code from the Dropdown by clicking on| " | button.
e Grade Code: GR010
Grade Name will be populated by the system.
4. Provide TDS Amount
e TDS Amount: 0
5. Provide Allowance Percentage
e TDS Perc: 4
6. Provide Min TDS
e Min TDS: 0
7. Provide Max TDS
e Max TDS: 0

Power Sector ERP System

Tips
To assign multiple Office TDS, use next line and follow steps 1 and 7.

IMPORTANT

e If there are no variation between Grade then grade Code will be Blank here. [3]

D. Click the I:I button to save and close.

Power Sector ERP System
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HR-102.5 Employee Salary Setup

To Initiate, follow the steps below.

A. Access Salary Setup by Human Resource Admin.

Power Sector ERP System
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Salary Jowenad Arroar Arroar History
Setop

B. Choose the “Employee Salary Setup” icon on the Salary Setup page, as indicated in figure

below.

Power Sector ERP System
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The following Salary Settings page will be appeared.

Power Sector ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

C. Choose "New” icon on the Salary Settings page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for entry as below.

Power Sector ERP System
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D. Provide below information to proceed.

1. Choose the Employee ID from the Dropdown by clicking on | ™ | button.
¢ Employee ID: 200001003

Employee Name will be populated by the system

2. Choose the Settings Type from the Dropdown by clicking on | | button.

e Settings Type: Allowance

3. Choose the Settings Code from the Dropdown by clicking on | | button.
e Settings Code: ALLOWANCEO003
Settings Name will be populated by the system.
4. Provide Percentage
¢ Percentage: 0
5. Provide Amount

e Amount: 3500

6. Choose the Start Date from the Dropdown by clicking on | | button.
o Start Date: 01-04-20

7. Choose the End Date from the Dropdown by clicking on | | button.
e End Date: 30-04-20

Power Sector ERP System

Tips
To assign multiple Salary Settings, use next line and follow steps 1 and 7.
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E. Click the I:I button to save and close.

Power Sector ERP System

HR-102.6 Employee Increment History

To Initiate, follow the steps below.

A. Access Salary Setup by Human Resource Admin.

Power Sector ERP System
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B. Choose the “Employee Increment History” icon on the Salary Setup page, as indicated in
figure below.

Power Sector ERP Systern

Marster Setup

bt W 1]

Caboulation

wl "?'
Salary Journal

vt Arrear Histoey
Selup

The following EMP Salary Increment History page will be appeared.

Power Sector ERP System

........

Note

On first time load, page will be blank and will show existing data as new setup data will be entered.

C. There is list view of Employee Increment History. To simplify this page there are some filter
criteria shown below-

1. Choose “Office Code” to filter this list page for a specific office.

e Office Code: 101

2. Choose “Date From” and “Date To" filter for fixed a date range which you want to
view.

e Date From: 01-04-20
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e Date To: 30-04-20

Power Saector ERP System

D. Click the I:I button to close.

Power Sector ERP System

HR-102.7 Salary Journal Setup

To Initiate, follow the steps below.

A. Access Salary Setup Page by Human Resource Admin.

Power Sector ERP System
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B. Choose the “Salary Journal Setup” icon on the Salary Setup page, as indicated in figure

below.
Power Sector ERP System
QO =i i | |
( J | - | | i
5o = |
e (=] =
Master Sotup Income Tax Pay Grade Otfice Wise
Setup Mapping Setwp Salary Setup
-
Employee TDS Employee Empl Empl
Calkcwlation Safary Setup Incroscent Incresnent
Setun Hrtare
(9.
N
U 49
I\“ =
Salary Journal Asrear Asrear Mistory
Setup

The following Salary Journal Setup will be appeared.

Powser Sector ERP System

C. Provide below information to proceed.

1. Choose the Salary Expense A/C from the Dropdown by clicking on

button.
e Salary Expense A/C: 1010405000
2. Choose the Salary Payable A/C from the Dropdown by clicking on button.
e Salary Payable A/C: 2030306001
3. Choose the TDS Payable A/C from the Dropdown by clicking on button.

e TDS Payable A/C: 1020315000
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4. Choose the Salary Payment A/C from the Dropdown by clicking on| ™ | button.

Power Sector ERP System

e Salary Payment A/C: 4031700000

D. Click the I:I button to save and close.

Power Sector ERP System

HR-102.8 Arrear Setup

To Initiate, follow the steps below.

A. Access Salary Setup by Human Resource Admin.

Power Sectar ERP System
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B. Choose the “Arrear” icon on the Salary Setup page, as indicated in figure below.

Power Sector ERP System
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The following Salary Settings page will be appeared.

Power Sector ERP System

C. Choose "New" icon on the Arrear List page, as indicated in figure below.

Power Sector ERP System

Techvision
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New Row will be appeared for entry as below.

Power Sector ERP System

D. Provide below information to proceed.

1. Choose the Employee ID from the Dropdown by clicking on | " | button.
e Employee ID: 200001019
Employee Name will be populated by the system

Designation will be populated by the system

2. Choose the Arrear Type from the Dropdown by clicking on | " | button.

e Arrear Type: Salary

3. Choose the Start Date from the Dropdown by clicking on | | button.
e Start Date: 01-04-20

4. Choose the End Date from the Dropdown by clicking on | | button.
e End Date: 30-04-20
Arrear Basic will be populated by the system
Arrear Allowance will be populated by the system

Arrear Deduction will be populated by the system

Power Sector ERP System
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E. Click the I:I button to save and close.

Power Sector ERP System

HR-102.9 Arrear History

To Initiate, follow the steps below.

A. Access Salary Setup by Human Resource Admin.

Power Sector ERP System
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B. Choose the “Arrear History” icon on the Salary Setup page, as indicated in figure below.

Power Sector ERP System
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The following Arrear History page will be appeared.

Power Sector ERP System

C. The fields are:

1. Employee ID
Employee Name
Designation
Arrear Type
Start date
End date
Basic

Allowance

© © N o v o~ W N

Deduction
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Power Sector ERP System

D. Click the I:I button to close.

Power Sector ERP System
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HR-103 How to: Setup Office

Introduction

This process demonstrates how to setup Offices for an organization.

Roles

e Module Admin

Office Setup
To Initiate, follow the steps below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System

oS = 4

B. Choose the “Human Resources” icon.

e

‘ower Sector ERP System

< >
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HR Landing Page will be appeared as below

Power Sector ERP Systemn
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C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP System
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HR Setup Landing Page will be appeared as below
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D. Choose the “Office Setup” in HR Setup Landing Page.
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The following Office Master List page will be appeared as below.

Power Sector ERP Systern

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

E. Choose the “New” icon on the Office Master List page, as indicated in figure below.

Power Sector ERP System

The following Office Master card will be appeared.

Power Sector ERP System
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F. Provide below General information to proceed.
1. Provide Office Code.
e Office Code: 200
2. Provide Office of.
¢ Office of: Gazipur Power Plant
3. Provide Office Name in Bangla
¢ Office Name in Bangla: 911@‘1? ATSHF A6
4. Provide Office Address
o Office Address: Vawal, Gazipur
5. Provide Parent Office Code
e Parent Office Code: 100
6. Provide Office Head
e Office Head: 100
7. Provide Office Phone No
e Office Phone No: 01900000000
8. Provide Office Level
e Office Level: 4
9. Provide Office Description
e Office Description: Plant Office
10. Choose the Status from the dropdown by clicking on " button

e Status: Active

Power Sector ERP Systern

Tips
To setup multiple Offices, Click new again and repeat steps 1 and 10.
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G. Click the I:I button to save and close.

Power Sector ERP Systermn
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HR-104 How to: Setup Designation

Introduction

This process demonstrates how to setup Designation for an organization.

Roles

e Module Admin

Designation Setup
To Initiate, follow the steps below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP Systern
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B. Choose the “Human Resources” icon.

Power Sector ERP Systemn

Y
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HR Landing Page will be appeared as below

Power Sector ERP System

C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP System
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HR Setup Landing Page will be appeared as below
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D. Choose the “Designation Setup” in HR Setup Landing Page.
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The following Designation Setup List page will be appeared.

Power Sector ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

E. Choose the “New” icon on the Designation List page, as indicated in figure below.

Power Sector ERP System

The New Row will be appeared for Designation entry as below.

F. Provide below information to proceed.
1. Provide Designation Code.
e Designation Code: 101
2. Provide Description.

¢ Description: Store Keeper
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3. Provide Designation Name in Bangla
« Designation Name in Bangla: 3814 f&ong

4. Choose Post Type from the dropdown by clicking on " button
e Post Type: Officer

5. Choose Overtime Type from the dropdown by clickingon ' button
e Overtime Type: day

6. Choose Overtime rate from the dropdown by clicking on "' button
e Overtime rate: 60

7. Choose Status from the dropdown by clickingon ~ button

e Status: Active

Power Sector ERP System

IMPORTANT
For the Designations allowed for Overtime Allowance, Entry Overtime type and Overtime rate is
mandatory.

Tips
To Create multiple Designation, use next line and follow steps 1 and 7.

G. Click the I:I button to save and close.

Power Sector ERP System
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HR-105 How to: Setup Department

Introduction

This process demonstrates how to setup Department for an organization.

Roles

e Module Admin

Department Setup
To Initiate, follow the steps below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System

B. Choose the “Human Resources” icon.

Power Sector ERP Systemn
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HR Landing Page will be appeared as below

Power Sector ERP System

C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP System
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HR Setup Landing Page will be appeared as below
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D. Choose the “Department Setup” in HR Setup Landing Page.
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The following Department Master List page will be appeared.

Power Sector ERP Systemn

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

E. Choose the “New” icon on the Department Master List page, as indicated in figure below.

Power Sector ERP Systemn

New Row will be appeared for Department entry as below.

Power Sector ERP System

F. Provide below information to proceed.
1. Provide Department Code.
e Department Code: 005
2. Provide Department Name.

¢ Department Name: Security
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3. Provide Department Name in Bangla

¢ Department Name in Bangla: ifsofafe

Power Sector ERP System

Tips
To Create multiple Department, use next line and follow steps 1 and 3.

G. Click the I:I button to save and close.

Power Sector ERP System
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HR-106 How to: Setup Leave

Introduction
This process demonstrates how to configure leave category and Company leave setup for an
organization.
The Leave setup process has been divided into 4 phrase -
HR-106.1 Leave Category Setup by Module User
HR-106.2 Company Leave Setup by Module User
HR-106.3 Approve Initiated Company Leave Setup by Module Admin
HR-106.4 Opening Earn Leave Setup
HR-106.5 Govt. Holiday Setup

Roles

e Module User

¢ Module Admin

Access Leave Setup

To Access the leave setup page, follow the steps below.
A. Log in with your respective HR User/Admin credentials. ERP Landing Page, as below, will

be appeared on successful login.

Power Sector ERP System
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B. Choose the “Human Resources” icon.
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HR Landing Page will be appeared.

Power Sector ERP Systemn
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C. Choose the “HR Setup” in the HR Landing Page.
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HR Setup Landing Page will be appeared.
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D. Choose the “Leave Setup” in HR Setup Landing Page.
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The following Leave Setup page will be appeared.

HR-106.1 Leave Category Setup by Module User

This process demonstrates how to configure leave category for an organization.
To setup the leave category, follow the steps below.

A. Log in with your respective HR User credentials and navigate to Leave setup page, the

following leave setup page will appear.
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B. Choose the “Company Leave Category” icon.

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

C. Choose “New” to create new leave category.

3
Power Sector ERP System

The following Leave Category Entry page will be appeared.
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D. Provide below information to proceed.
1. Provide Leave Code.
e Leave Code:LC00012
2. Provide Description.

e Description: Casual Leave

3. Choose type by clicking on E icon.
¢ Type: Casual

® Power Sector ERP System

The page will look like as below.

»
Power Sector ERP System

E. Click the I:I button to save and close.

»
Power Sector ERP System
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HR-106.2 Company Leave Setup by Module User

This process demonstrates how to setup Company leave for an organization.
To setup the Company leave, follow the steps below.

A. Log in with your respective HR User credentials and navigate to Leave setup page, the

following leave setup page will appear.

The following Company Leave Setup page will be appeared.

13

" Power Sector ERP System ? &
X [/ | o x5
Note
On first time load, page will be blank and will show existing data as new setup data will be entered.
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C. Choose “New” icon in the company leave setup page.

»
Power Sector ERP System ? &

The following page will be appeared.

L3 -
Power Sector ERP System

TIPS
You can use empty line in the bottom instead of New button to create new.

D. Provide the information below to proceed further.

1. Choose the Leave Code by clicking on the [] button.
e Leave Code: LC00012
Leave Description will be populated by System.

2. Provide Eligible Leave Quantity.
o Eligible Leave Quantity: 20

3. Mark the ¥ icon to eligible this leave for organization.
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Power Sector ERP System ? &

xEZ = g

(1] e Q-

The page will look like as below.

TIPS
You can configure multiple leave at the same time, to do that use the next line and follow the step 1 to 3.

E. Choose the Send Request for an Approval icon.
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The following pop up will be appeared.

* An approval request has been sent

F. Choose the OK icon to save and close.

. An approval request has been sent

: 8

*n

HR-106.3 Approve or Reject an initiated Company Leave Setup
This process demonstrates how to approve/reject initiated company leave setup.

To Approve/Reject initiated company leave setup follow the steps below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

[l
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B. Choose the “Admin Management” icon to open the administrative page.

* Power Sector ERP System
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The Following Admin Management page will be appeared.
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C. Choose the “Approval Request” icon to process initiated approval requests.
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The following Approval Request page will be appeared.
* Power Sector ERP System ? &

D. Select the initiated records and choose the “Open Record” icon.

* Power Sector ERP System ? s
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Detailed company leave page will be appeared as below.

! Power Sector ERP System ? &
X 7 i
TIPS
You can choose initiate record by clicking on the line.

E. Select the icon to back to the previous page.

! Power Sector ERP System r &

xE = L O

The following Request to Approve page will be appeared.

* Power Sector ERP System ? s
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F. Choose the “Approve” icon to approve the initiated transfer process or select “Reject”

(besides "Approve”) to reject.

» ; oD ¢
Power Sector ERP System

The following pop- up will be appeared.

[ L]

G. Choose the "OK” icon to save and close.

The following pop- up will be appeared as below.

1

H. Choose the "OK” icon to save and close.

e

- Em

IMPORTANT
You can revise the company leave setup, follow the full process once again to do the revise.
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HR-106.4 Opening Earn Leave Setup by Module User

This process demonstrates how to configure Opening earn leave for Individual/Multiple

employees.

To process the opening earn leave setup page, follow the steps below.

A. Log in with your respective HR User credentials and navigate to Leave setup page, the

following leave setup page will appear.

The following Earn Leave Opening entry page will be appeared.

b Power Sector ERP System
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C. Provide the information below to proceed.

1. Choose the Employee No. by clicking on the | button.
e Employee: 191011035

2. Choose the Leave Category by clicking on the E button.
e Leave Category: FULLAVGPAY
3. Provide Opening Earn Leave.

e Opening Earn Leave:25

4. Choose the Opening Date by clicking on the [-] button.
e Opening Date: 07-04-20

b Power Sector ERP System

The page will look like below.

Power Sector ERP System

TIPS
To setup multiple employees opening earn leave, use the next line and follow the steps 1 to 4.

D. Choose the icon to save and Close.

Power Sector ERP System ? s
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HR-106.5 Govt. Holiday Setup by Module User

This process demonstrates how to configure Govt. Holidays for organization.
To setup the Gov. Holiday, follow the steps below.

A. Log in with your respective HR User credentials and navigate to Leave setup page, the

following leave setup page will appear.

The following Govt. Holiday Setup page will be appeared.

Power Sector ERP System

C. Provide the information below.

1. Choose the Start Date by clicking on the (] button.
e Start Date: 26-03-2020

2. Choose the End Date by clicking on the (] button.
e End Date: 26-03-2020
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Days will be populated by System.
3. Provide Description.

e Description: General Holidays

Power Sector ERP System

The screen will look like as below.

Power Sector ERP System

TIPS
To setup multiple Gov. Holidays, use the next line and follow the steps 1 to 3.

D. Choose the icon to save and Close.

Power Sector ERP System
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HR-107 How to: Setup Performance

Introduction
This process demonstrates how to setup Performance for an organization.
The Performance setup process has been divided into 2 phase —

HR-107.1 Performance Criteria Setup

HR-107.2 Performance Criteria Group Setup

Roles

e Module Admin

Access Performance setup

To initiate, follow the steps below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP Systemn
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B. Choose the “Human Resources” icon.

Power Sector ERP Systemn

s - {’_.'uﬁ ——

HR Landing Page will be appeared as below.

Power Sector ERP System
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C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP Systemn

HR Setup Landing Page will be appeared as below
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D. Choose the “Performance Setup” in HR Setup Landing Page.

Power Sector ERP System
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HR-107.1 Performance Criteria Setup

To Initiate, follow the steps below.

A. Log In with HR Admin user and open “Performance Setup Page”

Power Sector ERP System

B. Choose the "PERF Criteria Setup” icon on the Performance Setup page, as indicated in

figure below.

Power Sector ERP System

The following Performance Criteria Setup page will be appeared.

Power Sector ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.
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C. Choose "New" icon on the Performance Criteria Setup page, as indicated in figure below.

Power Sector ERP System

Following Performance Criteria Card Page will be appeared.

Power Sector ERP System

D. Provide below information to proceed.
1. Code Will be assigned for performance criteria as per NO. Series
2. Provide Description

¢ Description: Management

Power Sector ERP System
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E. Click the ” " button to save and close.

Power Sector ERP System

HR-107.2 Performance Criteria Group Setup

To Initiate, follow the steps below.

A. Log In with HR Admin user and open “Performance Setup Page”

Power Sector ERP System

B. Choose the "PERF Criteria Grp Setup” icon on the Performance Setup page, as indicated in
figure below.

Power Sector ERP System
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C. Choose "New" icon on the Performance Criteria Group List page, as indicated in figure

below.

Power Sector ERP System

The following Performance Group Card Page will be appeared.

Power Sector ERP System

D. Provide below General information to proceed.
1. Provide Perf Criteria Grp Code
e Perf Criteria Grp Code: PCG003
2. Provide Description

e Description: Driver

Power Seclor ERP System

—— e A
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E. Click on “Manage” to provide Performance group details data, as indicated as below

Power Seclor ERP System

—— e e

Select “Add” to add Performance group details data, as indicated as below

Power Sector ERP System

O

The following Performance Code Setup Card page will be appeared.

Power Sector ERP System

F. Provide below information to proceed.
Performance Group Code will be populated by system
1. Provide Performance Criteria Code
¢ Performance Criteria Code: PCG003
2. Provide Score

e Score: 10
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Tips
To enter multiple Performance Criteria data, click new again and follow steps 1 and 2.

Important
Performance Score cannot exceed 100.

G. Click the I:I button to save and close.

Power Sector ERP System
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HR-108 How to: Setup Qualification

Introduction

This process demonstrates how to setup Qualification for an organization.

Roles

e Module Admin

Qualification Setup
To Initiate, follow the steps below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System
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B. Choose the “Human Resources” icon.

Power Sector ERP System
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HR Landing Page will be appeared as below

Power Sector ERP System

C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP System
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HR Setup Landing Page will be appeared as below
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The following Qualification Code Setup page will be appeared.

Power Sector ERP System

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

E. Choose the “New” icon on the Qualification Code Setup page, as indicated in figure below.

Power Sector ERP System
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The following Qualification Setup card will be appeared.

Power Sector ERP Systom

F. Provide below General information to proceed.

1. Provide Code.
e Code: S.S.C.

2. Provide Description.
o Description: Secondary School Certificate

3. Choose the Equivalent of from the dropdown by clicking on *' button
e Equivalent of: S.S.C. Equivalent

4. Choose the Status from the dropdown by clicking on " button

e Status: Academic

Power Sector ERP System

G. Click the I:I button to save and close.

Power Sector ERP System ? &
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HR-109 How to: Setup Research & Publication

Introduction

This process demonstrates how to setup Research & Publication for an organization.

Roles

e Module Admin

Research and Publication Setup
To initiate, follow the steps below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP Systemn
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B. Choose the “Human Resources” icon.

Power Sector ERP System
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HR Landing Page will be appeared as below

Power Sector ERP System

C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP System
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HR Setup Landing Page will be appeared as below
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The following Research & Publication Setup List page will be appeared.

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

E. Choose the “New” icon on the Research & Publication List page, as indicated in figure

below.

The following Research & Publication Setup Card page will be appeared.

Power Sector ERP System

F. Provide below information to proceed.
1. Provide Research & Publication Code.

e Research & Publication Code: 101

¥
2. Choose Type Category from dropdown by clicking on button.

¢ Type Category: By Topic
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3. Provide Journal Type.
¢ Journal Type: Research
4. Provide Description.

e Description: Test description.

Power Sector ERP Systom

G. Click the I:I button to save and close.

Power Sector ERP System
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HR-110 How to: Setup Job Description

Introduction

This process demonstrates how to setup Job Description for an organization.

Roles

e Module Admin

Job Description Setup

To initiate, follow the steps below.

A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP Systemn

B. Choose the “Human Resources” icon.

Power Sector ERP System
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HR Landing Page will be appeared as below

Power Sector ERP System
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HR Setup Landing Page will be appeared as below
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The following Job Description Setup List page will be appeared.

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

E. Choose the “New” icon on the Designation List page, as indicated in figure below.
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New Row will be appeared for Job Description entry as below.

Power Sector ERP Systermn

F. Provide below information to proceed.
1. Provide Job Description Code.
e Job Description Code: 101
2. Provide Description.

e Description: Updating monthly mileage records

Power Sector ERP System

G. Click the I:I button to save and close.

Power Sector ERP Systom
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HR-111 How to: Setup Employment Type

Introduction

This process demonstrates how to setup Employment Type for an organization.

Roles

e Module Admin

Employment Type Setup

To initiate, follow the steps below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System

B. Choose the “Human Resources” icon.

Power Sector ERP Systemn
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HR Landing Page will be appeared as below

Power Sector ERP System

C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP System
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HR Setup Landing Page will be appeared as below
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The following Employment Type Setup List page will be appeared.

X T a
Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

E. Choose the “New” icon on the Employment Type List page, as indicated in figure below.

Power Sector ERP System

New Row will be appeared for Employment Type entry as below.

F. Provide below information to proceed.
1. Provide Employment Type Code.
¢ Employment Type Code: CONTRACTUAL
2. Provide Description.

e Description: Contractual Employees
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G. Click the I:I button to save and close.
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HR-112 How to: Setup Office Bank

Introduction

This process demonstrates how to setup Office Bank for an organization.

Roles

e Module Admin

Office Bank Setup
To initiate, follow the steps below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

.

Power Sector ERP System
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B. Choose the “Human Resources” icon.

Power Sector ERP Systemn
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HR Landing Page will be appeared as below

Power Sector ERP System

C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP System
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HR Setup Landing Page will be appeared as below
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The following Office Bank Setup List page will be appeared.

X7 a
Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

E. Choose the “new” icon on the Office Bank List page, as indicated in figure below.

New Row will be appeared for Office Bank entry as below.
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F. Provide below information to proceed.
1. Provide Office No.
e Office No: 105
2. Provide Bank Account No.

e Bank Account No: BANK004

Power Sector ERP Systermn

G. Click the I:I button to save and close.
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HR-113 How to: Setup Foreign Tour Category

Introduction

This process demonstrates how to setup Foreign Tour Category for an organization.

Roles

e Module Admin

Foreign Tour Category Setup

To initiate, follow the steps below.

A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.
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B. Choose the “Human Resources” icon.
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HR Landing Page will be appeared as below

Power Sector ERP System

C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP System
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HR Setup Landing Page will be appeared as below
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The following Foreign Tour Category Setup List page will be appeared.

Power Sector ERP Systom

Note
On first time load, page will be blank and will show existing data as new setup data will be entered.

E. Choose the “New” icon on the Foreign Tour Category List page, as indicated in figure

below.

Power Sector ERP Systom

New Row will be appeared for Foreign Tour Category entry as below.

Fower Sector ERP Systerm

F. Provide below information to proceed.
1. Provide Foreign Tour Category Code.
e Foreign Tour Category Code: 2
2. Provide Description.

e Description: Personal
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Power Sector ERP System

G. Click the I:I button to save and close.

Fower Sector ERP Systermn
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HR-114 How to: Setup Foreign Tour Purpose

Introduction

This process demonstrates how to setup Foreign Tour Purpose for an organization.

Roles

e Module Admin

Foreign Tour Purpose Setup
To initiate, follow the steps below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.
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Power Sector ERP System
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B. Choose the “Human Resources” icon.

Power Sector ERP Systemn
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HR Landing Page will be appeared as below

Power Sector ERP System

C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP System
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HR Setup Landing Page will be appeared as below
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The following Foreign Tour Purpose Setup List page will be appeared.

Power Sector ERP Systerm

E. Choose the “New” icon on the Foreign Tour Purpose List page, as indicated in figure below.

Power Sector ERP Systermn

New Row will be appeared for Foreign Tour Purpose entry as below.

F. Provide below information to proceed.
1. Provide Foreign Tour Purpose Code.

e Foreign Tour Purpose Code: 8
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2. Provide Description.

¢ Description: Others
3. Provide Category Code.

e Category Code: 2

4. Category Name should be generated automatically when Category Code will be

chosen.

G. Click the I:I button to save and close.
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HR-115 How to: Setup HR No. Series

Introduction

This process demonstrates how to setup HR No. Series for an organization.

Roles

e Module Admin

HR No. Series Setup

To initiate, follow the steps below.

A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

I[ — ]‘
) = iy

B. Choose the “Human Resources” icon.

Power Sector ERP Systemn

2 s
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—
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A
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HR Landing Page will be appeared as below

Power Sector ERP System

C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP System
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HR Setup Landing Page will be appeared as below
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The following HR No. Series Setup page will be appeared.

E. Provide below information to proceed.

1.

Choose the Employee Nos. from dropdown by clicking on | | button.

e Employee Nos.: EMP

2. Choose the Allowance Nos. from dropdown by clicking on | ™ | button.
e Allowance Nos.: ALLOWANCE
3. Choose the Deduction Nos. from dropdown by clicking on | | button.
e Deduction Nos.: DEDUCTION
4. Choose the TDS Nos. from dropdown by clicking on| ** | button.
e TDS Nos.: TDS
5. Choose the Bonus Nos. from dropdown by clicking on | | button.
e Bonus Nos.: BONUS
6. Choose the Base Unit of Measure from dropdown by clicking on| | button.
e Base Unit of Measure: PC
7. Choose the Performance Criteria Nos. from dropdown by clicking on
button.
¢ Performance Criteria Nos.: PERFORMANCECRITERIA
8. Choose the Organogram Nos. from dropdown by clicking on | | button.
e Organogram Nos.: ORGANOGRAM
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9. Choose the Designation Nos. from dropdown by clicking on | ™ | button.

e Designation Nos.: DESIGNATION

10. Choose the Publication Nos. from dropdown by clicking on | | button.

e Publication Nos.: PUBLICATION

SO @ N®

F. Click the I:I button to save and close.
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HR-200 Organogram View and Setup

Introduction

This section shows how to setup and view organogram of the organization. Section contains —

HR-201  Organogram Setup
HR-202  Organogram View

Role

e Module Admin

Prerequisite

e Module Admin credentials — username and password
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HR-201 How to: Setup Organogram

Introduction
This process demonstrates how to setup organogram of an organization.
The organogram setup process of an organization is divided into 4 major activities-
HR-201.1 Add a New Organogram.
HR-201.2 Edit an Existing Organogram.
HR-201.3 View an Existing Setup of an Organogram Master Card.
HR-201.4 Delete an Organogram Master Setup

Roles

e Module Admin

Prerequisites
e Designation Setup
e Office Setup
e Department Setup (If used within the organization)
e Grade Setup
o Leave Setup
e Performance Setup

e Job Description Setup

IMPORTANT

Designation, Office and Grade setup is must to setup organogram.
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Access Organogram Setup

To Initiate, follow the steps below.

A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System

a Il Jf - N\
GD g R o o
{O} R
Rt \Y

B. Choose the “Human Resources” icon.

Power Sector ERP System
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HR Landing Page will be appeared as below

Power Sector ERP System

% B [ |
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C. Choose the “Organogram” in HR Landing Page.

Power Sector ERP System
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Organogram Landing Page will be appeared as below

Power Sector ERP System

D. Choose the “Organogram Setup” in Organogram Landing Page.

Power Sector ERP System

The following Organogram Setup page will be appeared.

Power Sector ERP System 7 &
/ mww ue @

Note

On first time load, page will be blank and will show existing data as new setup data will be entered.
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HR-201.1 Add a New Organogram

To Initiate, follow the steps below.
A. Access Organogram Setup by Human Resource Admin user.

Power Sector ERP System ? &

B. Choose the “New” icon on the Organogram Setup page, as indicated in figure below.

Power Sector ERP System ? &
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The following Organogram Master Card page will be appeared.

Power Sector ERP System

C. Provide below General information to proceed.
1. Provide Description.

e Description: Assistant Manager

2. Choose the Designation Code from the dropdown by clicking on [~ | button.
e Designation Code: 240

Designation Name will be populated by the system.

3. Choose the Office Code from the dropdown by clicking on [ | button.
e Office Name: 130

Office Name will be populated by the system.

4. Choose the Department Code from the dropdown by clicking on | = | button.
¢ Department Name: 002
Department Name will be populated by the system.

5. Provide Sanctioned Posts for this organogram.
e Sanctioned Posts: 1

Filled Posts and Vacant Post will be populated by the system.

6. Choose the Reporting Authority Code from the dropdown by clicking on

button.
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¢ Reporting Authority Code: ORG000020
Reporting Authority Description will be populated by the system.
7. Select Hide in Organogram View checkbox to hide this organogram in the

organogram view.

Power Sector ERP System

i (S
(2
3 o
4 Cle

Important

“Reporting Authority code” field is must for organogram view.

D. Assign Grade to proceed. If not visible, scroll down.
1. Choose the Grade Code from the dropdown by clicking on | = | button.

¢ Grade Code: GR0O07

Power Sector ERP System

/s X 4 )
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E. Assign Leave information to proceed. If not visible, scroll down.

1. Choose the Leave Code from the dropdown by clicking on button.

e Leave Code: LEAVE0O3
Leave Description will be populated by the system.
2. Select Is Active checkbox to activate the leave assigned for this organogram.

- tamw - ey |

e X. .4 D

Tips

To assign multiple Leave, use next line and follow steps 1 and 2.

Notes

In case of adding a new organogram, leave information needs to be provided. Otherwise for existing
organograms, leave information will be provided from leave setup.

F. Scroll down and assign below Job Description information to proceed.
1. Choose the Job Description Code from the dropdown by clicking on

button.

a. Job Description Code: 81
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Power Sector ERP System

Tips
To assign multiple Job Description, use next line and follow steps 1.

G. Scroll down and assign below Performance Criteria Group to proceed.

1. Choose the Performance Criteria Group Code from the dropdown by

clicking on | button.

e Performance Criteria Group Code: PCG001

Power Sector ERP System
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H. Click the I:I button to save and close.

e Lo-e - ey |

s X 4 )

Tips
Assign Performance Criteria Group depending on the type of the organogram.
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HR-201.2 View an existing Organogram Master Setup.

To Initiate, follow the steps below.

A. Access Organogram Setup by Human Resource Admin User.

Power Sector ERP System ? &

B. Select the “Organogram” and Click “View" on the Organogram Setup page.

Power Sector ERP System

Important
Organogram selection should be from the marked area.
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The following Organogram Master Card page will be appeared.

L= anm = Samrme |

/X 4 )

Notes
In view mode, Organogram Master cannot be edited.

C. Click the I:I button after viewing the organogram master.

L= Lomw - Jpeyy

/ X 4 )
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HR-201.3 Edit an Existing Organogram Master Setup

To Initiate, follow the steps below.

A. Access Organogram Setup by Human Resource Admin User.

Power Sector ERP System

B. Click the “Organogram Code” on the Organogram Setup page.
Organogram Code: ORG000021

Power Sector ERP System

EE—

Tips
Select the Organogram Code which needs to be edited.
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The following Organogram Master Card page will be appeared.

L= Lomw - Jpeyy

/ X 4 )

Tips
Editable fields can be edited if necessary.

C. Click the I:I button after editing the values to save and close.

L= e - Jpe-py

/ X 4 )
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HR201.4 Delete an Organogram Master Setup.

To Initiate, follow the steps below.

A. Access Organogram Setup by Human Resource Admin User.

Power Sector ERP System

B. Click on the “Organogram Code” on the Organogram Setup page.
Organogram, Code: ORG000021

Power Sector ERP System

e

IMPORTANT
Select the Organogram Code which needs to be deleted.
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The following Organogram Master Card page will be appeared.

C. Click the “Delete” button to delete this organogram.

Notes
An organogram with any kind of dependency cannot be deleted.
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HR-202 How to: View Organogram

Introduction

This process demonstrates how to view the organogram of an organization.

The organogram setup process of an organization is divided into 3 major activities-
HR-202.1 View Organogram.
HR-202.2 View Office Wise Organogram.

HR-202.3 Download Organogram

Roles

e Module Admin

Prerequisites
e Organogram Setup

e Reporting Authority in organogram setup
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HR-202.1 View Organogram

To Initiate, follow the steps below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System

I
JLIL
L} g

E ) b j;:‘ X

B. Choose the “Human Resources” icon.

Power Sector ERP System

ﬁ Il Jf N\
Lo 4 aa il
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HR Landing Page will be appeared as below

Power Sector ERP System
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C. Choose the “Organogram” in HR Landing Page.

Power Sector ERP System
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Organogram Landing Page will be appeared as below

Power Sector ERP System

D. Choose the “View Organogram” in Organogram Landing Page.

Power Sector ERP System ? &
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HR-202.2 Office Wise Organogram View

To Initiate, follow the steps below.

A. Access View Organogram by Human Resource Admin.

B. Provide the “Office Code” information in the figure below to proceed.

1. Choose the Office Code from the dropdown by clicking on | | button.

o Office Code: 105

Power Sector ERP System

Varsoe
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HR-202.3 Download Organogram

To Initiate, follow the steps below.

A. Access View Organogram by Human Resource Admin.

fiatd
i
\ |
A\ ]

Leatoe

The following downloaded image will appear.

o ” o
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HR-300 Employee Setup

Introduction

This section shows how to view an existing employee and add a new employee to the

organization. Section contains —

HR-301  View Employee List
HR-302  View Employee Card
HR-303  Add New Employee

Role
e Module Admin

e Module User

Prerequisite

e Module credentials — username and password

Techvision
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HR-301 How to: View Employee List Page

Introduction

This process demonstrates, how to view employee list page.

Roles

e Module user

View Employee List
To view employee list, follow the steps below.
A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System

B. Choose the “Human Resources” icon.

Power Sector ERP System

= | : A A
CH, C— — i
), Y

Techvision Page 239 of 834



User Manual for HR Module, ERP System for Power Division

HR Landing Page will be appeared as below

ukg i,
C
—
[ l ’
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P

C. Choose the “List of Employees” in HR Landing Page.

Power Sector ERP System

TS >

Orgarogram List of

h

Salary

Employees Generation
] g Ju— T——
e
(. i Q\
—
Employwe Reports Dashboard
Related Lists

The following Employee List page will be appeared.
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HR-302 How to: View / Edit Employee Card

Introduction

This section shows how to view employee detail information through card page. The same process

applies to edit or modify an existing employee’s data.

This section contains —

HR-302.1 Official Information

HR-302.2 Personal Information
HR-302.3 Contact Information
HR-302.4 Emergency Contact Information

HR-302.5 Address Information
HR-302.6 Spouse Information
HR-302.7 Children Information
HR-302.8 Probation Information
HR-302.9 Qualification Information
HR-302.10 Training History
HR-302.11 Employment History
HR-302.12 Transfer History
HR-302.13 Foreign Tour History
HR-302.14 Attendance History
HR-302.15 Performance History
HR-302.16 Current Salary Breakdown
HR-302.17 Salary Payment History
HR-302.18 Loan History

HR-302.19 Official Asset

HR-302.20 Nominee Information
HR-302.21 Dependent Information

Roles

e Module user

Techvision
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View Employee Card Page

To view an employee, follow the steps described below.
A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System

o = ey
aa = oy

B. Choose the “Human Resources” icon.
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HR Landing Page will be appeared as below

Power Soectar ERP System

L F‘Q
) L

C. Choose the “List of Employees” in HR Landing Page.

Power Sector ERP System

=
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Organcgram List of Salary
Employees Genreration
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e
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Employee Reports Dashboard
Related Lists
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The following Employee List page will be appeared.

Power Sector ERP System

™
Pt

. Qi

D. Use search box to find employee to view employee card.

Power Sector ERP System

™
Pt

. O
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E. Search Employee by system ID in Employee List Page.

e Employee ID: 161011879

b4
o

F. Select ID to access the Employee Card page.

p 4
o

“\

The following Employee Card page will be appeared.

Power Sector ERP System
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Following section of Employee Card page can be viewed.

HR-302.1 Official Information

HR-302.2 Personal Information

Scroll down to view Personal Information panel.

HR-302.3 Contact Information

Scroll down to view Contact Information panel.

Techvision
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HR-302.4 Emergency Contact Information

Scroll down to view Emergency Contact Information panel.

HR-302.5 Address Information

Scroll down to view Address Information panel.

HR-302.6 Spouse Information

Scroll down to view Spouse Information panel.
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HR-302.7 Children Information

Scroll down to view Children Information panel.

HR-302.8 Probation Information

Scroll down to view Probation Information panel.

HR-302.9 Qualification Information

Scroll down to view Qualification Information panel.

HR-302.10 Training History

Scroll down to view Training History panel.
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HR-302.11 Employment History

Scroll down to view Employment History panel.

HR-302.12 Transfer History

Scroll down to view Transfer History panel.

HR-302.13 Foreign Tour History

Scroll down to view Foreign Tour History panel.

HR-302.14 Attendance History

Scroll down to view Attendance History panel.
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HR-302.15 Performance History

Scroll down to view Performance History panel.

HR-302.16 Current Salary Breakdown

Scroll down to view Current Salary Breakdown panel.

HR-302.17 Salary Payment History

Scroll down to view Salary Payment History panel.

HR-302.18 Loan History

Scroll down to view Loan History panel.
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HR-302.19 Official Asset

Scroll down to view Official Asset panel.

Official Assets

Description Asset Serial Mo. Date Date
Assigned Returned

Laptop === 112345678 01-01-20

4 »

HR-302.20 Nominee Information

Scroll down to view Nominee Information panel.

Nominee Info

Name Relation Nominee Occupation
For
Mumu Binte Habib <o Wife Provident Fu... Service Hold...
»

Nominee Info

Phone No Address Line 1 Address Line 2 Em:
0178636549... Rupnagar Abashik Area, Mirpur mir
4 »

Nominee Info

Email Date of Birth Blood Group NID TIN
mimu87@gmail.com B+ 7329876045 6789768626.
¢ 14

Nominee Info

TIN Birth Registration Passport Mo Driving License Percentage(%
No No
6789768626... 1994987898675437 BF-987045 BAS086457893657 50.0
4 »
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HR-302.21 Dependent Information

Scroll down to view Dependent Information panel.

Dependent Info

Name Relation Occupation Phone No Ac
Istekharul Alam <+« Brother Unemployed 0157873876... Ru
4 »

Dependent Info

Address Line 1 Address Line 2 Email

Rupnagar Abashik Area, Mirpur istekharul20@gmi
4 »

Dependent Info

Email Date of Birth Blood Group NID TIN
istekharul90@gmail.com 09-09-95 A- 7864654567... 4566543348¢
4 4

Dependent Info

NID TIN Birth Registration Passport No Driving License
No No
7864654567... 45665433485 19948765456987... BF-675644 AB656789885743...
4
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HR-303 How to: Add New Employee

Introduction

This section shows how to add a new employee to organization employee database and what are

the additional related information need to be added and how. The same process applies to edit

or modify an existing employee’s data.
This section contains -

HR-303.1 Official Information
HR-303.2 Personal Information
HR-303.3 Contact Information
HR-303.4 Emergency Contact Information
HR-303.5 Address Information
HR-303.6 Probation Information
HR-303.7 Qualification Information
HR-303.8 Employee Bank Information
HR-303.9 Employment Information
HR-303.10  Official Asset Information
HR-303.11  Children Information
HR-303.12 Dependent Information
HR-303.13  Nominee Information
HR-303.14  Foreign Tour Information
HR-303.15  Additional Charges
HR-303.16  Parents Info

HR-303.17  GPF Information

HR-303.18  Recognition Information
HR-303.19  Spouse Information
HR-303.20 Employee Picture Upload

Roles

e Module user and module admin, both can add new employee.

Prerequisite

e Module Admin credentials — username and password

Techvision

Page 253 of 834



User Manual for HR Module, ERP System for Power Division

Add New Employee
To add new employee, follow the steps described below.

A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System

B. Choose the “Human Resources” icon.

Power Sector ERP System

o5 4 = \
- F;V ; _—t
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HR Landing Page will be appeared as below

Power Soectar ERP System
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C. Choose the “List of Employees” in HR Landing Page.

Power Sector ERP System

=
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Organcgram List of Salary
Employees Genreration
1 r 1
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Employee Reports Dashboard
Related Lists
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The following Employee List page will be appeared.

Power Sector ERP System

X 7/ ! g ; x il

D. Choose “New"” in Employee List Page.

Power Sectar ERP Systemn
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The following Employee Card page will be appeared.

Power Sector ERP System

E. Provide information described in HR-303.1 through HR-303.20 as available to proceed with

new employee entry successfully.

HR-303.1: Add Official Information

1. Provide Employee Code if applicable.
e Employee Code: 10-90563
2. Provide Employee Name.
e Employee Name: Taizul Islam Tulu

3. Provide Name in Bangla here.

¢ Name in Bangla: WWW

4. Choose the Organogram Code from the dropdown by clicking on | | button.
¢ Organogram Code: ORG000009

5. Designation will be populated by the system based on selected Organogram Code.
¢ Designation: Assistant Manager

6. Designation in Bangla will be populated by the system based on selected

Organogram Code.
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¢ Designation in Bangla: FZIIAL ATHIPTAL

7. Office will be populated by the system based on selected Organogram Code.

o Office: Office of Executive Director
8. Office in Bangla will be populated by the system based on selected Organogram
Code.
e Office in Bangla: =Y fFees nga
9. Department will be populated by the system based on selected Organogram Code.
10. Department in Bangla will be populated by the system based on selected
Organogram Code.

11. Enter Job Title here.

12. Choose the Employee Type from the dropdown by clicking on || button.
e Employee Type: CONRUCTUAL

v
13. Choose the Employee Status by clicking on button.
e Employee Type: CONRUCTUAL
v
14. Choose the Post Type by clicking on button.

e Post Type: Officer
15. Pay Grade will be populated by the system based on selected Organogram Code.
e Pay Grade: GR007

16. Choose the Pay Grade Step from the dropdown by clicking on | | button.
e Pay Grade Step: STEP001

17. Choose the 1** Joining Date in Org. from Calendar. Click on | | button.
e 1% Joining Date in Org.: 01-07-19

18. Choose the Current Position Joining Date from Calendar. Click on | ™ | button.
e Curr. Position Joining Date: 01-07-19

19. Enter Joining Date in Bangla.
e Joining Date in Bangla: 05-04-%%

20. Enter Promotion Date in Bangla.
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21. Retirement Date will be populated by the system based on selected Joining Date.

22. Choose Employee Last Higher Education from the dropdown by clicking on
button.
23. Select CPF Applicable checkbox, if applicable.
24. Enter Employee CPF ID if applicable.
e Employee CPF ID: 10-90563

v
25. Choose In Shift Duty by clicking on button if applicable.

¢ In Shift Duty: No

26. Select Freedom Fighter Quota Applicable checkbox, if applicable.

27. Click on T button to be kept any Notes regarding employee.

Power Sector ERP Systemn

IMPORTANT

Organogram Code [4] and Pay Grade Step [16] is essential for salary calculation of the employee.
Absence of these values, employee will be considered in Organization Employee Count only but no
salary or other operations will be applicable.
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HR-303.2: Add Personal Information

Scroll down to open Personal Information panel.

1. Choose the Birth Date from Calendar. Click on || button.
e Birth Date: 01-11-90

v

2. Choose the Gender by clicking on button.

e Gender: Male

v

3. Choose the Marital Status by clicking on button.

e Marital Status: Married

v

4. Choose the Blood Group by clicking on button.

e Blood Group: A+

v

5. Choose the Religion by clicking on button.

¢ Religion: Islam
6. Provide National Identification Number here.
e NID: 7326509872
7. Provide Tax Identification Number here.
e TIN: 80923765393
8. Provide Birth Register Number here.
e Birth Register Number: 199478653264754
9. Provide Passport Number here.
e Passport Number: BF-662348
10. Provide Driving License here.

¢ Driving License: BM9023495720452

Techvision Page 260 of 834



User Manual for HR Module, ERP System for Power Division

0 oo ~N»

HR-303.3: Add Contact Information

Scroll down to open Contact Information panel.
1. Provide Personal Phone number here.
e Personal Phone: 017662626464
2. Provide Official Phone number here.
e Official Phone: 02-9876788
3. Provide Personal Email here.
e Personal Email: taizul05@gmail.com
4. Provide Official Email here.

o Official Email: taizul.ed@smaple.com

8

HR-303.4: Add Emergency Contact Information
Scroll down to open Emergency Contact Information panel.
1. Provide Name of emergency contact person.
¢ Name: Saidul Islam Dulu
2. Provide Relation with employee.
e Relation: Brother
3. Provide Cell No. of emergency contact persons.

e Cell No.: 017863654986

Techvision
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4. Provide Email Address of emergency contact persons.

¢ Email: saidul@gmail.com
5. Provide Address here.

e Address Line 1: Uchartech Mor, Ashkona, Uttara
6. Provide Alternative Address here.

e Address Line 2: Kolatoli Mor, Nariya, Shariatpur

8

HR-303.5: Add Address Information

Scroll down to open Address Information panel.

@ o

a. Present Address Information

1. Provide Address information here.
e Address: Hazi Camp, Ashkona, Uttara

2. Provide alternative Address information here.
e Address: 16/1 Kachukhet Mor, Mirpur

3. Provide Address in Bangla here.
e Address in Bangla: %W, BIFT BIBATTB

4. Thana will be populated by the system based on selected Post Code.
e Thana: Dhaka Cantt.

5. Upazilla will be populated by the system based on selected Post Code.
e Upazilla: Dhaka Cantt.

6. District will be populated by the system based on selected Post Code.
e District: Dhaka

7. Post Office will be populated by the system based on selected Post Code.
e Post Office: Dhaka CantonmentTSO

8. Choose the Post Code from the dropdown by clicking on | | button.
¢ Post Code: 1206
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b. Add Permanent Address Information

9. Provide Address information here.
e Address: Ariol, Nagerpar, Munshigonj

10. Provide alternative Address information here.
¢ Address: Kolatoli Mor, Nariya, Shariatpur

11. Provide Address in Bangla here.
e Address in Bangla: FATS! (WG, NG, 1ATSF

12. Thana will be populated by the system based on selected Post Code.
e Thana: Shariatpur Sadar

13. Upazilla will be populated by the system based on selected Post Code.
e Upazilla: Shariatpur Sadar

14. District will be populated by the system based on selected Post Code.
e District: Shariatpur

15. Post Office will be populated by the system based on selected Post Code.
e Post Office: Shariatpur Sadar

16. Choose the Post Code from the dropdown by clicking on || button.
¢ Post Code: 8000

DN EWN -
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HR-303.6: Add Probation Information

Scroll down to open Probation Information panel.

1. Choose the probation Start Date from calendar by clicking on | " | button.

e Start Date: 01-07-18

2. Choose the probation End Date from calendar by clicking on | ™ | button.
e End Date: 01-07-19

3. Provide Probation Completion Feedback here.
¢ Probation Completion Feedback: Successfully Completed

4. Provide Comments here if any.

&)
(2

HR-303.7: Add Employee Qualification Information

Choose Qualification Info tab to open Qualification List Page of the employee:
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The Following Employee Qualifications page will be appeared as below.

Power Sector ERP System

i

ll.  Choose "New" to add new qualification.

Power Sector ERP System

Qi

Qualification Detail Card page will be appeared as below.

Power Sector ERP System

Provide the following information

L)
1. Choose the Qualification Type from dropdown by clicking on button.
¢ Qualification Type: Academic
2. Choose the Qualification Code from dropdown by clicking on | | button.

e Qualification Code: BBA
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3. Description will be populated by the system based on selected Qualification
Code.

e Description: Bachelor of Business Administration

4. Choose From Date from calendar by clicking on | " | button.

¢ From Date: 01-02-13

5. Choose To Date from calendar by clicking on | ™ | button.
e To Date: 01-02-17
6. Enter Board/University name here.
e Board/University: National University
7. Enter the name of the Institute from where this qualification has been
achieved.
¢ Institute: Dhaka City College
8. Enter Passing Year here.
e Passing Year: 2017
9. Enter Grade/Division Base Mark here.
e Grade/Division Base Mark: Grade
10. Enter Achieved Grade or Division here.
e Grade or Division Achieved: 3.30
11. Enter Certificate Links if any.
¢ Certificate Links:
http://muktopaath.gov.bd/dashboard/certificate/571957
12. Provide Comments here if any.

e Comments: If any.

e:a-acn
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HR-303.8: Add Employee Bank Information

l.  Choose Employee Bank Info tab to open employee bank info of the employee:

Power Sector ERP System

Employee Bank Info page will be appeared as below.

Power Sector ERP System

Provide the following information

1. Choose the Bank from dropdown by clicking on ! | button.
e Bank: BANKOO1

2. Bank Name will be populated by the system based on selected Bank.
e Bank Name: Dhaka Bank Ltd

3. Branch Name will be populated by the system based on selected Bank.
e Branch Name: Corporate Branch

4. Provide Account Number here.

e Account Number: 52345678987654
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8 3

HR-303.9: Add Employment Information

l.  Choose Employment Info tab to open Employment history List Page of the employee:

Employment History List page will be appeared as below.

ll. ~ Choose "New" to add new qualification.
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Employment History Card page will be appeared as below.

Power Sector ERP System

Provide the following information
1. Provide Company Name here.

e Company Name: Taskeater Bangladesh Limited

2. Choose From Date from calendar by clicking on | | button.

¢ From Date: 01-07-17

3. Choose To Date from calendar by clicking on | " | button.
e To Date: 01-02-18

4. Provide Department name here.
¢ Department: Lead Generation

5. Provide Designation name here.
¢ Designation: Business Analyst

6. Provide Responsibilities here if any.

7. Provide Remarks here if any.
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HR-303.10: Add Official Assets Information

l.  Choose Official Asset Info tab to open Employment history List Page of the employee:

Power Sector ERP System

Asset Assigned to Employee List page will be appeared as below.

Power Sector ERP System

[I. Choose "New” to add new asset information.

Power Sector ERP System
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Asset Information Card page will be appeared as below.

Power Sector ERP System

Provide the following information
1. Provide Assets Serial No. here.

e Assets Serial No.: 123456890

2. Provide Assets Description.

e Assets Description: Personal Computer

3. Choose Date Assigned from calendar by clicking on | | button.

o Date Assigned: 01-07-19

4. Choose Date Returned from calendar by clicking on | | button.
e Date Returned: 01-07-22
©
0 3
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HR-303.11: Add Employee Children Information

I.  Choose Children Info tab to open Employee Children List page:

Power Sector ERP System

Employee Children List page will be appeared as below.

Power Sector ERP System

. Choose "New” to add new children information.

Power Sector ERP System
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Employee Children Card page will be appeared as below.

Power Sector ERP System

Provide the following information
1. Provide Children Name here.

e Children Name: Talha Zubayer

v
2. Define the Relation from dropdown by clicking on button.

¢ Relation: Son
3. Provide Children Occupation here.

e Children Occupation: Student
4. Provide Phone Number of children if applicable.

e Phone Number: 019876787673
5. Provide Address Line 1 here.

e Address Line 1: Hazi Camp, Ashkona, Uttara
6. Provide Address Line 2 here.

e Address Line 2: 16/1 Kachukhet Mor, Mirpur
7. Provide Email of children, if applicable.

¢ Email: talhazub@gmail.com

8. Choose Date of Birth from calendar by clicking on | | button.

e Date of Birth: 01-01-10
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L)
9. Choose Blood Group from dropdown by clicking on button.

e Blood Group: A+
10. Provide National Identification Card information here if applicable.
¢ National Identification Card: 7864654567856
11. Provide Tax Identification Number here if applicable.
e Tax Identification Number: 45665433456
12. Provide Birth Registration No. here.
e Birth Registration No.: 19948765456789875676
13. Provide Passport No. here.
e Passport No.: BF-675643
14. Provide Driving License No. here, if applicable.

e Driving License No.: AB65678987654345

15. Select Allowance Applicable checkboyx, if applicable.

Power Sector ERP System

StEoe0
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HR-303.12: Add Employee Dependent Information

l.  Choose Dependent Info tab to open Employee Dependent List page:

Power Sector ERP System

Employee Dependent List page will be appeared as below.

ll.  Choose "New" to add new dependent information.

Power Sector ERP System
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Employee Dependent Card page will be appeared as below.

Power Sector ERP System

Provide the following information
1. Provide Dependent Name here.
e Dependent Name: Raisul Islam Bulu
2. Define the Relation.
¢ Relation: Brother
3. Provide Dependent Occupation here.
¢ Dependent Occupation: Unemployed
4. Provide Phone Number of Dependent.
e Phone Number: 015787389769
5. Provide Address Line 1 here.
e Address Line 1: Hazi Camp, Ashkona, Uttara
6. Provide Address Line 2 here.
e Address Line 2: 16/1 Kachukhet Mor, Mirpur
7. Provide Email of Dependent, if applicable.

e Email: bulu098@gmail.com
8. Choose Date of Birth from calendar by clicking on | button.

e Date of Birth: 09-09-95

9. Choose Blood Group from dropdown by clicking on button.

e Blood Group: A+
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10. Provide National Identification Card information here, if applicable.
¢ National Identification Card: 7864654567857
11. Provide Tax Identification Number here, if applicable.
e Tax Identification Number: 45665433457
12. Provide Birth Registration No. here.
e Birth Registration No.: 19948765456789875677
13. Provide Passport No. here. If applicable.
e Passport No.: BF-675647

14. Provide Driving License No. here, if applicable.

e Driving License No.: AB65678987654347

Power Sector ERP System
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HR-303.13: Add Employee Nominee Information

l.  Choose Nominee Info tab to open Employee Nominee List page:

Power Sector ERP System

Employee Nominee List page will be appeared as below.

Power Sector ERP System

. Choose "New” to add new nominee information.

Power Sector ERP System
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Employee Nominee Card page will be appeared as below.

Power Sector ERP System

Provide the following information
1. Provide Nominee Name here.
¢ Nominee Name: Raisul Islam Bulu
2. Define the Relation.

¢ Relation: Brother

v
3. Choose Nominee For from dropdown by clicking on button.

¢ Nominee For: Provident Fund
4. Provide Nominee Occupation here.

¢ Nominee Occupation: Unemployed
5. Provide Phone Number of Nominee.

e Phone Number: 015787389769
6. Provide Address Line 1 here.

e Address Line 1: Hazi Camp, Ashkona, Uttara
7. Provide Address Line 2 here.

e Address Line 2: 16/1 Kachukhet Mor, Mirpur
8. Provide Email of Nominee, if applicable.

e Email: bulu098@gmail.com
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9. Choose Date of Birth from calendar by clicking on| " | button.

e Date of Birth: 09-09-95

v
10. Choose Blood Group from dropdown by clicking on button.

e Blood Group: A+
11. Provide National Identification card information here, if applicable.
¢ National Identification: 7864654567857
12. Provide Tax Identification Number here, if applicable.
¢ Tax Identification Number: 45665433457
13. Provide Birth Registration No. here.
e Birth Registration No.: 19948765456789875677
14. Provide Passport No. here. If applicable.
e Passport No.: BF-675647
15. Provide Driving License No. here, if applicable.
e Driving License No.: AB65678987654347
16. Define the Percentage Rate here.

e Percentage Rate: 50.00

17. Insert Nominee Picture here.

Power Sector ERP System
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HR-303.14: Add Employee Foreign Tour Information

l.  Choose Foreign Tour Info tab to open Employee Foreign Tour List page:

Power Sector ERP System

Employee Foreign Tour List page will be appeared as below.

Power Sector ERP System

ll.  Choose "New" to add new foreign tour information.

Power Sector ERP System
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Employee Foreign Tour Card page will be appeared as below.

Power Sector ERP System

Provide the following information

1. Choose From Date from calendar by clicking on . | button.

¢ From Date: 01-03-20

2. Choose To Date from calendar by clicking on| ™ | button.

e To Date: 10-03-20

3. Choose Visited Country Code from dropdown by clicking on | | button.
¢ Visited Country Code: UK
4. Visited Country Name will be populated by the system based on selected
Visited Country Code.

¢ Visited Country Name: United Kingdom

5. Choose Tour Category from dropdown by clicking on| ™ | button.
e Tour Category: 1
6. Tour Category Description will be populated by the system based on
selected Tour Category.

e Tour Category Description: Official

7. Choose Tour Purpose from dropdown by clicking on . | button.
e Tour Purpose: 7
8. Tour Purpose Description will be populated by the system based on

selected Tour Purpose.
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e Tour Purpose Description: Pre Shipment

9. Provide Funded By mentioning who funded the tour.
¢ Funded By: World Bank

10. Provide Govt. Order (GO) No.
e Govt. Order (GO) No.: 1234567890

11. Provide Comments, if any.

o Comments: Test comment

Power Sector ERP System

SO0

HR-303.15: Add Employee Additional Charges Information

I.  Choose Additional Charges tab to open Employee Additional Charges List page:

Power Sector ERP System
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Employee Additional Charges List page will be appeared as below.

ll.  Choose "New" to add new additional charges information.

Employee Additional Charges Card page will be appeared as below.

Power Sector ERP System

Provide the following information
1. Employee ID will be populated by the system.
2. Employee Name will be populated by the system.
3. Current Office Name will be populated by the system.
4

Current Department Name will be populated by the system.
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5. Current Designation Name will be populated by the system.

6. Choose Organogram from dropdown by clicking on | | button.
e Organogram: ORG000020
7. Office Name will be populated by the system based on selected
Organogram.
8. Department Name will be populated by the system based on selected
Organogram.
9. Designation Name will be populated by the system based on selected

Organogram.

10. Choose From Date from calendar by clicking on . | button.

e From Date: 01-09-19

11. Choose To Date from calendar by clicking on | button.
e To Date: 30-11-19
12. Provide Duration of Additional Charges.

e Duration: 3 Months

¥
13. Choose Status from dropdown by clicking on button.

e Status: Active

14. Provide Remarks here, if any.

e Remarks: Test remarks

Power Sector ERP System

e 00
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HR-303.16: Add Employee Parents Information

l.  Choose Parents Info tab to open Employee Parents Info Card page:

Power Sector ERP System

Employee Parents Info Card page will be appeared as below.

Power Sector ERP System

Provide the following information
a. Father’s Information:
1. Provide employees Father’'s Name here.
¢ Father's Name: Motaleb Shah

2. Provide Address 1 information.
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e Address 1: Hazi Camp, Ashkona, Uttara

3. Provide Address 2 information.
e Address 2: 16/1 Kachukhet Mor, Mirpur

4. Provide Occupation of employee’s father here.
e Occupation: Government Serviceholder

5. Provide Cell Phone No. of employee’s father here.
e Cell Phone No.: 018765374653

6. Thana will be populated by the system based on selected Post Code.
e Thana: Dhaka Cantt.

7. Upazilla will be populated by the system based on selected Post Code.
e Upazilla: Dhaka Cantt.

8. District will be populated by the system based on selected Post Code.
e District: Dhaka

9. Post Office will be populated by the system based on selected Post Code.
¢ Post Office: Dhaka CantonmentTSO

10. Choose Post Code from dropdown by clicking on | | button.
¢ Post Code: 1206
b. Mother’s Information:
11. Provide employees Mother’s Name here.
¢ Mother's Name: Abeda Begum
12. Provide Address 1 information.
e Address 1: Hazi Camp, Ashkona, Uttara
13. Provide Address 2 information.
¢ Address 2: 16/1 Kachukhet Mor, Mirpur
14. Provide Occupation of employee’s mother here.
e Occupation: Housewife
15. Provide Cell Phone No. of employee’s mother here.
e Cell Phone No.: 018765374609

16. Thana will be populated by the system based on selected Post Code.
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e Thana: Dhaka Cantt.
17. Upazilla will be populated by the system based on selected Post Code.
e Upazilla: Dhaka Cantt.
18. District will be populated by the system based on selected Post Code.
e District: Dhaka
19. Post Office will be populated by the system based on selected Post Code.
o Post Office: Dhaka CantonmentTSO

20. Choose Post Code from dropdown by clicking on| ™ | button.

e Post Code: 1206

coooe 0000
5@ =~ o]
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HR-303.17: Add Employee GPF Information

l.  Choose GPF Info tab to open Employee GPF Information page:

Power Sector ERP System

Employee GPF Information page will be appeared as below.

Provide the following information
1. Employee No will be populated by the system.
2. First Name will be populated by the system.
3. Last Name will be populated by the system.

4. Choose GPF Deduction Type from dropdown by clicking on || button.
e GPF Deduction Type: DEDUCTIONOO1

5. Provide Monthly Personal Contribution here.
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¢ Monthly Personal Contribution: 15,000.00
6. Yearly GPF Interest Amount (%) will be populated by the system based on
selected GPF Deduction Type.
¢ Yearly GPF Interest Amount (%): 23,400.00

7. Choose Date of First GPF Deduction from calendar by clicking on

button.

e Date of First GPF Deduction: 31-07-18

HR-303.18: Add Employee Recognition Information

I.  Choose Recognition Info tab to open Employee Recognition List page:

Power Sector ERP System
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Employee Recognition List page will be appeared as below.

Power Sector ERP System

ll.  Choose "“New" to add new recognition information.

Power Sector ERP System

Employee Recognition Card page will be appeared as below.

Power Sector ERP System

Provide the following information
1. Provide Recognition Name here.

¢ Recognition Name: Leadership Award
2. Provide Recognition Type here.

¢ Recognition Type: Personal

3. Choose Date of Recognition from calendar by clicking on
¢ Date of Recognition: 05-01-20

4. Provide Awarding Organization here.

button.

Techvision
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¢ Awarding Organization: University of Dhaka

5. Provide Recognition Details here.

¢ Recognition Details: Test detail

HR-303.19: Add Employee Spouse Information

I.  Choose Spouse Info tab to open Employee Spouse List page:

Power Sector ERP System

Employee Spouse List page will be appeared as below.

Power Sector ERP System
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ll.  Choose "New" to add new spouse information.

Power Sector ERP System

Employee Spouse Card page will be appeared as below.

Power Sector ERP System

Provide the following information
1. Provide Spouse Name here.
e Spouse Name: Sayma Islam
2. Provide Father’'s Name of employee’s spouse.
e Father’'s Name: Monjur Islam
3. Provide Mother’'s Name of employee’s spouse.
e Mother’'s Name: Parvin Akter
4. Provide Spouse Occupation here.
e Spouse Occupation: Private Serviceholder
5. Provide Office of the spouse here.
¢ Office: Bindu365 Limited, Moghbazar, Dhaka

6. Provide Cell Number of spouse.
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e Cell Number: 017865894673
7. Provide Address Line 1 here.

e Address Line 1: Hazi Camp, Ashkona, Uttara
8. Provide Address Line 2 here.

e Address Line 2: 16/1 Kachukhet Mor, Mirpur

9. Choose Date of Birth from calendar by clicking on| | button.
¢ Date of Birth: 10-07-94
10. Provide Passport No. here. If applicable.
e Passport No.: BF-987089
11. Provide National Identification Card information here, if applicable.

¢ National Identification Card: 7329876094

v
12. Choose Blood Group from dropdown by clicking on button.

e Blood Group: A+
13. Provide Driving License No. here, if applicable.
¢ Driving License No.: BA9086457893657
14. Provide Tax Identification Number here, if applicable.
e Tax Identification Number: 678976862674
15. Provide Email of spouse, if applicable.
e Email: sayma94@gmail.com
16. Provide Affiliation here.
o Affiliation: No
17. Provide Birth Registration No. here.
o Birth Registration No.: 1994987898675437

v
18. Choose Status from dropdown by clicking on button.

e Status: Active
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Power Sector ERP System

HR-303.20: Upload Employee Picture

To upload employee picture, follow the steps described below.

I.  Choose Employee Picture to upload a picture in Employee Card page, as below
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Choose Import to upload a picture.

The following pop up will be appeared as below.

Hit choose button to import employee picture from hard disk.

Techvision Page 296 of 834



User Manual for HR Module, ERP System for Power Division

IV.  Choose picture from the hard disk, then it will be appeared to the Employee Card page.

Power Sector ERP System

Note
Picture size should be less than 1 MB.
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HR-303.21: Add Loan Info

To initiate loan process, follow the steps described below.

A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

B. Choose the “Human Resources” icon.

* Power Sector ERP System
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HR Landing Page will be appeared as below

Power Sector ERP System

It
Organcgram List of Salary
Empleyoes Generation
N/ 7
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Employwe Employee Reports
Rulated Lists Attendance
Cashbaoard MR Setup

C. Choose the “List of Employee” icon in the HR Landing Page.

Power Sector ERP System
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The following Employee List Page will be appeared.

Power Sector ERP System

7S5

D. Use search box to find employee to view employee card.

Power Sector ERP System
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E. Search Employee by system ID in Employee List Page.
e Employee ID: 161011879

Power Sector ERP System

X 7/ , @@

F. Select ID to access the Employee Card page.

Power Sector ERP System

“

The following Employee Card page will be appeared.

Power Sector ERP System
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G. Choose Loan Info to open Loan Info List page:

Power Sector ERP System

o

Employee Loan Info page will be appeared as below.

Power Sector ERP System

x £

H. Choose “New"” to add new loan information.

Power Sector ERP System
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Employee Loan Detail page will be appeared as below.

Power Sector ERP System

Provide the following information

v
16. Choose Loan Category from the dropdown by clicking on button.
¢ Loan Category: House Loan
17. Choose Approval Date from calendar by clicking on | | button.
e Approval Date: 09-05-2020
18. Choose First Instalment Date from calendar by clicking on | | button.

¢ First Instalment Date: 31-05-2020
19. Provide Principal Loan Amount of children if applicable.
¢ Principal Loan Amount: 500000
20. Provide Number of Instalment here.
¢ Number of Instalment: 24
21. Principal EMI will populated based on Principal Loan Amount and Number of
Instalment.
22. Last Instalment Date will populated based on Principal Loan Amount and

Number of Instalment.
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23. Choose Payment Schedule Method from the dropdown by clicking on Y
button.
¢ Payment Schedule Method: Principal then Interest
v
24. Choose Interest Deduction Method from the dropdown by clicking on
button.
¢ Interest Deduction Method: Calculated
v
25. Choose Interest Base from the dropdown by clicking on button.
¢ Interest Base: Day
26. Provide Interest Rate here.
¢ Interest Rate: 10.00
27. Total Interest Amount will be populated after clicking Loan Schedule.
28. Choose Principal Deduction Head from calendar by clicking on | | button.
e Principal Deduction Head: DEDUCTIONO001
29. Choose Interest Deduction Head from calendar by clicking on | | button.

¢ Interest Deduction Head: DEDUCTIONOO0S
30. Provide Comments here.

o Comments: Test comments.
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Power Sector ERP System

COOROO 000
o6 6 ©8

. After providing all the necessary information, click Loan Schedule.

Power Sector ERP System
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J.  Based on choosing Payment Schedule Method, Loan Schedule and Interest Schedule will be

created.

Power Sector ERP System

Below information of Loan Schedule will be populated after creating loan schedule.

Power Sector ERP System

1. Loan Schedule Serial No.
2. Schedule Period

3. Period Difference

4. Period Difference Unit

5. Principal Payable
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6. Total Deduction

7. Balance
8. Paid Date
9. Status

Below information of Interest Schedule will be populated after creating loan schedule.

Power Sector ERP System

1. Loan Schedule Serial No.
2. Schedule Period
3. Outstanding Interest

4. Total Deduction

5. Balance
6. Paid Date
7. Status
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HR-400 Updating Employee Information

Introduction

This section shows the process of updating employee information. Section contains —

HR-401  Training (Local & Foreign) Information Update Process
HR-402  Foreign Tour Information Update Process
HR-403  Attendance Data

Role

e Module User

Prerequisite

e Module User credentials — username and password
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HR-401 How to: Update Training (Local & Foreign)

Introduction
This process demonstrates how to update local or foreign training information of an employee

or multiple employees.

Roles

e Module User

Training (Local & Foreign) Information Update Process
To initiate the process, follow the steps described below.
A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System
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B. Choose the “Human Resources” icon.

Power Sector ERP System
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HR Landing Page will be appeared as below.
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C. Choose the “List of Employees” in HR Landing Page.

Power Sector ERP System
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Employee Reports Dashboard
Related Lists

The following Employee List page will be appeared.

Power Sector ERP System
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D. Choose the “Training” icon on the Employee List page, as indicated in figure below.

Power Sector ERP System ? &

?\/, Y : py & Qj_

-

The Following Employee Training List page will be appeared.

Power Sector ERP System ? &

E. Choose the “New” icon on the Employee Training List page, as indicated in figure below.

Power Sector ERP System ? &
/RAX WD

-
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The Following Employee Training Card page will be appeared.

Power Sector ERP System

Yo

F. Provide below information to update employee training information successfully.

1.

Provide Title of the training.

¢ Title: Training on Human Resource Module (Microsoft Dynamics Nav)

Provide Institution.
¢ Institution: Techvision
Provide Funded By.

¢ Funded By: Government

Choose the Country Code from the dropdown | | button.
e Country Code: BD
Country Name will be populated by the system.

Choose the Start date from Calendar. To get the Calendar, Click on
e Start Date: 28-03-20

Choose the End date from Calendar. To get the Calendar, click on
e End Date: 28-03-20

Provide Duration (Hours).

e Duration (Hours): 8 hours

button.

button.

Techvision
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8. Choose the Certification Date from Calendar. To get the Calendar, click on
button.
e Certification Date: 28-03-20
9. Provide Certification Links if any.
e Certification Links: https://www.microsoft.com/en-us/
10. Provide Govt. Order (GO) No. if any.
e Govt. Order (GO) No. 4345678
11. Provide comments if any.

e Comments: Power Sector HR training
12. Upload Certificate Picture if any. To upload picture, click on button.

13. Choose the Employee ID from the dropdown by clicking on | | button.
e Employee ID: 200001009

Employee Name, Office and Designation will be populated by the system.

14. Click on button to “Save” and “Close” the page.

(Pecepiee ________________________________Jt@]
o []

0 ©oCooe
©ee00e

Tips
To initiate multiple employees, use the next line in Trainee List and follow step 13.

IMPORTANT
Certificate picture should not exceed Tmb.
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HR-402 How to: Update Foreign Tour Information

Introduction

This process demonstrates how to update foreign tour information of an employee

Roles

e Module User

Prerequisites
e Foreign Tour Category Setup

e Foreign Tour Purpose Setup

Foreign Tour Information Update Process
To initiate the process, follow the steps described below.
A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System

il I A
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B. Choose the “Human Resources” icon.

Power Sector ERP System

HR Landing Page will be appeared

Power Soctor ERP System
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C. Choose the “List of Employees” in HR Landing Page.

Power Sector ERP System
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Related Lists

The following Employee List page will be appeared.

Power Sector ERP System
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D. Choose Employee ID from the Employee List to update Foreign Tour Information.

1. Employee ID: 200001149

Power Sector ERP System

C

The following Employee Card page will be appeared.

Power Sector ERP System
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E. Choose the “Foreign Tours Info” icon on the Employee Card page, as indicated in figure

below.

Power Sector ERP System

(¥

The following Employee Foreign Tour List page will be appeared.

Power Sector ERP System

F. Choose the “New” icon on the Employee Foreign Tour List page, as indicated in figure

below.

Power Sector ERP System
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The Following Employee Foreign Tour Card page will be appeared.

Power Sector ERP System

G. Provide below information to update employee foreign tour information successfully.

1. Choose the From date from Calendar. To get the Calendar, Click on | | button.

¢ From Date: 01-03-20

2. Choose the To date from Calendar. To get the Calendar, click on | | button.

e To Date: 15-03-20

3. Choose the Visited Country Code from the dropdown | ™ | button.
e Visited Country Code: UK

Visited Country Name will be populated by the system.

4. Choose the Tour Category from the dropdown | = | button.
e Tour Category: 1

Tour Category Description will be populated by the system.

5. Choose the Tour Purpose from the dropdown | " | button.

e Tour Purpose: 6

Tour Purpose Description will be populated by the system.
6. Provide Funded By.

¢ Funded By: Organization
7. Provide Govt. Order (GO) No. if any.
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¢ Govt. Order (GO) No. 23456

8. Provide comments if any.

e Comments: Successfully done.

9. Click on button to “Save” and “Close” the page.

Power Sector ERP System

/ -
o= ]
(1) ©
e
© 6]
7/
° e
Notes
Completing the process successfully, the updated foreign tour information can be seen in the
employee foreign tour list page.
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HR-403 How to: Update Employee Attendance List

Introduction

This process demonstrates how to update employee attendance list.

Roles

e Module User

Update Attendance Information
To update employee attendance list, follow the steps described below.
A. Log in with your respective HR credentials. ERP Landing Page, as below, will be appeared

on successful login.

* Power Sector ERP System
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B. Choose the “Human Resources” icon.

® Power Sector ERP System

(@) .
b aaY |

The following HR Landing Page will be appeared.
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C. Choose the “Employee Related List” icon in the HR Landing Page.

f-
—
=
=l

t
el

The following Employee Related List page will be appeared.

fower Sector ERP System
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D. Choose the “Employee attendance” Icon.

Power Sector ERP System

E. Provide the below information to generate employee attendance.

1. Choose Office Code by clicking on the D button.
e Office Code: 101

2. Choose Attendance Date by clicking on the D button.

e Attendance Date: 13-04-20

xR 3
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The page will look as below.

b4
|
a

F. Choose the Attendance Generate icon to generate employee attendance.

The attendance will generate as below.

Power Sector ERP System

TIPS

You can update attendance by importing excel, to do that choose the D icon.
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HR-500 Employee Initiated Actions

HR-501 How to: Process Leave for an Employee

Introduction
This process demonstrates how to process leave for an employee.
The leave process of an individual employee is divided into 2 phases -

HR-501.1 Initiate Leave Process by User.
HR-501.2 Approve or Reject Initiated Leave by Admin.

Roles

e Module User

e Module Admin

Prerequisite
e Company Leave Setup
e Organogram Setup

o Eligible for leave

IMPORTANT
Leave must have assigned to Organogram for a successful leave process.
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HR-501.1 Initiate Leave Process by User

To Initiate a leave process, follow the steps described below.
A. Log in with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

J
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B. Choose the “Human Resources” icon.

® Power Sector ERP System
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HR Landing Page will be appeared.

Power Soectar ERP System

C. Choose the “List of Employees” in the HR Landing Page.

Power Sector ERP System
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The following Employee List page will be appeared.

Power Sector ERP System

136

D. Choose the Employee by clicking on Employee ID.

a. Employee ID: 200001016
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The following Employee Card page will be appeared.

TIPS
You can search employee, by clicking on the 1 icon.

E. Choose Leave Information Icon.
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The following Leave Entry Card page will be appeared.

F. Choose Leave Entry icon.

TIPS
You will get leave calculation such as remaining casual leave, full average pay and half average pay in
the employee leave card page.
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The following Leave Entry page will be appeared.

G. Provide the below information to proceed with the transfer process successfully.

1. Choose the Leave Category Code from the dropdown by clicking on

button.
e Leave Category Code: LEAVEOO3

Description will be populated by system.

2. Choose the From Date from Calendar. Click on || button.

¢ From Date: 05-04-20

3. Choose the To Date from Calendar. Click on || button.
¢ From Date: 05-04-20
4. Provide comments if any.

e Comments: Family Purpose

» »
*Power Sector ERP Systemn
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The screen will look like the following.

H. Choose the button to save and send it for approval.

The following pop up will be appeared.

? I:fé': you want to-send it for approval ?
L

I.  Choose Yes to send approval.

? [/\‘S)w: you want to send it for approvat 7
.
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The following pop up will be appeared.

- An approval request has been sent

J. Choose “OK"” icon to save and close.

HR-501.2 Approve or Reject Initiated Leave by Admin

To Approve or Reject an initiated leave action, follow the steps described below.
A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Admin Management” icon to open the administrative page.

* Power Sector ERP System

V»\' N \'\:""," «
= v

The Following Admin Management page will be appeared.
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C. Choose the “Approval Request” icon to process initiated approval requests.

Power Soctor ERP System

D. Select the initiated records and choose the “Open Record” icon.

Power Soctor ERP System
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The detailed Leave Record page will be appeared as below.

TIPS

You can view employees previous Leave History by clicking icon during approval.

E. Select the icon to back to the previous page.

The following Request to Approve page will be appeared.

Power Soctor ERP System

F. Choose the “Approve” icon to approve the initiated leave process or select “Reject” (besides

“Approve”) to reject.
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The following pop- up will be appeared as below.

e Request has been approved

G. Choose the "OK” icon to save and close.

® Request has been approved

[

) =

IMPORTANT
After approve an initiated leave, you cannot delete or modify it.
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HR-600 Management Initiated Actions

Introduction

This section describes and lists the actions initiated by management for different HR operations

and also shows the process of those actions. Management initiated action in the system are —

HR-601  Transfer and Posting Process
HR-602  Promotion Process
HR-603  Deputation or Attachment (Intra Organization) Process
HR-604  Deputation or Attachment (Inter Organization) Process
HR-605  Disciplinary Actions Process
HR-606 Increment Process
HR-607 Employee Performance Evaluation
Exit Process
HR-608 Resignation
HR-609 Termination
HR-610 Retirement
HR-611 Deceased
Role
e Module User
e Module Admin
Prerequisite

¢ Module Admin and User credentials

e Organogram Setup

Techvision
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HR- 601 How to: Transfer Individual or Multiple Employee(s)

Introduction
This process demonstrates how to transfer and perform posting of an employee or multiple
employees to new offices.

The transfer process of an individual employee or multiple employees is divided into 3 phases -

HR-601.1 Initiate the transfer process by module User.

HR-601.2 Approve or Reject initiated transfer by module Admin.

HR-601.3 Joining of the transferred employee to the latest office.
Roles

e Module User

¢ Module Admin

Prerequisite

e Organogram Setup

IMPORTANT

Joining date is must to get effect of the transfer on salary.
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HR-601.1 Initiate Transfer Process by HR User

To Initiate a transfer process, follow the steps described below.
A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

&, aial Lol

B. Choose the “Human Resources” icon.

® Power Sector ERP System
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HR Landing Page will be appeared as below

Power Sector ERP System

=
i ;

C. Choose the “List of Employees” in HR Landing Page.

Power Sector ERP System
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The following Employee List page will be appeared as below.

Power Sector ERP System

136

D. Choose the “Transfer” icon on the Employee List page, as indicated in figure below.

* Power Sector ERP System

126
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The Following Transfer entry page will be appeared.

Power Sector ERP System

xEB = o

E. Provide below information to proceed with the transfer process successfully.

1. Choose the Employee ID from the dropdown by clicking on || button.
e Employee ID: 200001024
Employee Name, Current Office and Current Designation will be

populated by the system.

2. Choose the New Office from the dropdown to transfer. Click on | | button.
¢ New Office: 160

Office Name will be populated by the system.

3. Choose the Transfer order date from Calendar. Click on || button.
e Transfer Order Date: 28-03-20

4. Choose the Transfer effective date from Calendar. To get the Calendar, click on

button.
e Transfer Effective Date: 28-03-20
5. Provide Memo No. if any.
e Memo No.: KHA1211421
6. Provide comments if any.

e Comments: Urgent Transfer
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TIPS
To initiate multiple transfers, use next line and follow steps 1 to 6.

The screen will look like as below

Power Sector ERP System ! &

X T/ o

F. Choose the “Send request for an Approval” icon to proceed for approval.

Power Sector ERP System ! &

X T/
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The following pop up will be appeared as below.

G. Choose “OK” icon to save and close.

= KN

NOTE
For successful transfer action, New office must have organogram for respective designation.

HR-601.2 Approve or Reject initiated Transfer by Admin

To Approve or Reject an initiated transfer, follow the steps described below.

A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Admin Management” icon to open the administrative page.

* Power Sector ERP System
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The Following Admin Management page will be appeared.
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C. Choose the “Approval Request” icon to process initiated approval requests.
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The following Approval Request page will be appeared.
Power Sector ERP System ? &

D. Select the initiated transfer and choose the “Open Record” icon.

Power Sector ERP System ? &
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Detailed Employee Transfer page will be appeared as below.

*Power Sector ERP System

N

TIPS

You can view employees previous Transfer History by clicking icon during approval.

E. Select the icon to back to the previous page.

*Power Sector ERP System ? &

The following Request to Approve page will be appeared.

Power Sector ERP System ? &

Techvision Page 350 of 834



User Manual for HR Module, ERP System for Power Division

F. Choose the “Approve” icon to approve the initiated transfer process or select “Reject”

(besides "Approve”) to reject.

Power Sector ERP System

The following pop- up will be appeared as below.

G. Choose the "OK” icon to save and close.

-» KX

IMPORTANT
After approve an initiated transfer, you cannot delete or modify it.
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HR-601.3 Joining the transferred employee to latest office

To Join that transferred employee to his/her new office which has an impact on his/her salary,
follow the steps below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

B. Choose the “Human Resources” icon.

* Power Sector ERP System

l
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The Following HR Landing page will be appeared.
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C. Choose the “Employee Related Lists” icon.
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The Following Employee Related Lists page will be appeared.
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The Following Approved Employee Transfer page will be appeared.

Power Sector ERP System ? &

“,’- ﬂ:

E. Choose Employee and Provide bellowed information-

1. Choose Joining Date from the calendar. to get the calendar, click on | | button.
e Joining Date: 28-03-20

2. Select Joining Time from the dropdown menu. To get the dropdown, click on ¥ icon.

e Joining Time: Forenoon

After providing the information page will look as below.

Power Sector ERP System
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F. Choose the “Transfer” icon as shown in the image below.

The following page will be appeared.

. 1 Transfer Successfully Done

G. Choose the “"OK" icon as shown in the image below.

. 1 Transfer Successfully Done

> =

Techvision Page 356 of 834



User Manual for HR Module, ERP System for Power Division

HR-602 How to: Promote Individual or Multiple Employee(s)

Introduction
This process demonstrates how to Promote and perform posting of an employee or multiple
employees to new Designations.
The Promotion process of an individual employee or multiple employees completes in 3 phases
HR-602.1 Initiate the Promotion process User.
HR-602.2 Approve or Reject initiated promotion Admin.

HR-602.3 Joining of the promoted employee to latest designation.

Roles

e Module User

e Module Admin

Prerequisite

e Organogram Setup

IMPORTANT
Joining date is must to get effect of the promotion on salary.
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HR-602.1 Initiate Promotion Process by User

To Initiate a promotion process, follow the steps described below.
A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Human Resources” icon.

® Power Sector ERP System
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HR Landing Page will be appeared as below

Power Soectar ERP System

C. Choose the “List of Employees” in HR Landing Page.

Power Sector ERP System
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The following Employee List page will be appeared.

Power Sector ERP System ?
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136

D. Choose the “Promotion” icon on the Employee List page, as indicated in figure below.

Phwer Sector ERP System
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The following Promotion Entry page will be appeared.

E. Provide below information to proceed with the Promotion process successfully.

1. Choose the Employee ID from the dropdown by clicking on | | button.
e Employee ID: 200001037
Employee Name, Current Office, Current Designation, Current Pay Grade

and Current Pay Grade Step will be populated by the system.

2. Choose the New Office from the dropdown by clicking on | | button.
New Office: 160

Office Name will be populated by the system.

3. Choose the New Designation from the dropdown by clicking on | | button.
New Designation: 210

Designation Name and New Grade will be populated by the system.

4. Choose the New Pay Step from the dropdown by clicking on | | button.
New Pay Step: STEP001

5. Choose the Promotion Date from the dropdown by clicking on | | button.
Promotion Date: 01-04-20

6. Provide Comments If Any.

Comments: Hard Working
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Tips
To initiate multiple promotions, use next line and follow steps 1 to 6.

The screen will look like as below

F. Choose the “Send request for an Approval” icon to proceed for approval.

The following pop up will be appeared.

G. Choose “OK” icon to save and close.

- KN

NOTE
For successful promotion action, New office must have organogram for respective designation.
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HR-602.2 Approve or Reject initiated Promotion by Admin

To Approve or Reject an initiated promotion action, follow the steps described below.
A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Admin Management” icon to open the administrative page.

® Power Sector ERP System
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The Following Admin Management page will be appeared.
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C. Choose the “Approval Request” icon to process initiated approval requests.
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The following Approval Request page will be appeared.

» -
"Power Sector ERP System
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D. Select the initiated promotion and choose the “Open Record” icon.

Detailed Employee Promotion page will be appeared as below.

TIPS

You can view employees previous Promotion History by clicking icon during approval.

E. Select the icon to back to the previous page.

The following Request to Approve page will be appeared as below.
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F. Choose the “Approve” icon to approve the initiated promotion process or select “Reject”

(besides "Approve”) to reject.

The following pop- up will be appeared.

G. Choose the "OK” icon to save and close.

- KN

IMPORTANT
After approve an initiated promotion, you cannot delete or modify it.
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HR-603.3 Joining the promoted employee to latest office

To Join that promoted employee to his/her new office which has an impact on his/her salary,

follow the steps below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

= )

be
Il
|D} :‘

B. Choose the “Human Resources” icon.

* Power Sector ERP System

l
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The Following HR Landing page will be appeared.

Cvpasogrars List of Salary
Ermpioyres Generstion
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v
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Related Lists
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HR Setup

C. Choose the “Employee Related Lists” icon.
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The Following Employee Related Lists page will be appeared.

(=5 | I

Empioyos Lean Lrgioyee mwmr
Infe Lint Recegretian Discipinery
Lo Zetien Lt
AdStons Cvgioyee Trglopes
Charges List Loswe Mistory Trarater
Hestory
E - |.__. - [ .
Appioves Ape ovwo Erplegoe
Traioyee Cvplopee Promation
Tranater Promassen Mstory
trioyze trtorse
Lesve Teceeres Lot

D. Choose the “Approved Employee Promotion” icon.

Lnpioyee Loen Lmpoyes e
Inde List Recopitivn Oiscipiinary
Lim Airan List
[ A I J [J
Adssona! Lnpizyes Lmpizyee
Charges U Lueve History Sarrter
Fimtmey
L osmy—— [JA ' [.J;
Apscsved Approred Lugicyes
Lrepioyee tmpizyee Promotion
Trarater Promotive "metsry
14 P— I [ J
trmziopee tmpoyee
Leeve Detwased Ust

A

The Following Approved Employee promotion page will be appeared.

RPowesr Sector ERP Systemn
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E. Choose Employee and Provide bellowed information-

1. Choose Joining Date from the calendar. to get the calendar, click on| ™ | button.
¢ Joining Date: 01-04-20

2. Select Joining Time from the dropdown menu. To get the dropdown, click on ¥ icon.

¢ Joining Time: Forenoon

After providing the information page will look as below.

Power Sector ERP Systesn

F. Choose the “Promotion” icon as shown in the image below.

Powes Sector ERP Systesn
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The following page will be appeared.

1 Promotion Successfully Done

G. Choose the “OK" icon as shown in the image below.

jd o

1 Promotion Successfully Done

> &=

Techvision
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HR- 603 How to: Process Deputation/Attachment - Inter Office

Introduction
This process demonstrates how to depute or attach individual / Multiple employees in offices

within the organization.

Role

e Module Admin

Depute/Attach Employee to the new office

To Initiate a deputation process, follow the steps described below.
A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Human Resources” icon.

* Power Sector ERP System

The following HR Landing Page will be appeared.

Power Sector ERP System

T
Sy
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C. Choose the “Employee Related List” in the HR Landing Page.

Power Sector ERP System
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D. Choose the “Employee Deputation” icon.

13

" Power Sector ERP System

The following page will be appeared.

Power Sector ERP System

E. Choose the “Inter-Office Deputation” to proceed.

Power Sector ERP System
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The Following Inter Office Deputation Entry page will be appeared.

kF‘uwf.‘f Sector ERP System

» =
'Power Sector ERP System

F. Provide below information to proceed with the deputation process successfully.

1. Choose the Employee ID from the dropdown by clicking on || button.
¢ Employee ID: 200001093
Employee Name, Occupied Office Name, Occupied Designation Name,

and Occupied Grade will populate by the system.

2. Choose Deputed Office from the dropdown by clicking on | ™ | button.
e Deputed Office: 140

Deputed Office Name will populate by the system.

3. Choose Deputed Designation from the dropdown by clicking on || button.
¢ Deputed Designation: 180

Deputed Designation Name will populate by the system.

4. Choose Deputed Grade from the dropdown by clicking on || button.
e Deputed Grade: GR004

5. Choose Deputed Step from the dropdown by clicking on | | button.
e Deputed Step: STEP001
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6. Choose Type from the dropdown by clicking on 7] button to select
Deputation/Attachment.
e Type: Deputation
7. Choose the Salary Structure from the dropdown by clicking on button.

¢ Salary Structure: Occupied Organization

8. Choose the Salary Withdraw from the dropdown by clicking on button.

e Salary Structure: Deputed Organization

9. Choose Order Date from the dropdown by clicking on | | button.
e Order Date: 02-04-20

10. Choose Joining Date from the dropdown by clicking on | | button.

¢ Joining Date: 02-04-20

11. Choose Deputation Start Date from the dropdown by clicking on | " | button.
¢ Deputation Start Date: 02-04-20

kF‘uwf.‘f Sector ERP System

» .
"Power Sector ERP System

e 009909 © 0 0

Note
To Attach employee, choose Attachment in the Type field as pointed in the number 6.

IMPORTANT
The employee to be deputed, has to be assigned an Organogram Code
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The screen will look like as below

*Power Sector ERP System ? &
&  # 2 —/ u;‘}
* Power Sector ERP System ? &
g /7 ﬂ‘«j
NOTE

To Depute/Attach multiple employee use next line and follow the step 1 to 11.

G. Choose the “Process Start” icon.

L3
Power Sector ERP System ? &

g
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The following pop up will be appeared.

. Employee deputation process completed.

H. Choose “OK"” icon to save and close.

1 Employee deputation process completed.

. ==

NOTE

Deputation/Attachment start date has impact on salary.

Techvision
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HR-604 How to: End Deputation/Attachment Period — Inter Office

Introduction
This process demonstrates how to end an employee’s deputation or attachment period and

back him/her to previous office.

Role

e Module Admin

End Deputation/Attachment period and Back Employee to previous office

To End the Deputation/Attachment period and Back Employee to the previous office follow the
steps mentioned below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appear on successful login.

® Power Sector ERP System
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B. Choose the “Human Resources” icon.

* Power Sector ERP System

l

%
f

Il
g

P al m =
N. 2

(@) A [l

The following HR Landing Page will be appeared.

Power Sector ERP System

e
Sy
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C. Choose the “Employee Related List” in the HR Landing Page.

Power Sector ERP System
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D. Choose the “Employee Deputation” icon.

13

" Power Sector ERP System

The following page will be appeared.

Power Sector ERP System

E. Choose the “InterOffice Deputation” to proceed.

Power Sector ERP System
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The Following Inter Office Deputation Entry page will be appeared.

Power Sector ERP System ? &
& 7 W
|
Power Sector ERP System ? &
g & 7 W
1

F. Provide below information to End the Deputation and Back employee to his office.

e Deputation End Date: 03-04-20

Power Sector ERP System ? &

& o 7 B
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The screen will look like below.

‘Poerr Sector ERP System ? @
g & 7 @
|
TIPS
You can search employee, by clicking on the 1 icon.
G. Choose the Process End icon to end the deputation period.
‘Power Sector ERP System ? &

The following Pop Up will be appeared.

H. Choose the OK Icon.
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HR-605 How to: Process Deputation/Attachment - Inter
Organization

Introduction
This process demonstrates how to depute or attach individual / Multiple employees from one

organization to other within the Power Division.

Role

e Module Admin

Depute/Attach Employee to the New Organization
To Initiate a deputation/attachment process, follow the steps described below.
A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Human Resources” icon.

* Power Sector ERP System

l
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The following HR Landing Page will be appeared.

Power Sector ERP System

s 22 Ei
Fa]
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C. Choose the “Employee Related List” in the HR Landing Page.

Power Sector ERP System

The following Employee List page will be appeared.

13

" Power Sector ERP System
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D. Choose the “Employee Deputation” icon.

13

" Power Sector ERP System

The following page will be appeared.

Power Sector ERP System

E. Choose the “Inter Organization Deputation” to proceed.

Power Sector ERP System
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The Following Inter Organization Deputation/attachment entry page will be appeared.

h Power Sector ERP System

k Power Sector ERP System

* Powar Sector ERP System

F. Provide below information to proceed with the Deputation/Attachment process successfully.

1. Choose the Employee ID from the dropdown by clicking on | | button.
e Employee ID: 200001019
Employee Name, Occupied Organization, Occupied Office Name,
Occupied Designation Name, and Occupied Grade will populate by the

system.

2. Choose Deputed Organization from the dropdown by clicking on | ™ | button.

e Deputed Organization: BREB

3. Choose Deputed Office from the dropdown by clicking on || button.
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¢ Deputed Office: 002

Deputed Office Name will populate by the system.

4. Choose Deputed Designation from the dropdown by clicking on | ™ | button.
¢ Deputed Designation: 260

Deputed Designation Name will populate by the system.

5. Choose Deputed Grade from the dropdown by clicking on | | button.
¢ Deputed Grade: GR004

6. Choose Deputed Step from the dropdown by clicking on | ™ | button.
e Deputed Step: STEP0O1

7. Choose Type from the dropdown by clicking on button to select
Deputation/Attachment.
e Type: Deputation
8. Choose the Salary Structure from the dropdown by clicking on "] button,

e Salary Structure: Occupied Organization
9. Choose the Salary Withdraw from the dropdown by clicking on "] button.

e Salary Structure: Deputed Organization

10. Choose Order Date from the dropdown by clicking on | | button.
e Order Date: 02-04-20

11. Choose Joining Date from the dropdown by clicking on | ™ | button.

¢ Joining Date: 02-04-20

12. Choose Deputation Start Date from the dropdown by clicking on || button.
¢ Deputation Start Date: 02-04-20
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Q O 06-—90 00

Note
To Attach an employee, choose Attachment in the Type field as pointed as the number 6.

IMPORTANT
The employee to be deputed, has to be assigned an Organogram Code

Techvision Page 392 of 834



User Manual for HR Module, ERP System for Power Division

The screen will look like as below

Power Sector ERP System ? &

N
=
=y

Power Sector ERP System ? &

8 o U"

‘Power Sector ERP System ? &

7 m

TIPS
To Depute/Attach multiple employee use next line and follow the step 1 to 11.

Techvision Page 393 of 834



User Manual for HR Module, ERP System for Power Division

G. Choose the “Process Start” icon.

Power Sector ERP System

The following pop up will be appeared.

. Employee deputation process completed.

H. Choose “OK” icon to save and close.

. Employee deputation process completed.

=) KN

NOTE
Deputation/Attachment start date does have impact on salary.
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HR-606 How to: End Deputation/Attachment Period — Inter
Organization

Introduction
This process demonstrates how to end an employee’s deputation or attachment period and

back him/her to previous organization.

Role

e Module Admin

End Deputation/Attachment Period and Back Employee to previous Organization
To End the Deputation/Attachment period and Back Employee to the previous organization,
follow the steps described below.

A. Log in with your respective HR User credentials. ERP Landing Page, as below, will be appear

on successful login.

* Power Sector ERP System

m (=1L ]
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B. Choose the “Human Resources” icon.

* Power Sector ERP System

l
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The following HR Landing Page will be appeared.

Power Sector ERP System

5
] 1 [0
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C. Choose the “Employee Related List” in the HR Landing Page.

Power Sector ERP System

The following Employee List page will be appeared.

&
Power Sector ERP System
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D. Choose the “Employee Deputation” icon.

13

" Power Sector ERP System

The following page will be appeared.

Power Sector ERP System

E. Choose the “Inter Organization Deputation” to proceed.

Power Sector ERP System
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The Following Inter Organization Deputation entry page will be appeared.

Power Sector ERP System ? &
7 0
¥ : 4
Power Sector ERP System ! @O
s o 7 B
*Power Sector ERP System ? &
7 W

F. Provide below information to End the Deputation and Back employee to his office.

e Deputation End Date: 03-04-20

Power Sector ERP System ? &

S g
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The screen will look like below.

Power Sector ERP System

TIPS
You can search employee, by clicking on the B icon.

G. Choose the Process End icon to end the deputation period.

Power Sector ERP System

The following Pop Up will be appeared.

L ]
m
]

H. Choose the OK Icon.
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HR-607 How to: Disciplinary Action for an Employee

Introduction
This process demonstrates how to proceed with Disciplinary Actions for an employee.
The Disciplinary Action process of an employee is divided into 2 phases -

HR-607.1 Initiate the disciplinary action process by module User.

HR-607.2 Approve or Reject initiated actions by module Admin.

Roles

e Module User

e Module Admin

HR-607.1 Initiate Disciplinary Action by HR User
To initiate a disciplinary action for an individual, follow the steps described below.
A. Log in with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

il
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B. Choose the “Human Resources” icon.

* Power Sector ERP System

l
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The following HR Landing Page will be appeared.

Power Soctor ERP System
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C. Choose the “List of Employees” in the HR Landing Page.

Power Sector ERP System

' oS> i

Organogram List of Salary
Employees Generation
| r PN T——
o :
AN LJ
. S
Employee Reports Dashboard
Related Lists

The following Employee List page will be appeared.

Power Sector ERP System ?

X (EmBI D SD! Y

156
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D. Choose an employee by click on “Employee Name”.

¢ Employee Name: Shaki Binte Chowdhury

[3
" Power Sector ERP System

136

TIPS

You can search employee by clicking the icon and enter employee name or ID.

The following page will be appeared.

3
Power Sector ERP System ?

p Gl &1 3 T / L —nﬁ

132
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E. Choose the “Disciplinary” icon on the Employee List page, as indicated in the figure below.

3
Power Sector ERP System

136

The Following Disciplinary Actions entry page will be appeared.

Power Sector ERP Sy\llﬂ’ﬂ

F. Choose the New icon to proceed further actions.

Power Sector ERP System
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The following Disciplinary Action page will be appeared.

=

Power Sector ERP System ? ;

T aes e o

G. Provide the information mentioned below to proceed with the disciplinary actions process

successfully.

4. Choose the Actions Date from the dropdown by clicking on | | button.
e Actions Date: 08-04-20

Employee ID and Employee Name will be populated by the system.

3. Choose the Actions from the dropdown by click on B button.
e Actions: Censure/Written Warning
4. Provide Actions Details.

e Action Details: Written Warning

5. Choose the Actions Effective From the dropdown by clicking on | | button.

e Actions Effective From: 02-04-20

6. Choose the Actions Effective Till the dropdown by clicking on | | button.
e Actions Effective Till: 09-04-20

7. Choose the Responsibility Handover to from the dropdown by clicking on
button.
e Responsibility Handover To: N/A
8. Provide Remarks, If any.

e Remarks: 1st Time
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=

Power Sector ERP System 4 &

| aesn s o

oo
~lolol s

The screen will look like as below.

Power Sector ERP Systemn

TIPS
You can take several types of disciplinary action by clicking [*/ icon in the action field.

H. Choose the icon to back to the previous page.

Power Sector ERP System ?
. A eam
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The following Disciplinary Action list page will be appeared.

® Power Sector ERP System

I.  Choose the “Send request for an Approval” icon to proceed for approval.

® Power Sector ERP System

The following pop up will be appeared as below.

J. Choose the “OK"” icon to save and close.

KA
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HR-607.2 Approve or Reject initiated Disciplinary action

To Approve or Reject an initiated transfer action, follow the steps described below.
A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

—

V@) AL ,
\ 0 r)

— # Y ) :

B. Choose the “Admin Management” icon to open the administrative page.

b Power Sector ERP System
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Techvision Page 409 of 834



User Manual for HR Module, ERP System for Power Division

The Following Admin Management page will be appeared.

»Power Sectar ERP Systom

/,/ P 1 [ ’ 4 ﬂ
2 S 2
o> ) 3
VAT Meahak Mushok wfo VAT Seeziament
Setup

AT Settiemnreen

2 e
(o LN =) . [
ps ey p s y
Agprowl Apgroval MNoatcsvon
et Eotiion [
—
J=1
o5
e
CYy
User Loge

C. Choose the “Approval Request” icon to process initiated approval requests.
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D. Select the initiated disciplinary action and choose the “Open Record” icon.

»
Power Sector ERP System

TIPS
You can choose initiated disciplinary process by clicking the line.

Detailed Employee Disciplinary Actions page will be appeared as below.

Power Sector ERP Systemn ? &
/ = L @

TIPS

You can drill down for more info by clicking employee ID.

E. Select the icon to back to the previous page.

@

Techvision Page 411 of 834



User Manual for HR Module, ERP System for Power Division

The following Request to Approve page will be appeared.

Power Sector ERP System

X ¥ .

F. Choose the “Approve” icon to approve the disciplinary action or select “Reject” (besides

“Approve”) to reject.

Power Sector ERP System

The following pop- up will be appeared

G. Choose the OK icon.

= KX

Techvision
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HR-608 How to: Process Increment

Introduction

This process demonstrates how to process salary increment for an employee or multiple
employees.

The Salary increment process of an individual employee or multiple employees is divided into 3
phases -

HR-608.1 Initiate the increment eligible list by module User.
HR-608.2 Approve or Reject initiated actions by module Admin.
HR-608.3 Apply the Approved Increment.

Roles

e Module User

e Module Admin

IMPORTANT
Joining date is must to generate eligible increment list.
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HR-608.1 Initiate Increment Eligible list by HR User
To Initiate Increment eligible list, follow the steps described below.
K. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

L. Choose the “Human Resources” icon.

* Power Sector ERP System
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HR Landing Page will be appeared as below

2 S
—

_—'!l\'—, ! ‘
o)

N

M. Choose the “HR Setup” icon in the HR Landing Page.

Power Sector ERP System
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The following HR Setup page will be appeared.

Power Sector ERP System
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The Following salary setup page will be appeared.

Power Sector ERP System

o

00
00
bl

=

O. Choose the “Employee Increment Setup” icon.

Power Sector ERP System
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The Following Increment setup page will be appeared.

Power Sector ERP System

P. Provide the information mentioned below to generate an Eligible Increment list.

1. Choose Office Code from the dropdown by clicking on D button.
e Office Code: 101

2. Choose Date from by clicking on D button.
e Date From: 04-04-20

3. Choose Date to by clicking on D button.
e Date To: 30-04-20

The screen will look like below.

| 3
Power Sector ERP Systern
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Q. Choose the Generate Increment List icon.

" Power Sector ERP Systern

The following list will be appeared.

Power Sector ERP System

agi

TIPS

To initiate increment for full organization, leave the office code blank.

R. Choose an employee and Provide Start Date below to Initiate the increment process.

a. Start date: 04-04-20

R Power Sector [RP System
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The screen will look like below.

Powes Sector ERP System

TIPS
To initiate increment for multiple employee, select another employee and follow the step H.

S. Mark the Checkbox.

Powes Sector ERP System

-

The screen will look like below.

Power Sector ERP System
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TIPS
To Send initiated increment for multiple employee for approval, select another employee and follow
the step I.

T. Choose the “Send request for an Approval” icon to proceed for approval.

Power Sector ERP System

The following pop up will be appeared.

U. Choose “OK" icon to save and close.

- KN
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HR-608.2 Approve or Reject initiated increment by HR Admin

To Approve or Reject an initiated increment action, follow the steps described below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Admin Management” icon to open the administrative page.

® Power Sector ERP System
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The Following Admin Management page will appear as below.
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The following Approval Request page will be appeared.

D. Select the initiated increment and choose the “Open Record” icon.

Detailed Employee increment page will be appeared as below.

O

TIPS
You can view employees previous Increment History by clicking = icon during approval.
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E. Select the icon to back to the previous page.

MPower Sector ERP System

The following Request to Approve page will be appeared.

&

F. Choose the “Approve” icon to approve the initiated increment process or select “Reject”

besides “Approve”) to reject.

The following pop- up will be appeared.
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G. Choose the “OK” icon to save and close.

=> K=

IMPORTANT
After approve an initiated increment, you cannot delete or modify.

HR-608.3 Apply Approved Increment

To apply approved employee increment, follow the steps mentioned below.

A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

T
Il
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B. Choose the “Human Resources” icon.

* Power Sector ERP System
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HR Landing Page will be appeared as below

Power Soctor ERP System
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C. Choose the “HR Setup” icon in HR Landing Page.

Power Sector ERP System

The following HR Setup page will be appeared.

..['-'M)" Sectoe ERP System
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D. Choose the “Salary Setup” icon on the HR Setup page, as indicated in figure below.

@ )
: \_, reorT L::—J
|‘v !,|. ” L .‘L .'.\
By =] ==}
AUP%'?' [ o i‘"‘ J =

The Following salary setup page will be appeared.

Power Sector ERP System
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E. Choose "Employee Increment Setup” icon.

Power Sector ERP System

of

o

00
00

<]

W - = 5

=

Following Increment setup page will be appeared.

F. Choose Apply Increment icon.
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The following pop up will be appeared.

’? Processs Increment for Selected Employees

G. Choose Yes.

? Processs Increment for Selected Employees

The following pop up will be appeared.

ot Increment Processs Completed

H. Choose OK.

et Increment Processs Completed

B -

IMPORTANT
After apply an approved increment, you cannot delete or modify it.
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HR- 609 How to: Process Performance Evaluation

Introduction

This process demonstrates how to process performance evaluation for an employee.

The performance process of an individual employee is divided into 2 phases -
HR-609.1 Initiate the performance process by module User.

HR-609.2 Approve or Reject initiated performance by module Admin.

Roles
e Module User

e Module Admin

Prerequisite
e Performance Setup

e Organogram Setup

IMPORTANT
Performance must have assigned to Organogram for a successful performance process.
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HR-609.1 Initiate Performance Process by HR User

To Initiate a performance evaluation process, follow the steps described below.
A. Log in with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

. JZs

(@) oA [l

B. Choose the “Human Resources” icon.

* Power Sector ERP System

l
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HR Landing Page will be appeared.

Power Soectar ERP System

i >,
: ) L

—
,—Q‘\‘—-) . ————

C. Choose the “List of Employees” in the HR Landing Page.

Power Sector ERP System

=
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Organcgram List of Salary
Employees Genreration
1 r 1
e
[ : ]
- A
Employee Reports Dashboard
Related Lists
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The following Employee List page will be appeared.

Power Sector ERP System

136

D. Choose the Employee by clicking on Employee ID.

a. Employee ID: 200001016
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The following Employee Card page will be appeared.

TIPS
You can search employee, by clicking on the 1 icon.

E. Choose Performance Info Icon.

Power Sector ERP System ? &

o . ]‘,h
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The following Employee Evaluation List page will be appeared.

Power Sector ERP System ? &

F. Choose New icon.

Power Sector ERP System ? &

)] - @

The following Employee Evaluation Card page will appear.

Power Sector ERP System ? &
L e L
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G. Provide the below information to proceed with the evaluation process successfully.
1. Provide the Evaluation Year.
¢ Evaluation Year: 2020
Performance Criteria Group and Total Evaluation Score will be

populated by the system.

2. Choose the Date of evaluation from Calendar. Click on | | button.
o Date of evaluation: 11-04-20
3. Provide comments if any.

¢ Comments:

Power Sector ERP System ? &
L e Ll

N1
©

The screen will look like the following.
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H. Choose the criteria and provide the evaluation score as shown in the image below

e Evaluation Score: 10

Power Sector ERP System

TIPS
You can provide evolution score for multiple criteria, to do that choose other criteria and follow the
steps H.

I.  Choose the button to save and proceed further.

Power Sector ERP System
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The following Employee Evaluation page will be appeared.

»

" Power Sector ERP System

J.  Choose the "Send request for an approval” icon.

L] - oD
Power Sector ERP System

The following pop up will be appeared.

® An approval request has been sent.

1

K. Choose OK to save and close.

1

An approval request has been sent.

-’n
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HR-609.2 Approve or Reject initiated Performance Evaluation by
HR Admin

To Approve or Reject an initiated evaluation action, follow the steps described below.
A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

\ 4

(@) A [l

B. Choose the “Admin Management” icon to open the administrative page.

® Power Sector ERP System

be
Il
|D} :‘
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The Following Admin Management page will be appeared.
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C. Choose the “Approval Request” icon to process initiated approval requests.

ve Sector ERP Systom
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The following Approval Request page will be appeared.

»
Power Sector ERP System

X 3 B
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D. Select the initiated performance evaluation and choose the “Open Record” icon.

Power Sector ERP System

The detailed evaluation record page will be appeared as below.

Power Sector ERP System

/& X g

e

TIPS
You can view employees detailed performance evaluation by clicking on evaluation year.

E. Select the icon to back to the previous page.

Power Sector ERP System

o

/ X

Hi
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The following Request to Approve page will be appeared.

Power Sector ERP System

F. Choose the “Approve” icon to approve the initiated evaluation or select “Reject” (besides

“Approve”) to reject.

Power Sector ERP System

The following pop- up will be appeared.

G. Choose the "OK” icon to save and close.

=

IMPORTANT

After approve an initiated performance evaluation, you cannot delete or modify it.

Techvision
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HR-610 How to: Resign an Employee

Introduction

This process demonstrates how to process resignation of an employee.

The Resignation process of an individual employee is divided into 2 phases -
HR-610.1 Initiate the Resignation process by module User.

HR-610.2 Approve or Reject initiated resignation by module Admin.

Roles
e Module User

e Module Admin

HR-610.1 Initiate the resignation process by HR User
To Initiate a resignation process, follow the steps described below.
A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Human Resources” icon.

* Power Sector ERP System

l

b
f

T
g

P al m =
\ [‘.

VV ) Ak

HR Landing Page will be appeared.

Power Soctor ERP System
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C. Choose the “List of Employees” in HR Landing Page.

Power Sector ERP System

oS > J
Organogram List of Salary
Employees Generation
| e — —
R l H
-
()
Employee Reports Dashboard
Related Lists
m

The following Employee List page will be appeared.

Power Sector ERP System

136
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D. Choose the “Employee” by clicking the employee name.

Power Sector ERP Systemn

X 7/ Y . R < !

The following Employee list page will look like below.

Power Sector ERF System

>

Q¢

TIPS

You can search employee, by clicking on the 1 icon.
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E. Choose the “Resignation” icon on the Employee List page, as indicated in the figure below.

Power Sector ERP System
+ ==
e =L . T

The Following Resignation entry page will be appeared.

Power Sedioe ERP System
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F. Provide below information to proceed with the Resignation process successfully.

1. Choose the Resignation Date from the dropdown by clicking on | ™ | button.
¢ Resignation Date: 02-04-20
Employee Details will populate by the system.
2. Provide Resignation Reason if any.
¢ Resignation Reason: Self
3. Provide Remarks if any.

¢ Remarks: Resigned to Join BPDB

Power Secioe ERP System

The screen will look like as below

Power Secior ERP System
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G. Choose the icon to Save and Send request for approval.

e — AT

The following pop up will be appeared.

. You have changed some values and these changes would be affected
after reviewing and approved by the authority.

H. Choose “OK" icon to save and close.

Note
Resignation date does have impact on salary.
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HR-610.2 Approve or Reject initiated Resignation by HR Admin
To Approve or Reject an initiated resigned action, follow the steps described below.
A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

. JZs

(@) oA [l

B. Choose the “Admin Management” icon to open the administrative page.

* Power Sector ERP System
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The Following Admin Management page will be appeared.
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C. Choose the “Approval Request” icon to process initiated approval requests.

VAT Muaahok Mushoe wfo VAY Settionent
Satup
} S
¥s S —
e y J
AT Sattiwnem VAT Fivtrins AIT Erivies
C y
Lo Tj O 1
(@] O N
”~
Agprosal Apgroval Nezfcsoon
Teques Frvtries Fortrims
‘.-_"?I"T']
.- " A,
cYy
Ut Lage

The following Approval Request page will be appeared.

R Power Sector ERP Systen
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D. Select the initiated resignation process and choose the “Open Record” icon.

Power Sector ERP System ? &

TIPS
You can choose initiated record by selecting the line.

The following detailed employee resignation card page will be appeared.

Power Secior ERP System

E. Select the icon to back to the previous page.

Power Secior ERP System
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The following Request to Approve page will be appeared.

’J‘-‘w; Sector ERP Syster

F. Select the Initiated resignation process and Choose the “Approve” icon to approve the

initiated resign process or select “Reject” (besides "Approve”) to reject.

TIPS
You can choose initiated record by selecting the line.

The following pop- up will be appeared.

G. Choose the "OK” icon to save and close.

SR = |

IMPORTANT

After approve an initiated resignation process, you cannot delete or modify it.

Techvision
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HR-611 How to: Terminate an Employee

Introduction

This process demonstrates how to Terminate an employee.

The Termination process of an individual employee is divided into 2 phases -
HR-611.1 Initiate the Termination process by module User.

HR-611.2 Approve or Reject initiated termination by module Admin.

Roles
e Module User

e Module Admin

HR-611.1 Initiate the Termination process by HR User

To Initiate a termination process, follow the steps described below.
A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Human Resources” icon.

* Power Sector ERP System

HR Landing Page will be appeared as below

2 5
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C. Choose the “List of Employees” in the HR Landing Page.

Power Sector ERP System
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The following Employee List page will be appeared.

Power Sector ERP System

136
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D. Choose the “Employee” by clicking the employee name.

Power Sector ERP System

The following Employee list page will look like.

Power Sector ERP System

TIPS

You can search employee by clicking on the Icon.
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E. Choose the “Termination” icon on the Employee List page, as indicated in the figure below.

Power Sector ERP System

The Following Termination entry page will be appeared.

L
Power Sector ERP System

F. Provide below information to proceed with the Resignation process successfully.

1. Choose the Termination Date from the dropdown by clicking on | | button.
e Termination Date: 02-04-20
Employee ID, Employee Name, Office, Designation and Retirement
Date will be populated by the system.
2. Choose Cause of Termination from the dropdown by clicking on "l button.

¢ Cause of Termination: Business Operational Cost Minimization
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3. Choose the Charge Handover to from the dropdown by clicking on button.
¢ Charge Handover to: 200001043

4. Provide Remarks if any.

¢ Comments: Higher Authority Decision

[S
Power Sector ERP System

oPOe

The screen will look like as below

Power Sector ERP System

G. Choose the icon to Save and Send request for approval.

Power Sector ERP System
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The following pop up will be appeared.

. You have changed some values and these changes would be affected
after reviewing and approved by the authority.

H. Choose “OK"” icon to save and close.

. Vs Bave crnme valiiee and ¢ ohia
U e changed some values and thase ¢
1 after reviewing and approved by the authorit

NOTE
Termination date does have impact on salary.
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HR-611.2 Approve or Reject initiated Termination by HR Admin

To Approve or Reject an initiated termination, follow the steps described below.

A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Admin Management” icon to open the administrative page.

® Power Sector ERP System
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The Following Admin Management page will be appeared.
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The following Approval Request page will appear as below.

.Pm'.w Sector ERP System

D. Select the initiated termination process and choose the “Open Record” icon.

Power Sector ERP Systemn

TIPS
You can choose initiated termination process by selecting the line.

Detailed Employee termination page will be appeared as below.

Power Sector ERP System
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E. Select the icon to back to the previous page.

Power Sector ERP System

The following Request to Approve page will be appeared.

Power Sector ERP Systemn

F. Select the Initiated retirement process and Choose the “Approve” icon to approve the

initiated terminate process or select “Reject” (besides "Approve”) to reject.

Power Sector ERP System

TIPS

You can choose initiated termination process by selecting the line.
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The following Pop up will be appeared.

e Request has been approved

G. Choose the "OK” icon to save and close.

= Ka

IMPORTANT
After approve an initiated termination process, you cannot delete or modify.
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HR-612 How to: Retire an Employee

Introduction

This process demonstrates how to Retire an employee from the organization.

The Retirement process of an individual employee is divided into 2 phases -
HR-612.1 Initiate the Retirement process by module User.

HR-612.2 Approve or Reject initiated retirement by module Admin.

Roles
e Module User

e Module Admin

HR-612.1 Initiate Retirement Process by Module User

To Initiate a retirement process, follow the steps described below.
A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Human Resources” icon.

* Power Sector ERP System
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HR Landing Page will be appeared as below

Power Soctor ERP System
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C. Choose the “List of Employees” in the HR Landing Page.

Power Sector ERP System
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Employes Reports Dashboard
Related Lists

The following Employee List page will be appeared.

Power Sector ERP System

136
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D. Choose the “Employee” by clicking the employee name.

Power Sector ERP System ? &

X /B $ B 5 L

138

The following Employee list page will look like.

Power Sector ERP System ? &
138
TIPS
You can search employee, by clicking on the 1 icon.
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E. Choose the “Retirement” icon on the Employee List page, as indicated in the figure below.

Power Sector ERP System ? &

X

grmeipuntlin

138

The Following Retirement entry page will be appeared.

Power Sector ERP System ? &
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F. Provide below information to proceed with the Retirement process successfully.

1. Choose the Retirement Date from the dropdown by clicking on | ™ | button.
¢ Retirement Date: 02-04-20
Employee Name, Office Name, Department Name, Designation, Birth
Date and Age will be populated by system.
2. Provide Resignation Reason if any.
¢ Retirement Reason: Over Age
3. Provide Remarks if any.

e Comments: Due to Age

Power Sector ERP System ? s

wlnl-)

The screen will look like as below

Power Sector ERP System
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G. Choose the icon to Save and Send request for approval.

The following pop up will be appeared.

. You have changed some values and these changes would be affected
after reviewing and approved by the authority.

H. Choose “Ok” icon to save and close.

NOTE
Retirement date does have impact on salary.
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HR-612.2 Approve or Reject initiated Retirement by HR Admin

To Approve or Reject an initiated resigned action, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Admin Management” icon to open the administrative page.

® Power Sector ERP System
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The Following Admin Management page will be appeared.
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The following Approval Request page will be appeared.

Pbwer Sector ERP System

D. Select the initiated Retirement process and choose the “Open Record” icon.

Power Sector ERP System ? @

XY | = &

TIPS
You can choose initiated retirement by selecting the line.

Detailed Employee Retirement page will be appeared as below.

Power Sector ERP System r &
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E. Select the icon to back to the previous page.

Power Sector ERP System ? &

The following Request to Approve page will be appeared.

Pbwer Sector ERP System

) £l
X W u;:

F. Select the Initiated retirement process and Choose the “Approve” icon to approve the

initiated retirement process or select “Reject” (besides "Approve”) to reject.

Power Sector ERP System ? &

[V]gms o 5 o

TIPS
You can choose employee by selecting the line.
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The following pop- up will be appeared.

G. Choose the “OK” icon to save and close.

=& KX

IMPORTANT
After approve an initiated retirement process, you cannot delete or modify it.
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HR-613 How to: Process Deceased Employee

Introduction
This process demonstrates how to update the deceased information of an employee.
The Deceased process of an individual employee is divided into 2 phases -

HR-613.1 Initiate the Deceased process by module User.

HR-613.2 Approve or Reject initiated deceased by module Admin.

Roles
e Module User

e Module Admin

HR-613.1 Initiate the Deceased process by module User.

To Initiate a deceased process, follow the steps described below.
A. Log in with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Human Resources” icon.

* Power Sector ERP System
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The following HR Landing Page will be appeared.
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C. Choose the “List of Employees” in the HR Landing Page.

Power Sector ERP System
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The following Employee List page will be appeared.

Power Sector ERP System

136
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D. Choose the “Employee” by clicking the employee name.

* Power Sector ERP System

The page will look like as below.

* Power Sector ERP System
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E. Choose the “Deceased” icon on the Employee List page, as indicated in the figure below.

* Power Sector ERP System

The Following Deceased Entry page will be appeared.

Power Sector ERP System

F. Provide the information mentioned below to proceed with the deceased process

successfully.

1. Choose the Deceased Date from the dropdown by clicking on | | button.
¢ Termination Date: 02-04-20
Employee Details will be populated by the system.
2. Provide Deceased Reason, If any.

¢ Deceased Reason: Heart Attack
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3. Provide Remarks if any.

o Remarks: Heart Attack

»P(:h'ﬂ:l Sector ERP System ? &

o9

The screen will look like as below

* Power Sector ERP System

G. Choose the icon to Save and Send request for approval.

¥ Power Sector ERP System
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The following pop up will be appeared.

H. Choose “OK"” icon to save and close.

HR-613.2 Approve or Reject initiated Deceased by HR Admin

To Approve or Reject an initiated Deceased action, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Admin Management” icon to open the administrative page.

* Power Sector ERP System
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The Following Admin Management page will be appeared.
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C. Choose the “Approval Request” icon to process initiated approval requests.
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D. Select the initiated Deceased process and choose the “Open Record” icon.

t Power Sector ERP System

TIPS
You can choose employee by selecting the line.
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Detailed Employee Deceased page will be appeared.

>
Power Sector ERP System

E. Select the icon to back to the previous page.

® Power Sector ERP System

The following Request to Approve page will appear.

t Power Sector ERP System
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F. Select Initiated deceased process and Choose the “Approve” icon to approve the initiated

deceased process or select “Reject” (besides "Approve”) to reject.

t Power Sector ERP System

TIPS
You can choose initiated deceased records, by selecting the line.

The following Pop up will be appeared.

1

Request has

G. Choose the "OK” icon to save and close.

=

IMPORTANT
After approve an initiated deceased process, you cannot delete or modify it.
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HR-614 How to: Renew Employee Contract

Introduction

This process demonstrates how to initiate and approve individual/multiple employees contract

renewal.

The contract renew process of an individual/multiple employees is divided into 2 phases -

1. Initiate Contract Renew

2. Approve the Contract renew process.

Roles

e Module User

e Module Admin

Prerequisite

e Employee Joining Date

Techvision
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HR-614.1 Initiate Contract Renew by Module User
To initiate employee contract renew, follow the steps described below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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y X F Q
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e
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B. Choose the “Human Resources” icon.

® Power Sector ERP System
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HR Landing Page will be appeared as below

Power Soctor ERP System
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C. Choose the “List of Employee” in HR Landing Page.

Power Sector ERP System
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The following list of employee page will appear.

b4
e

D. Choose the “Contract Renew” icon.

Mower Sector ERP System

N a:

Techvision Page 494 of 834



User Manual for HR Module, ERP System for Power Division

The following Contract Renew page will appear.

E. Choose an Employee and provide information below.
1. Provide “Extended month”.
e Extended month - 36 Months.
2. Provide “Memo”.

¢ Memo -KHA1512

L3

Power Sector ERP System
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The screen will be look like below.

YPower Sector ERP System

b4
o

F. Select the ' *** dropdown and choose the “Select More”.

Power Sector ERP System

The screen will be look like below.

=l
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G. Check the box as described below.

Power Sector ERP System

>

@

H. Choose the “Send Request for an approval” icon.

The following pop up will be appeared.

*  Request has been approved

[. Choose the “Ok” button.

®  Request has been approvad
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HR-614.2 Approve or Reject initiated Contract Renew by HR
Admin

To approve or Reject an initiated contract renewal process, follow the steps described below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

— =

B. Choose the “Admin Management” icon to open the administrative page.

* Power Sector ERP System
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The Following Admin Management page will appear as below.
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The following Approval Request page will appear as below.

D. Select the initiated action and choose the “Approve” icon.

The following pop up will appear.

*  Request has been approved

E. Choose the “Approve” icon to approve the initiated action or select “Reject” (besides

“Approve”) to reject.

1

Request has been approved
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HR-615 How to: Medical Reimbursement

Introduction

This process demonstrates how to generate and perform medical reimbursement process for an
employee.

The Medical Reimbursement process of an individual employee or multiple employees is divided
into 3 phases -

3. Generate Medical Reimbursement by Module Admin.
4. Initiate Medical Reimbursement process.

5. Approve Medical Reimbursement process.

Roles

e Module User

e Module Admin

Prerequisite

e Pay Grade Setup
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HR-615.1 Generate Medical Reimbursement By Module Admin

To generate medical reimbursement, follow the steps described below.

A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

B. Choose the “Human Resources” icon.

® Power Sector ERP System

e
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I
E g
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HR Landing Page will be appeared as below

Power Soctor ERP System
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C. Choose the “HR Setup” in HR Landing Page.
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The following HR Setup page will appear.

Hower Sector ERP

D. Choose the “Salary Setup” icon.
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The following Salary setup page will be appeared as below.

Power Sector ERP Systemn
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E. Choose the “Medical Allowance” icon.

(]
O 4
Qo o]
&)
Master Setuqn Pay Geade Oftcn Wire Emplopes Wise
Magpog Setip Salay Sesup Salary Setup
()
A 3

4 > %
= = NV |

Incame Tex TO% Cakulation Incremnent Salary Journal
Semup Setup Setup
L L &
: \ p \ p Y
- 1] 1‘ i [T
2.2 2 , n \
- Y | \ I
Aresry Provident Fund Providest Fund Medical
Caleulation Ogening Profir Abseance

Techvision Page 505 of 834



User Manual for HR Module, ERP System for Power Division

The following Medical Allowance page will be appeared.

MPower Sector ERP System

F. Choose “Generate” button to generate medical reimbursement.

Kower Sector ERP System

The following screen will appear.
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X

button to save and close.

G. Choose

R Power Sector ERP System

b 4
a

HR-615.2 Initiate Medical Reimbursement by HR User
To Initiate a Medical Reimbursement process, follow the steps described below.
A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Human Resources” icon.

* Power Sector ERP System
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HR Landing Page will be appeared as below

Power Soctor ERP System
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C. Choose the “List of Employees” in HR Landing Page.

Power Sector ERP System
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Organcgram List of Salary

Employees Generation
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The following Employee List page will be appeared as below.

Power Sector ERP Systemn
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D. Choose the “Medical Reimbursement” icon on the Employee List page, as indicated in

figure below.

Power Sector ERP Systemn

The Following Medical Reimbursement page will appear.

b4
82

E. Provide information below to proceed.

1. Choose “Employee Id” form dropdown menu.
e Employee Id: 150011005

2. Choose “Applied Date” from calendar dropdown.
e Applied Date: 02-09-20

3. Provide “Amount”.
e Amount: 26000

4. Provide “Comments” if any.

¢ “Comments”: Test Bill
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Power Sector ERP System

e
ng

The screen will be look like below

F. Choose “Send Request for an approval”.
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Following screen will be appeared.

i An approval reguest has been sent
G. Choose "Ok".
i An approval request has been sant

HR-615.3 Approve or Reject an initiated Medical Entry by HR
Admin

To approve or Reject an initiated medical reimbursement, follow the steps described below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

¥
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B. Choose the “Admin Management” icon to open the administrative page.

* Power Sector ERP System
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The Following Admin Management page will appear as below.
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C. Choose the “Approval Request” icon to process initiated approval requests.
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D. Select the initiated action and choose the “Approve” icon.

o
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The following pop up will appear.

Request has been approved

E. Choose the “Approve” icon to approve the initiated action or select “Reject” (besides

"Approve”) to reject.

1

Request has been approved

Techvision
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HR-616 How to: Process PRL an Employee

Introduction
This process demonstrates how to process an employee PRL from the organization.
The PRL process of an individual employee is divided into 2 phases -

HR-616.1 Initiate the PRL process by module User.

HR-616.2 Approve or Reject initiated PRL by module Admin.

Roles
e Module User

e Module Admin

HR-616.1 Initiate PRL Process by Module User

To Initiate a PRL process, follow the steps described below.
A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Human Resources” icon.

* Power Sector ERP System
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HR Landing Page will be appeared as below
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C. Choose the “List of Employees” in the HR Landing Page.

Power Sector ERP System
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The following Employee List page will be appeared.

Power Sector ERP System
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D. Choose the “Employee PRL".

Power Sector ERP System

The following Employee PRL page will be appear.

Power Sector ERP System
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E. Choose “new” to add employee for PRL process.

Power Sector ERP System

F. The following new line will be appeared.

Power Sector ERP System

X7 m

Provide below information to proceed PRL process successfully.

7. Choose the Employee ID from the dropdown by clicking on | ™ | button.
e Employee ID: 140038449
Employee Code, Employee Name, Office Name and Designation Name

will be populated by the system.

8. Choose the PRL Start Date from the calendar by clicking on | | button.
PRL Start Date: 01-01-2020

9. Choose the PRL End Date from the calendar by clicking on || button.
PRL End Date: 31-12-2021

10. Choose the Salary Office Code from the dropdown by clicking on | | button.
Salary Office Code: 110
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Salary Office Name will be populate automatically.

Power Sector ERP System

X 7 M

(1] 8 0 o0

The screen will look like below.

Power Sector ERP System

X7 o

G. Choose the “Send request for an Approval” icon to proceed for approval.

Power Sector ERP System

The following pop up will be appeared as below.
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H. Choose “OK" icon to save and close.

- KN

HR-616.2 Approve or Reject initiated PRL by HR Admin

To approve or Reject an initiated PRL action, follow the steps described below.
A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

Cat

B. Choose the “Admin Management” icon to open the administrative page.

Techvision Page 524 of 834



User Manual for HR Module, ERP System for Power Division

* Power Sector ERP System
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The Following Admin Management page will be appeared.
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C. Choose the “Approval Request” icon to process initiated approval requests.
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D. Select the initiated PRL process and choose the “Open Record” icon.

Power Sector ERP System

TIPS
You can choose initiated PRL by selecting the line.
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Detailed Employee PRL page will be appeared as below.

Power Sector ERP System

Power Sector ERP System

F. Select the Initiated PRL process and Choose the “Approve” icon to approve the initiated PRL

process or select “Reject” (besides “Approve”) to reject.
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Power Sector ERP System

The following pop- up will be appeared.

G. Choose the "OK” icon to save and close.

= |

IMPORTANT
After approve an initiated PRL process, you cannot delete or modify it.
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HR-700 Batch Processes

Introduction
This section of the user manual describes and lists the batch processes for different HR

operations and also shows how to operate those. Batch processes in the system are —

HR-701 Income Tax Calculation
HR-702 Shift Duty Entry Process
HR-703 Over Time Calculation
HR-704 Salary Precheck Process
HR-705 Salary Generation Process
HR-706 Bonus Generation Process
HR-707 Voucher Entry

HR-708 View Voucher Entries

Role
e Module User

¢ Module Admin

Prerequisite
e Module Admin and User credentials

e Related Setup
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HR-701 How to: Calculate Employee TDS

Introduction
This process demonstrates how to Calculate TDS for Employees of an organization.
The TDS Calculation process of an organization is divided into 2 Major activities-
HR-701.1 Generate TDS.
HR-701.2 Change Employee TDS.

Roles

e Module Admin

Prerequisites

e Income tax Setup

Access TDS Calculation Page

To Initiate, follow the steps below.

A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.
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B. Choose the “Human Resources” icon.

<

Power Sector ERP System
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HR Landing Page will be appeared as below

Power Sector ERP System
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C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP System
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D. Choose the “Salary Setup” in HR Setup Landing Page.
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The following Salary Setup page will be appeared.
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HR-701.1 Generate TDS

To Initiate, follow the steps below.

A. Access Employee TDS Calculation Page by Human Resource Admin.

Power Sectar ERP System
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B. Choose the “Employee TDS Calculation” icon on the Salary Setup page, as indicated in

figure below.

Power Sector ERP System
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The following Employee TDS Calculation page will be appeared as below.

Power Sector ERP System

C. Click "Generate” icon on the Employee TDS Calculation Page, as indicated in figure below.

Power Sector ERP System

TDS for all employees will be generated based on income tax setup.

Power Sector ERP System
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D. Click the I:I button to save and close.

Power Sector ERP System

HR-701.2 Change Employee TDS

To Initiate, follow the steps below.

A. Access Employee TDS Calculation by Human Resource Admin.

Power Sector ERP System
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B. Choose the “Employee TDS Calculation” icon on the Salary Setup page, as indicated in
figure below.

Power Sector ERP System
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The following Employee TDS Calculation page will be appeared.

Power Sector ERP System

C. Change the Amount of Monthly TDS Applicable, as below.

Power Sector ERP System

Techvision
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D. Click the I:I button to save and close.

Power Sector ERP System
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HR-702 How to: Setup Shift Duty

Introduction

This process demonstrates how to setup Shift Duty for an organization.

Roles

e Module Admin

Shift Duty Setup
To initiate, follow the steps below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP Systemn

Techvision Page 539 of 834



User Manual for HR Module, ERP System for Power Division

B. Choose the “Human Resources” icon.

Power Sector ERP Systemn

s - {’_.'uﬁ ——

HR Landing Page will be appeared as below

Power Sector ERP System
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C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP Systemn

HR Setup Landing Page will be appeared as below
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D. Choose the “Shift Duty Setup” in HR Setup Landing Page.

Power Sector ERP System
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E. Choose the “New” icon on the Shift Duty List page, as indicated in figure below.
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The following page will be appeared for Shift Duty entry.

Fower Sector ERP System

F. Provide below information to proceed.

1. Choose Employee ID from dropdown by clicking on | | button.
¢ Employee ID: 200001007
2. Employee Name will be automatically generated when Employee Code will
select.
e Employee Name: MD. Abdullah Al Mamun
3. Designation Name will be automatically generated when Employee Code will
select.
e Designation Name: Office Secretary
4. Office Name will be automatically generated when Employee Code will select.

o Office Name: Office of Managing Director

5. Choose Duty Start Date from calendar by clicking on | | button.
e Duty Start Date: 01-01-20

6. Choose Duty End Date from calendar by clicking on | ™ | button.
e Duty End Date: 29-02-20
7. Total Days will be automatically generated when Duty Start Date and Duty End
Date will select.

e Total Days: 60

Tips
To enter multiple Shift Duty data, use next line and follow steps 1 and 7.

Techvision Page 543 of 834



User Manual for HR Module, ERP System for Power Division

Fower Sector ERP System

G. Click the I:I button to save and close.

Fower Sector ERP System
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HR-703 How to: Calculate Overtime

Introduction

This process demonstrates how to Calculate Overtime for Employees of an organization.

Roles

e Module Admin

Prerequisites

e Overtime rate in Designation Setup

Access Overtime Calculation
To Initiate, follow the steps below.
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System
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B. Choose the “Human Resources” icon.

HR Landing Page will be appeared as below

Power Sector ERP System
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C. Choose the “HR Setup” in HR Landing Page.

Power Sector ERP System
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D. Choose the “Overtime” in HR Setup Landing Page.
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Overtime

The following Overtime List page will be appeared.

E. Choose “New" icon on the Overtime List page, as indicated in figure below.
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The New Row will be appeared for Overtime entry as below.

Pawer Sector ERP System

F. Provide below information to proceed.
1. Choose Employee ID from the dropdown by clickingon "~ button
e Employee ID:
Employee Code will be populated by the system
Employee Name Will be populated by the system
Office Name Will be populated by the system
Designation Name Will be populated by the system
2. Provide Year
e Year: 2020
3. Provide Month
¢ Month: April
Overtime Type will be populated by the system based on Employees
Designation
Overtime Rate will be populated by the system based on Employees
Designation
4. Provide Overtime Days/Hours
e Overtime Days/Hours: 15
Overtime Amount will be calculated based on overtime rate and Overtime

hour/days
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Pawer Sector ERP System

Tips
To enter multiple Overtime data, use next line and follow steps 1 and 4.

G. Click the I:I button to save and close.

Power Sector ERP System

Techvision Page 550 of 834



User Manual for HR Module, ERP System for Power Division

HR-704 How to: Pre check Salary

Introduction

This process demonstrates how to pre check salary before salary generation.

Roles

e Module User

Initiate Pre check Salary

To Initiate the process, follow the steps described below.
A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System

5
JLIL
L] g

Techvision Page 551 of 834



User Manual for HR Module, ERP System for Power Division

B. Choose the “Human Resources” icon.

Power Sector ERP System

HR Landing Page will be appeared as below

Power Soctor ERP System
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C. Choose the “Salary Generation” in HR Landing Page.

Power Sector ERP System

o A=l e

The following Generate Salary and Other Statements page will be appeared as below.

Power Sector ERP System

&
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D. Choose the “PreCheck Salary” in Generate Salary and Other Statements page.

Power Sector ERP System

C—)

= ol

The following Pre check Salary page will be appeared.

Power Sector ERP System ? 8

E. Choose the “Pre Check” icon in Precheck Salary page, as indicated in figure below.

Power Sector ERP System
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The following popup page will be appeared.

- Total Error Find: 144

F. Click "OK” in the popup box.
1. Total Error Find: 144

. Total Error Find: 144
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The following page will be appeared with all the errors found.

Power Sector ERP System

Notes
Precheck Salary finds all the errors before generating salary statement. Using this feature errors can be
solved before generating salary statement.
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HR-705 How to: Generate Salary Statement

Introduction

This process demonstrates how to generate office wise or full organization salary statement in

one click and send it for approval. The process contains 2 activities —

Roles

HR-705.1 Generate Salary Statement

HR-705.2 Approve or Reject Salary Statement

Module User

Prerequisites

HR Config Setup
Salary Setup

Shift Duty Setup
Overtime Setup
TDS Setup

Arrear Setup
Transfer
Promotion
Increment
Retirement
Resigned
Terminated
Deceased
Organogram Setup
Step information in Employee Card page

Precheck Salary

Techvision
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HR-705.1 Generate Salary Statement

To initiate the process, follow the steps described below.
A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System

5
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B. Choose the “Human Resources” icon.

Power Sector ERP System
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HR Landing Page will be appeared as below

Power Sector ERP System
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C. Choose the “Salary Generation” in HR Landing Page.

Power Sector ERP System
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The following Generate Salary and Other Statements page will be appeared.

Power Sector ERP System

Power Sector ERP System
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The following Monthly Salary Statement page will be appeared.

Power Sector ERP System

E. Provide below information to Generate Salary Statement process successfully.

1. Choose the Office Code from the dropdown. Click on | | button.
e Office Code: 101
Office Name will be populated by the system.

2. Provide Year.
e Year: 2020

By default, current Year will be shown by the system.

3. Choose the Month from the dropdown. Click on EI button.
¢ Month: April
By default, current Month will be shown by the system.
4. Select Apply Arrear checkbox to apply arrear calculation while generating salary.

5. Choose the “Generate Salary” icon to proceed salary generation.
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Power Sector ERP System

=0

Tips
To generate salary for full organization, follow steps 2 to 5. Step 1 (Office Code) should be empty.

Notes
Skip step 4 if there is no arrear applicable in that month.

The following popup page will be appeared.

v D e Salary generation started.
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F. Click "OK" to start salary generation.

The following monthly salary statement will be appeared on completion.

Power Sector ERP System

\J
)
'

G. Choose the “Send request for an Approval” icon to proceed for approval.

Power Sector ERP System
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The following pop up will be appeared.

g An approval request has been sent

H. Choose “OK” icon to save and close.

g An approval request has been sent

=) KN

NOTE

For successful salary generation, employees must be assigned to their respective organogram and
step.
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HR-705.2 Approve or Reject Monthly Salary Statement

To Approve or Reject Monthly Salary Statement, follow the steps described below.
A. Login with your respective Finance Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

B. Choose the “Admin Management” icon to open the administrative page.

® Power Sector ERP System
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The Following Admin Management page will appear as below.
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C. Choose the “Approval Request” icon to process initiated approval requests.
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The following Approval Request page will appear.

Power Sector ERP System
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D. Select the initiated records and choose the “Open Record” icon.

Power Sector ERP System

Detailed Monthly Salary Statement page will be appeared as below.

Power Sector ERP System
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E. Select the icon to back to the previous page.

Power Sector ERP System

The following Request to Approve page will be appeared

Power Sector ERP System

X 3 [ E

F. Choose the “Approve” icon to approve the Monthly Salary Statement or select “Reject”

(besides "Approve”) to reject.

Power Sector ERP System
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The following pop- up will be appeared.

b Request has been approved

G. Choose the "Ok” icon to save and close.

e Request has been approved

IMPORTANT
After approval of Monthly Salary Statement, you cannot delete or modify it.
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HR-706 How to: Generate Bonus Statement

Introduction
This process demonstrates how to generate office wise or full organization bonus statement in
one click and send it for approval. Full process completes in 2 phases —

HR-706.1 Generate Bonus Statement

HR-706.2 Approve or Reject Bonus Statement

Roles

e Module User

Prerequisites
e Salary Setup
o Bonus Setup
o Bonus Grade Mapping

e Employee Religion in Employee Card Page
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HR-706.1 Generate Bonus Statement

To initiate the process, follow the steps described below.
A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System

B. Choose the “Human Resources” icon.

Power Sector ERP System
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HR Landing Page will be appeared as below

Power Sector ERP System
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C. Choose the “Salary Generation” in HR Landing Page.

Power Sector ERP System

o A=l e
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The following Generate Salary and Other Statements page will be appeared as below

Power Sector ERP System

sl

D. Choose the “Bonus Statement” in Generate Salary and Other Statements page.

Power Sector ERP System
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The following Employee Bonus Statement page will be appeared.

Power Sector ERP System

E. Provide below information to Generate Employee Bonus Statement successfully.

1. Choose the Office from the dropdown. Click on | " | button.
e Office: 101

Office Name will be populated by the system.

2. Choose the Bonus from the dropdown. Click on | | button.
e Bonus: BONUS003
Bonus Name will be populated by the system.

3. Provide Year.
e Year: 2020

By default, current Year will be shown by the system.

4. Choose the Month from the dropdown. Click on EI button.
¢ Month: April

By default, current Month will be shown by the system.

5. Choose the Bonus Date from Calendar. To get the Calendar, click on
button.
e Bonus Date: 14-04-20

6. Choose the “Generate Bonus” icon to proceed bonus generation.
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Power Sector ERP System
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Tips
To generate Bonus for full organization, follow steps 2 to 6. Step Office [1] should be kept empty.

Notes
Depending on the Bonus, Religion field will be populated by the system.

The following employee bonus statement will appear on completion.

Power Sector ERP System
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F. Choose the “Send request for an Approval” icon to proceed for approval.

Power Sector ERP System

The following pop up will be appeared.

e | )
bt An approval request has been sent
n B
I i SHENTD Sarwar Ag.. T20A740 THSTIS T20 578 -
ias Uddin 82160 51,082 133242

G. Choose “OK”" icon to save and close.

oy | ve—

bt An approval request has been sent

RRERT- e T o THS775 EXC P 2

ias Uddin 82160 51,052 133,242

Note
For successful bonus generation, employees must be assigned to their respective religion in
employee card page.
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HR-706.2 Approve or Reject Employee Bonus Statement

To approve or Reject Employee Bonus Statement, follow the steps described below.
A. Login with your respective Finance Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

&, aial Lol

B. Choose the “Admin Management” icon to open the administrative page.

* Power Sector ERP System
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The Following Admin Management page will be appeared.
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C. Choose the “Approval Request” icon to process initiated approval requests.
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D. Select the initiated records and choose the “Open Record” icon.

Power Sector ERP System

Detailed Employee Bonus Statement page will be appeared as below.

Power Sector ERP System

E. Select the icon to back to the previous page.

Power Sector ERP System
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The following Request to approve page will be appeared

Power Sector ERP System

X 3 g

F. Choose the “Approve” icon to approve the Employee Bonus Statement App or select

“Reject” (besides "Approve”) to reject.

Power Sector ERP System

The following pop- up will be appeared.

Request has been approved

jed @

d e e e

IMPORTANT
After approval of Employee Bonus Statement, you cannot delete or modify it.
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HR-707 How to: Make Voucher Entry

Introduction
This process demonstrates, how to prepare voucher entry and send it for approval. This has 2
activities to complete the cycle -

HR-707.1 Voucher Preparation

HR-707.2 Approve or Reject Voucher

Roles

e Module User

Prerequisites

e Salary Setup

Notes
Voucher entry for Allowances, Bonus, Leave Encashment, Overtime, T.A./ D.A and Medical
Reimbursement can be provided using this feature.
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HR-707.1 Voucher Preparation

To initiate the process, follow the steps described below.
A. Login with your respective HR User credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System

B. Choose the “Human Resources” icon.

Power Sector ERP System

£}
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HR Landing Page will be appeared as below

Power Soctor ERP System
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C. Choose the “Salary Generation” in HR Landing Page.

Power Sector ERP System
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The following Generate Salary and Other Statements page will be appeared.

Power Sector ERP System

C—)

D. Choose the “Voucher” in Generate Salary and Other Statements page.

Power Sector ERP System
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The following Employee Voucher entry page will be appeared as below.

Power Sector ERP System

E. Provide below information to provide a voucher entry for an employee successfully.

1.

Choose the Voucher Date from Calendar. To get the Calendar, click on
button.
¢ Voucher Date: 12-04-20

2. Choose the Employee No. from the dropdown. Click on || button.
e Employee No: 200001007
Name will be populated by the system.
3. Choose the Detail Type from the dropdown. Click on L= button.
e Detail Type: Leave Encashment
4. Choose the Detail Code from the dropdown. Click on | = button.
e Detail Code: LEAVEOO1
5. Provide Leave Days. (This field is only applicable for leave encashment)
e Leave Days: 9
By default, Leave Days will be shown by the system.
6. Provide Amount Per Leave. (This field is only applicable for leave encashment)
e Amount Per Leave: 1000
7. Provide Total Amount.
e Total Amount: 9000
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By default, Total Amount will be shown by the system only for leave

encashment.

8. Choose the Type from the dropdown. Click on | | button. If needed-
e Detail Type: ------
9. Choose the “Submit and Send for Approval” icon to submit and proceed for

approval.

Power Sector ERP System

o0 OO
o1~ ol

Tips
e For any other type of voucher entries other than leave encashment, skip step 5 and step 6.
e Use step 8 if the voucher type is Overtime, T.A.D.A and Medical Reimbursement. If not please
keep it empty.

Notes
To clear the data in the page, choose “Clear” icon” above. (If wrong voucher input provided.)

Techvision Page 586 of 834



User Manual for HR Module, ERP System for Power Division

The following pop up will be appeared.

bt An approval request has been sent
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F. Choose “OK" icon to save and close.

bt An approval request has been sent

Bedducts
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HR-707.2 Approve or Reject Employee Voucher

To approve or Reject Employee Voucher sent for approval, follow the steps described below.
A. Login with your respective Finance Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

Sample Power Company
"( ]i I /.‘..J,\_
s =
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B. Choose the “Admin Management” icon to open the administrative page.

* Power Sector ERP System
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C. Choose the “Approval Request” icon to process initiated approval requests.

D. Select the initiated records and choose the “Open Record” icon.

Power Sector ERP System
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Detailed Employee Voucher List page will be appeared as below.

Power Sector ERP System

The following Request to Approve page will be appeared.

Power Sector ERP System
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F. Choose the “Approve” icon to approve the Employee Voucher List or select “Reject”

(besides "Approve”) to reject.

Power Sector ERP System

The following pop- up will be appeared.

Details

o Request has been approved

R REPOT A Y S eN T 2O RPN e U 20ED

G. Choose the "OK” icon to save and close.

o Request has been approved

Notes
After approval of Employee Voucher, you can view and print the voucher from Voucher Entries in
Salary Generation landing page.
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HR-708 How to: View and Print Voucher Entries

Introduction

This process demonstrates, how to view and print voucher entries.

Roles

e Module User

Prerequisites

e Voucher Entry

Notes
Provided employee voucher entries will be shown in “Voucher Entries” page.

View and Print Voucher

To Initiate the process, follow the steps described below.

A. Login with your respective HR User credentials. ERP Landing Page,

appeared on successful login.

Power Sector ERP System

as below, will be

Techvision
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B. Choose the “Human Resources” icon.

Power Sector ERP System

T
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HR Landing Page will be appeared as below

Power Sector ERP System
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C. Choose the “Salary Generation” in HR Landing Page.

Power Sector ERP System

The following Generate Salary and Other Statements page will be appeared.

Power Sector ERP System
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D. Choose the “Voucher Entries” in Generate Salary and Other Statements page.

Power Sector ERP System

=)

¢ 0

The following Employee Voucher Entries List page will be appeared.

Power Sector ERP System

E. Select the initiated voucher and choose the “Print” icon.

Power Sector ERP System
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The following popup page will be appeared as below.

Posted Employee Vouchers
Show results:

Where: | voucher Id

Edit - Employee Voucher Reprot

e

Send to..

Print Preview Cance

F. Choose the actions below-

1. Choose “Send to” to take it on PDF, Excel And Word

®IPDF Document
UMicrosoft Word Document

UMicrosoft Excel Document

Schedule...

n i

2. Choose "Print” to print the document.

Click "OK" after selecting an option.

Click "Cancel” to cancel this page

3. Choose “Preview” to preview the document.

4. Choose "Cancel” to close this page.

Techvision
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The following Employee Voucher will be appeared as below

Q

—

Sample Power Company

Voucher Date:
Employee ID:
Employee Name:

Detail Type:

Employee Voucher

12-04-2020
200001007
MD. Abdullah Al Mamun

Leave Encashments

Approved By

]
e

er|D: 2

i
o

Detail Code: LEAVEDO1
Amount: 9000
Type

Authorized By

Techvision
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HR-800 View Employee Related List and History

Introduction

This section describes and lists the processes to view the list employee related different

operational activities and history of the same. This section contains the following —

HR-801
HR-802
HR-803
HR-804
HR-805
HR-806
HR-807
HR-808
HR-809
HR-810
HR-811
HR-812
HR-813
HR-814
HR-815
HR-816
HR-817
HR-818
HR-819

Role

Employee Leave Summary List
Employee Evaluation List
Employee Publication List
Employee Retirement List
Employee Termination List
Employee Resignation List
Employee Provident Fund List
Employee Training List
Employee Foreign Tour List
Employee Employment List
Employee Loan Info List
Employee Recognition List
Employee Disciplinary Action List
Additional Charges List
Employee Leave History
Employee Transfer History
Employee Promotion History
Employee Leave Adjustment
Employee Deceased List

Module User

Prerequisite

e Module User credentials

Techvision
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HR-801 How to: View Employee Leave Summary List

Introduction

This process demonstrates how to view employee leave summary list.

To view employee leave summary list, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Human Resources” icon.

® Power Sector ERP System
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The following HR Landing Page will be appeared.

Power Sector ERP System
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C. Choose the “Employee Related List” icon in the HR Landing Page.
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The following Employee Related List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Leave Summary List” Icon.

fower Sector ERP System
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The following leave summary list page will be appeared.

»

Sowur Sector ERP System

TIPS

You can search employee by clicking on the icon.
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HR-802 How to: View Employee Evaluation List

Introduction

This process demonstrates how to view employee evaluation list.

To view employee evaluation list, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System
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B. Choose the “Human Resources” icon.

® Power Sector ERP System
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The following HR Landing Page will be appeared.

Power Sector ERP System
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C. Choose the “Employee Related List” icon in the HR Landing Page.
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The following Employee Related List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Evaluation List” Icon.
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The following employee evaluation list page will be appeared.

Power Sector ERP System

TIPS

You can search employee by clicking on the icon.
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HR-803 How to: View Employee Publication List

Introduction

This process demonstrates how to view employee Publication list.
To view employee Publication list, follow the steps described below.
A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

%
UL

P al m =
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B. Choose the “Human Resources” icon.

* Power Sector ERP System
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The following HR Landing Page will be appeared.

Power Sector ERP System
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C. Choose the “Employee Related List” icon in the HR Landing Page.
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The following Employee Related List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Publication List” Icon.

fower Sector ERP System

Techvision Page 609 of 834



User Manual for HR Module, ERP System for Power Division

The following employee publication list page will be appeared.

k Power Sector ERP System

TIPS

You can search employee by clicking on the

icon.

Techvision
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HR-804 How to: View Employee Retirement List

Introduction

This process demonstrates how to view employee retirement list.

To view employee retirement list, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

= )

e
I
E g

B. Choose the “Human Resources” icon.

* Power Sector ERP System
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The following HR Landing Page will be appeared.

Power Sector ERP System
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C. Choose the “Employee Related List” icon in the HR Landing Page.
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The following Employee Related List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Retirement List” Icon.
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The following Employee Retirement list page will be appeared.

» Power Sector ERP System

TIPS

icon.

You can search employee by clicking on the
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HR-805 How to: View Employee Termination List

Introduction

This process demonstrates how to view list of terminated employees.

To view employee termination list, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

= )

e
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E g

B. Choose the “Human Resources” icon.

* Power Sector ERP System
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The following HR Landing Page will be appeared.

Power Sector ERP System
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C. Choose the “Employee Related List” icon in the HR Landing Page.
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The following Employee Related List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Termination List” Icon.
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The following employee termination list page will be appeared.

Power Sector ERP System

TIPS

icon.

You can search employee by clicking on the
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HR-806 How to: View Employee Resignation List

Introduction

This process demonstrates how to view list of resigned employees.

To view employee Resignation list, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

P al m =
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B. Choose the “Human Resources” icon.

® Power Sector ERP System
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The following HR Landing Page will be appeared.

Power Sector ERP System
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C. Choose the “Employee Related List” icon in the HR Landing Page.
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The following Employee Related List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Publication List” Icon.
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The following employee resignation list page will be appeared.

Power Sector ERP System

TIPS

You can search employee by clicking on the icon.
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HR-807 How to: View Employee Provident Fund List

Introduction

This process demonstrates how to view employee provident fund list..

To view employee provident fund list, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

P al m =
N. 2

(@) A [l

B. Choose the “Human Resources” icon.

* Power Sector ERP System
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The following HR Landing Page will be appeared.

Power Sector ERP System
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C. Choose the “Employee Related List” icon in the HR Landing Page.
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The following Employee Related List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Provident Fund List” Icon.
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The following employee provident fund list page will be appeared.

Power Sector ERP System

TIPS

You can search employee by clicking on the icon.
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HR-808 How to: View Employee Training List

Introduction

This process demonstrates how to view employee training list.

To view employee training list, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

B. Choose the “Human Resources” icon.

* Power Sector ERP System

l

%
f

Il
g

Techvision Page 627 of 834



User Manual for HR Module, ERP System for Power Division

The following HR Landing Page will be appeared.

Power Soctor ERP System
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C. Choose the “Employee Related List” icon in the HR Landing Page.
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The following Employee List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Training List” Icon.

Power Sector ERP System
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The following Employee Training list page will be appeared.

Power Sector ERP System

TIPS

You can search employee by clicking on the icon.
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HR-809 How to: View Employee Foreign Tour List

Introduction

This process demonstrates how to view employee foreign tour list.

To view employee foreign tour list, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

W

(@) A

B. Choose the “Human Resources” icon.

* Power Sector ERP System

l
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The following HR Landing Page will be appeared.

Power Soctor ERP System
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C. Choose the “Employee Related List” icon in the HR Landing Page.
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The following Employee List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Foreign Tour List” Icon.

Power Sector ERP System
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The following Employee Foreign Tour List page will be appeared.

Power Sector ERP System

TIPS

You can search employee by clicking on the icon.
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HR-810 How to: View Employee Employment List

Introduction

This process demonstrates how to view employee employment list.

To view employee employment list, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

B. Choose the “Human Resources” icon.

* Power Sector ERP System
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The following HR Landing Page will be appeared.

Power Soctor ERP System

(Y > ~J
=
(6 : MECER

NN,

J
i

C. Choose the “Employee Related List” icon in the HR Landing Page.
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The following Employee List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Employment List” Icon.

Power Sector ERP System
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The following Employee Employment List page will be appeared.

Power Sector ERP System

TIPS
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You can search employee by clicking on the | icon.
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HR-811 How to: View Employee Loan Info List

Introduction

This process demonstrates how to view employee loan info list.

To view employee loan info list, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

%
UL

P al m =
N. 2

(@) A [l

B. Choose the “Human Resources” icon.

* Power Sector ERP System
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The following HR Landing Page will be appeared.

Power Soctor ERP System
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C. Choose the “Employee Related List” icon in the HR Landing Page.
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The following Employee List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Loan Info List” Icon.

Power Sector ERP System
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The following Employee Loan Info List page will be appeared.

Power Sector ERP System

TIPS

You can search employee by clicking on the icon.
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HR-812 How to: View Employee Recognition List

Introduction

This process demonstrates how to view employee recognition list.

To view employee recognition list, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

B. Choose the “Human Resources” icon.

* Power Sector ERP System
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The following HR Landing Page will be appeared.

Power Sector ERP System

Cg_') F'Q

CHY_ > _J
—

[ : -

E’{_} [v:"—'i b
9> —

Techvision Page 644 of 834



User Manual for HR Module, ERP System for Power Division

The following Employee List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Recognition List” Icon.

Power Sector ERP System
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The following Employee Recognition list page will be appeared.

Power Sector ERP System

TIPS

You can search employee by clicking on the icon.
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HR-813 How to: View Employee Disciplinary Action List

Introduction

This process demonstrates how to view employee disciplinary action list.

To view employee disciplinary action list, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

* Power Sector ERP System

B. Choose the “Human Resources” icon.

® Power Sector ERP System
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The following HR Landing Page will be appeared.

Power Sector ERP System
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C. Choose the “Employee Related List” icon in the HR Landing Page.
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The following Employee List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Disciplinary Action List” Icon.

Power Sector ERP System
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The following Employee Disciplinary List page will be appeared.

Power Sector ERP System

TIPS

You can search employee by clicking on the icon.
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HR-814 How to: View Additional Charges List

Introduction

This process demonstrates how to view additional charges list.

To view additional charges list, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

B. Choose the “Human Resources” icon.

* Power Sector ERP System
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The following HR Landing Page will be appeared.

Power Soctor ERP System
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C. Choose the “Employee Related List” icon in the HR Landing Page.
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The following Employee List page will be appeared.

fower Sector ERP System

D. Choose the “Additional Charges List” Icon.

Power Sector ERP System
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The following Additional Charges List page will be appeared.

Power Sector ERP System

TIPS

You can search employee by clicking on the icon.
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HR-815 How to: View Employee Leave History

Introduction

This process demonstrates how to view employee leave history.

To view employee leave history, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

B. Choose the “Human Resources” icon.

* Power Sector ERP System
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The following HR Landing Page will be appeared.

Power Soctor ERP System
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C. Choose the “Employee Related List” icon in the HR Landing Page.
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The following Employee List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Leave History” Icon.

Power Sector ERP System
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The following Employee Leave History page will be appeared.

Power Sector ERP System

TIPS
You can use Office, Employee and Year filter for searching
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HR-816 How to: View Employee Transfer History

Introduction

This process demonstrates how to view employee transfer history.

To view employee transfer history, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

B. Choose the “Human Resources” icon.

* Power Sector ERP System

l
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The following HR Landing Page will be appeared.

Power Soctor ERP System
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C. Choose the “Employee Related List” icon in the HR Landing Page.

Techvision Page 660 of 834



User Manual for HR Module, ERP System for Power Division

The following Employee List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Transfer History” Icon.

Power Sector ERP System
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The following Employee Transfer History page will be appeared.

Power Sector ERP System

TIPS

You can search employee by clicking on the icon.
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HR-817 How to: View Employee Promotion History

Introduction

This process demonstrates how to view employee promotion history.

To view employee promotion history, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

B. Choose the “Human Resources” icon.

* Power Sector ERP System
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The following HR Landing Page will be appeared.

Power Soctor ERP System
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C. Choose the “Employee Related List” icon in the HR Landing Page.
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The following Employee List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Promotion History” Icon.

Power Sector ERP System
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The following Employee Promotion History page will be appeared.

Power Sector ERP System

TIPS

You can search employee by clicking on the icon.
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HR-818 How to: View Employee Leave Adjustment

Introduction

This process demonstrates how to view employee leave adjustment.

To view employee leave adjustment, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

B. Choose the “Human Resources” icon.

* Power Sector ERP System

l
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The following HR Landing Page will be appeared.
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The following Employee List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Leave Adjustment” Icon.

Power Sector ERP System
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The following Employee Leave Adjustment page will be appeared.

Power Sector ERP System

TIPS
You can use Office, Employee and Year filter for searching.
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HR-819 How to: View Employee Deceased List

Introduction

This process demonstrates how to view employee deceased list.

To view employee deceased list, follow the steps described below.

A. Log in with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

® Power Sector ERP System

= )

B. Choose the “Human Resources” icon.

* Power Sector ERP System
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The following HR Landing Page will be appeared.

5 52
' C¥Y_ >

= ‘
[ ; S

.>~' « ety
= e h
i~ Co—

= | i n —— =
D b —
P
(A

"\_7/’/

Techvision Page 672 of 834



User Manual for HR Module, ERP System for Power Division

The following Employee List page will be appeared.

fower Sector ERP System

D. Choose the “Employee Deceased List” Icon.

Power Sector ERP System

Techvision Page 673 of 834



User Manual for HR Module, ERP System for Power Division

The following Employee Deceased List page will be appeared.

Power Sector ERP System

TIPS

icon.

You can search employee by clicking on the
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HR-900 Generating Reports

Introduction
This section shows how to generate different reports related to HR Management and Payroll

functions. This section contains the following —

HR-901 HR Related Reports
HR-902  Payroll Reports

Role

e Module User

Prerequisite

e Module User credentials

Access to Report Tab
Follow the steps below.
A. Login with your respective HR credentials. ERP Landing Page, as below, will be appeared on

successful login.

Power Sector ERP System
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B. Choose the “Human Resources” icon.

Power Sector ERP System
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C. Choose the “Reports” in HR Landing Page.

B j — ;

The following HR report landing page will be appeared.
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HR-901 How To: Generate HR Management Reports

Introduction

This process demonstrates how to generate HR Management Reports. This section contains —

HR-901.1 Employee Specific Details Report
HR-901.2 Employee List Report
HR-901.3 Employee Seniority Report
HR-901.4 Performance Evaluation Summary Report
HR-901.5 Performance Evaluation Detail Report
HR-901.6 Employee Qualification Report
HR-901.7 Employee Training Report
HR-901.8 Employee Attendance Report
HR-901.9 Leave Summary Report
HR-901.10 Leave Detail Report
HR-901.11 Employee Transfer History Report
HR-901.12 Employee Foreign Tour Report
HR-901.13 Transfer List Report (Periodic)
HR-901.14 Employee Transfer Order Report
HR-901.15 Employee Termination List Report (Periodic)
HR-901.16 Employee Promotion Report
HR-901.17 Employee Retirement Details Report
HR-901.18 Upcoming Retirement Report
HR-901.19 Employee Disciplinary Action Report
HR-901.20 Employee Resignation Report
HR-901.21 Employee Probation Period Report
HR-901.22 Organogram Wise Reporting Employee
HR-901.23 Reporting Office Report
HR-901.24 Vacancy Report
HR-901.25 Employee Job Description Report
HR-901.26 Employee Phone Number Report
HR-901.27 Employee House Loan Report
HR-901.28 User Usage Report
HR-901.29 User Usage Time Report
HR-901.30 Outside BD Report

Roles

e Module Admin / User

Techvision
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HR-901.1 Employee Specific Details Report
To generate Employee Specific Detail report, please follow the steps below

A. Open “HR Report Landing Page” through “Access to Report Tab”

B. Choose "Employee Specific Details Report” from HR Report Page.

Edit - Employiee Details Report Z

Filter Criteria

Office o Office Name Office of Managin...

Employes 1D ’;_' | 200001003 Empioyee Name Shaikh Abdul Latif
_—

P Fogt e
&% ¢ 1(. | NE: B -}
4 =
Sendto.. | | Prnt | | Preview | | Cance
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.
e Office Code: 101
Office Name will be populated by the system.

2. Choose the Employee ID from the dropdown by clicking on | =~ | button.
e Employee ID: 200001003
Employee Name will be populated by the system.

3. Choose Send to take it on PDF, Excel And Word

d Choose file type...
S¥PDF Document
Microsoft Word Document
UMicrosoft Excel Document
Schedule...

e Click "OK" after select an option.

e Click "Cancel” to cancel this page
4. Choose Print to print the document.
5. Choose Preview to preview the document.

6. Choose Cancel to close this page.

7. Clickon ¥ button to make it full page.
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The following Report will be appeared.

R Date: 06-04-20
: Lot
e
Sample Power Company
Employee Specific Information
Employee ID: 200001003 Joining Date: 22-08-05 ﬁw
Employee Name:  Shaikh Abdul Latif Retirement Date Ol
—
Office: Office of Managing Director Job Status: Active "
Department: TIN No: 689464614292 ‘ ‘ '
Designation: Managing Direclor
Pay Grade: GROO1
Grade Step: STEPD02
Contact Information
Company Phone: Company Email: md@spc.com.gov
Personal Phone: 01572142140 Personal Email: latif@gmail.com
Emergency Contact Information
Name: Fatema Johora Phone: 01778000000
Relation:  Wife Email: fatema@yahoo.com
Address Information
Present Address Permanent Address
Address Line 1: VILL-SHIMLA, POST- CHADICONA  Address Line 1: VILL-SHIMLA, POST-
CHADICONA, P/S-SHERPUR,
DIST-Dhaka
Address Line 2: DIST- Dhaka. Address Line 2: Dhaka
Thana: Sutrapur Thana: Sutrapur
District: Dhaka District: Dhaka
Post Office: Gendaria TSO Post Office: Dhaka Sadar HO
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D. Report Action Bar will be appeared on the report as below initially -

Actions are chronologically organized as below

1.

2
3
4
5
6.
7
8
9

Previous Page

Next Page

Zoom Out

Zoom In

Fit page to window width
Fit full page in window
Select Text

Pan the document

Download to file

10. Print

Techvision
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HR-901.2 Employee List Report

To generate Employee List Report, please follow the steps below

"

A. Open “HR Report Landing Page” through “Access to Report Tab

B. Choose "Employee List Report” from HR Report Page.

- e e
- CMDroyes LIST Kelor Li'/
Employee
Status £ | workrig v
Ciffice = (10
|
—
Designation &5
=
A s, ~ & a
Send to_ | Print Fravisw Czncsl
IMPORTANT

You can see this report full office together, or office wise or designation wise.
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C. Provide below information to view report successfully.

1. Select Status from the dropdown menu. To get the dropdown, click on ¥ icon.

2. Choose Office from the dropdown by clicking on | " | button.
e Office Code: 101

3. Choose Designation from the dropdown by clicking on | | button.

4. Choose Send to take it on PDF, Excel And Word

b <o file s
b Choose file type...

®8PDF Document

ISchedule...

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Clickon ¥ button to make it full page.
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The following Report will be appeared.

Sample Power Company

Date: 03-04-20

Employee List Report

Employee ID [ Employee Name Office Name Designation | Date Of Birth Cell No E-Mail
200201003 Snalkh Aboul Last Ofnca of Managing Duectdr [Managing Director |01-03-1582 Q1ET4140 It@gman.cam
200001084 |Avoutan AlMamon  [OMce of Managing Drestor |Execusve Enginase [01+11-1578 L i e
200001007 MD. AbJukan Al Mamun |OmMce of MManaging Dusctor |OMce Secratary | 13-02-1988
200401072 Mo, Amiry Cnowanury | OfMce of Managing Dwector |OMes Sacretary
200001008 Anamy! Hague OfMce of Managing Deractor | Driver (Light) 21-04-1871

ZERE, M. Menjunl : (Llant! 22124137
200901088 Chowanury OfMce of Managing Dirsctor |Driver (Light) 2212-1370
20001141 gabnam Farys OfMce of Managing Director |Oriver {Light) 27-02-13%%
AARAN 0SS M. Axlanuzzaman , . na_tA-
200001082 chowdnary Office of Managing Director |Driver (Light) 2¢-10-1958

Employee Count : 8

Approved By

Authorized By

D. Report Action Bar will be appeared as below initially -

<)

0000000000
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Actions are chronologically organized as below

1.

2
3
4
5
6.
7
8
9

Previous Page

Next Page

Zoom Out

Zoom In

Fit page to window width
Fit full page in window
Select Text

Pan the document

Download to file

10. Print

Techvision
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HR-901.3 Employee Seniority Report
To generate Employee Seniority Report please follow the steps below

A. Open "HR Report Landing Page” through “Access to Report Tab”

B. Choose “"Employee Seniority Report” from HR Report Page.

The following report calling page will be appeared.

Edit - Designation Wise Seniority e
Filter Criteria
Office £ o I .. Office Name : Office of Managing..

Designation

£ | 200 Designation Nam...  Executive Engineer

= P = ~
S | 4 £ 6
o ) 9, s
Send to... Print Preview Cancel
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.
o Office Code: 101
Office Name will be populated by the system.

2. Choose the Designation from the dropdown by clicking on | ™ | button.
e Designation Code: 200
Designation Name will be populated by the system.

3. Choose Send to take it on PDF, Excel And Word

hd Choose file type...

S¥PDF Document

Microsoft Word Document

Schedule...

e Click "OK" after select an option.

e Click "Cancel” to cancel this page

4. Choose Print to print the document.
5. Choose Preview to preview the document.

6. Choose Cancel to close this page.

7. Clickon ¥ button to make it full page.
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The following Report will be appeared.

-

. 7:

Employes id Employes Name
140011078 Abu Sama Mo Asf «oal
140C11010  Mr. Nets Dotia

140011012 Jannatul Ferdous Semy

140011011 Me Tamad Hessin Shuyan

g

Sample Power Company

Office Name

Soare Secrataral Dnass
Soarc Secretaral Dhave
Bcare Secretarat Dhaka

Soa0 Secratanat Dhaka

13-08-2012
13-09-2012

12-08-2012

Date: 068-04.20

12-93-2013
04-03-2015

14012017

De-03-2018

D. Report Action Bar will be appeared on the report as below initially -

Cmy — +

= [

0000000000

Actions are chronologically organized as below.

1. Previous Page
Next Page
Zoom Out

Zoom In

Fit page to window width

Select Text

Pan the document

Download to file

10. Print

2
3
4
5
6. Fit full page in window
7
8
9
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HR-901.4 Performance Evaluation Summery Report

To generate Performance Evaluation Report please follow the steps below:

A. Open “HR Report Landing Page” through “Access to Report Tab”

B. Choose "Performance Evaluation Summery Report” from HR Report Page.

The following Report Calling page will appear.

Edit - Perf Evaluation Summary Report /'

Filter Criteria

Office "1 IR0 | - Office Name : Office of Chief En..
Designation = 115 Designation Na... Chief Engineer
Employee Categ... Officer

Vear u 2020 |

2 0O ;
= p =

Send to... Print Breview Cancel
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.
e Office Code: 110
Office Name will be populated by the system.

2. Choose the Designation from the dropdown by clicking on | ™ | button.
e Designation Code: 115
Designation Name will be populated by the system.
Type Year as per your choice.

3. Choose Send to take it on PDF, Excel And Word

'l e Fila #o
b Choose file type...

®¥PDF Document

Microsoft Word Document
Microsoft Excel Documer
Schedule...

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
4. Choose Print to print the document.
5. Choose Preview to preview the document.

6. Choose Cancel to close this page.

7. Clickon ¥ button to make it full page.
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The following Report will be appeared.

e — Setz 3CelC
vu.ﬁ.
©
—
Sample Power Company
Performance Evaluation Summary Raport For of Year - 2020

200 lu: ASSubee N e l:n.:e Secta; l»:oo::. lx:

Approves Sy Aurorizes Sy

D. Report Action Bar will be appeared as below initially -

0000000000

> — + 80l = & o

Actions are chronologically organized as below.

1.

2
3
4
5
6.
7
8
9

Previous Page

Next Page

Zoom Out

Zoom In

Fit page to window width
Fit full page in window
Select Text

Pan the document

Download to file

10. Print

Techvision
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HR-901.5 Performance Evaluation Details Report
To generate Performance Evaluation Detail Report please follow the steps below:

A. Open "HR Report Landing Page” through “Access to Report Tab".

B. Choose "Performance Evaluation Details Report” from HR Report Page.

Edit - Perf Evaluation Detail Rptort Iﬂ/_’
Fllter Criteria
Office -:-":',- 101 a Office Name : Office of Managing...
Employee ig & | 200001007 ; Employee Name : MD. abdullah Al M...
Year 2020
A ,'::; y;
Send ig... Print Preview Cancel
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | ™ | button.
e Office Code: 101

Office Name will be populated by the system.

2. Choose the Employee ID from the dropdown by clicking on | ™ | button.
¢ Employee ID: 200001007
Employee Name will be populated by the system.

3. Type Year as per your choice.

4. Choose Send to take it on PDF, Excel And Word

Ahoocs fila
® Choose file type...

®EPDF Document

e Click "OK" after select an option.

e Click "Cancel” to cancel this page

5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Clickon ¥ button to make it full page.

The following Report will be appeared.
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U

Sample Power Company

Drate” 03-04-20

Performance Evaluation Report Of MD. Abdullah Al Mamun , Office Secretary For Year - 2020

Oifice of Managing Director

Performance Criteria Base Score Obtained Score

Punciuality and Discipline 10 10
Accountability and Integrity 10 1]
Leadership 10

Organizational Commitrent 10 T
Innovation and Continuous Improvemsnt 10 10
Enthusiasm and Initiatives 10 10
Communication and Coordinaticn 10 9
Problem Sclving Capacity 10 8
Pianning and Decision Making Ability 10 10
Physical Fitness 10 a8

Approved By

Total Base Score =100

Total Obtained Score =380

Authorized By
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D. Report Action Bar will be appeared as below initially -

Actions are chronologically organized as below.
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR-901.6 Employee Qualification Report
To generate Employee Qualification Report, please follow the steps below:

A. Open “HR Report Landing Page” through “Access to Report Tab".

B. Choose "Employee Qualification Report” from HR Report Page.

Othece Name

tmployee Name

Dffice of Managing

MDD, Abdullah Al Ma

Techvision
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.
e Office Code: 101
Office Name will be populated by the system.

2. Choose the Employee ID from the dropdown by clicking on | = | button.
e Employee ID: 200001007
Employee Name will be populated by the system.

3. Choose Send to take it on PDF, Excel And Word

ot Choose file type...
®¥PDF Document

Microsoft Word Document

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
4. Choose Print to print the document.
5. Choose Preview to preview the document.

6. Choose Cancel to close this page.

7. Clickon ¥ button to make it full page.

Techvision Page 698 of 834



User Manual for HR Module, ERP System for Power Division

The following Report will be appeared.

:j.f:

\ o f o

Sample Power Company

Date: 02-04-20

200001007
1000
B.SC
MEA.

Employee Qualification Report

Office of Managing Director

MO. Abdullzh Al Mamun

010317 30-10-18 Microsoft
RIES 010402 Bachelor of Science Ohzka
01-08-02 01-10-04 IWasters of Business Adrmnistration Ohaka Univarsity

D. Report Action Bar will be appeared on the report as below initially -

Actions are chronologically organized as below.

—_

2
3
4
5
6.
7
8
9

Previous Page

Next Page

Zoom Out

Zoom In

Fit page to window width
Fit full page in window
Select Text

Pan the document

Download to file

10. Print

Techvision
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HR-901.7 Employee Training Report
To generate Employee Training Report, please follow the steps below:

A. Open “HR Report Landing Page” through “Access to Report Tab".

B. Choose "Employee Training Report” from HR Report Page.

The following Report Calling page will be appeared.

Edit - Employee Training Report k_/’
Filter Criteria
Office ___: 101 Office Name : Office of Managing...
Employee | 200001007 Employee Name MD. Abdullah Al M...
Country Country Name : Bangladesh

€
3 I
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.

e Office Code: 101
Office Name will be populated by the system.

2. Choose the Employee ID from the dropdown by clicking on button.
e Employee ID: 200001007
Employee Name will be populated by the system.
3. Choose the Country Code from the dropdown by clicking on button.
e Country Code: BD
Country Name will be populated by the system.
4. Choose Send to take it on PDF, Excel And Word
o Choose file type...
®¥PDF Document
Microsoft Word Document
SMicrosoft Excel Document
e Click "OK" after select an option.
e Click "Cancel” to cancel this page
5. Choose Print to print the document.
6. Choose Preview to preview the document.
7. Choose Cancel to close this page.
8. Clickon ¥ button to make it full page.
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The following Report will be appeared.

Y Date: 03-04-20
Sy e T
Ema
=
Sample Power Company
Training Information Report of MD. Abdullah Al Mamun
Course Title Institute Country Start Date End Date Duration Certification

Project Managment | Training Institude 02-02-2020 03-02-2020 & hours
Training
ERP Training Power Devision Bangladesh 01-01-2020 02-01-2020 16 hours
Enginnering Training |BPDB Bangladesh 5 hours
Wicrosoft Training  |Head Quater Bangladesh 5 hours

Approved By Authorized By
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D. Report Action Bar will be appeared on the report as below initially -

Cmn > — + 8 U ="l o

Actions are chronologically organized as below.
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR-901.8 Employee Attendance Report
To generate Employee Attendance report, please follow the steps below

A. Open “HR Report Landing Page” through “Access to Report Tab".

B. Choose “"Employee Attendance Report” from HR Report Page.

Edit - Emp. Afterdance Repor v_‘;‘
Filter Criteria
e 1
Office 1_-';' 1107 : Office Mame ! Executive Director (...
o & 2 i
Employee = L Employes Mame M. Ali Halder
L |

cona -~ o « 1
Start Date =3 01-03-20 . ‘ End Date €% 500420

G G 7 :

= - Lr "

Send 1o Pt | | Preview Cancel
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C. Provide below information to view report successfully.

5. Choose the Office from the dropdown by clicking on | | button.
e Office Code: 101
Office Name will be populated by the system.

6. Choose the Employee ID from the dropdown by clicking on | =~ | button.
e Employee ID: 200001003

Employee Name will be populated by the system.

7. Choose the Start Date from the Calendar by clicking on | ™ | button.
e Start Date: 01-03-20

8. Choose the End Date from the Calendar by clicking on | | button.
e End Date: 30-04-20
9. Choose Send to take it on PDF, Excel And Word

hd Choose file type...

®¥PDF Document
Microsoft Word Document

BMicrosoft Excel Document

Schedule...

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
10. Choose Print to print the document.
11. Choose Preview to preview the document.

12. Choose Cancel to close this page.

13. Click on button to make it full page.
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The following Report will be appeared.

(2 i TR
o
-
o ey Sample Power Company
Date Wise Employee Attendance Report
Employea ID - 210111035
Start Date 03-01-2020
End Data - 04-30-202C
[Employee Name lOfﬁce Name lDesignation lAttendanee Date ]Tole Time
Approved By Autharized By

D. Report Action Bar will be appeared on the report as bellow initially-

09000000000

Cin > — + & [ :

Actions are chronologically organized as below

1. Previous Page
2. Next Page
3. Zoom Out
4. Zoom In
5. Fit page to window width
6. Fit full page in window
7. Select Text
8. Pan the document
9. Download to file
10. Print
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HR-901.9 Leave Summery Report
To generate Leave Summary Report, please follow the steps below:
A. Open “HR Report Landing Page” through “Access to Report Tab".

B. Choose “Leave Summery Report” from HR Report Page.

Edit - Leave Summary Report v

Filter Criteria

Cffice B 101 Office Name: Office of Managin...
Year 2 2020

- .
2 Fa
R < =1 b=
Send to. Print Previe Cancel
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.
e Office Code: 101
Office Name will be populated by the system.
2. Choose Year As per your choice.
e Year: 2020
3. Choose Send to take it on PDF, Excel And Word

b WTPE — MR WP
hd Choose file type...

®¥PDF Document

Microsoft Word Document

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
4. Choose Print to print the document.
5. Choose Preview to preview the document.

6. Choose Cancel to close this page.

7. Clickon ¥ button to make it full page.
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The following Report will be appeared.

i Drate: 03-04-20
Gy T
| T T ST
‘ )
| =
[
Sample Power Company
Employee Leave Summary Report
Office of Managing Director
Year |[Employee ID |Employee Name Designation Eligible Leave Leave Leave |
Qty. Taken | Remaining
2020 |200001054 Abdullah &I Mamun Executive Engineer 16 1 154
Approved By Authorized By

D. Report Action Bar will be appeared on the report as below initially -

Actions are chronologically organized as below.
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR-901.10 Leave Detail Report

To generate Employee Leave Detail Report, please follow the steps below:
A. Open “HR Report Landing Page” through “Access to Report Tab".
B. Choose “Leave Detail Report” from HR Report Page.

Edit - Leave Deizil Repont &
Filter Critenia
Office ,r:;;-:,n 101 Office Mame : Office of Managing ...
Employee &h Employee Name MD. Abduilah Al M...
Year &% 2020
HEN ] |
2l
4 5 B i
& = L= o
Send 1o rin Previg Can
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on
e Office Code: 101
Office Name will be populated by the system.

2. Choose Employee ID from the dropdown by clicking on
e Employee ID: 200001007
Employee Name will be populated by the system.
3. Choose Year As per your choice.
e Year: 2020
4. Choose Send to take it on PDF, Excel And Word

o Choose file type...

e C(lick "OK" after select an option.
e Click "Cancel” to cancel this page
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Clickon ¥ button to make it full page.

button.

button.

Techvision
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The following Report will be appeared.

Dl 150420
) P B iPLR
JHE
Sample Power Company
Leave Report of MD. Abdullzh Al Mamun
. SDTP. e
Year lEmaloyu Nama Designaticn l\:\‘muu ILuuvn Type ] LuE-:utlz;- Enu:ql?:dl F‘bm‘-;?:l‘l-;uni
Aporowed By Autharized 5y

D. Report Action Bar will be appeared on the report as below initially -

(m> — + B

[{]

& 4 oo

Actions are chronologically organized as below.

1. Previous Page
2. Next Page
3. Zoom Out
4. Zoom In
5. Fit page to window width
6. Fit full page in window
7. Select Text
8. Pan the document
9. Download to file
10. Print
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HR-901.11 Employee Transfer History Report
To generate Employee Transfer History Report, please follow the steps below:

A. Open “HR Report Landing Page” through “Access to Report Tab".

B. Choose "Employee Wise Transfer Report” from HR Report Page.

Edit - Employee e Transfer Beport /
Filter Criteria
Office 1 AEEi Oiffice Name ; Barisal Power PlL..
. - .
Employee ﬁ; 200001024 Employee Nam... Mr Swapon

&% A 5 I

- - - -

Send to.. Brint Preview Cancel
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on
e Office Code: 170
Office Name will be populated by the system.

button.

IMPORTANT
Here always we give new office information.

2. Choose Employee ID from the dropdown by clicking on
e Employee ID: 200001024
Employee Name will be populated by the system.
3. Choose Send to take it on PDF, Excel And Word

'l e Fila #o
d Choose file type...

®¥PDF Document

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
4. Choose Print to print the document.
5. Choose Preview to preview the document.

6. Choose Cancel to close this page.

7. Clickon ¥ button to make it full page.

button.

Techvision
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The following Report will be appeared.

i ! ) 2T Date: 05-04-20
[ Fna
(15
=
Sample Power Company
Employee Transfer Report
Employee ID Passport No
Employee Name - Mr Swapon TIN No
Job Title Driving License
No
Department NID
Designation Grade
Office Name Blood Group
Transfer History:
ITransfer Transfer Reason Curr. Office | New Office Name Curr., New Memo No.
|Order Effective Name Designation Designation
|Date Date
| 28-pa- [ 28-02-2020 l Urgent Transfar=— I l ‘ Drver (Light) | [ KHAT211421
2020

D. Report Action Bar will be appeared on the report as below initially -

| o |
| e

_|_

Actions are chronologically organized as below.
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print

Techvision
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HR-901.12 Foreign Tour Report

To generate Employee Qualification Report, please follow the steps below:
A. Open “HR Report Landing Page” through “Access to Report Tab".
B. Choose "Employee Foreign Tour Report” from HR Report Page.

HR Rep

e vy b | P - frrvas e e ot [
s — —— —

The following Report Calling page will be appeared.

Edit - Employee f

oreign Tour

Foreign Tour Date Filter

o

=
-

From Date : 01-03-20 To Date 15-03-20
Others
. .'?.};f'. - ) _ _
Office & | 105 Office Name : Office of Executive...
-
Employes g; 200001149 Employee Name: Taizul islam Tulu
Tour Category 2' 1 Tour Category N... Official

Tour Purpose g2 5 Tour Purpose Na... Pre Shipment
W |
Country :‘ UK Country Name : United Kingdom
- -
Send to Prin Cance
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C. Provide below information to view report successfully.

1. Choose Date from the calendar by clicking on | ™ | button.
e From Date: 01-03-20
e To Date: 15-03-20

2. Choose the Office from the dropdown by clicking on | | button.
e Office Code: 105

Office Name will be populated by the system.

3. Choose the Employee ID from the dropdown by clicking on | | button.
e Employee ID: 200001149

Employee Name will be populated by the system.

4. Choose the Tour Category Code from the dropdown by clicking on
button.
e Tour Category Code: 1
Tour Category Name will be populated by the system.

5. Choose the Tour Purpose Code from the dropdown by clicking on || button.
e Tour purpose Code: 6

Tour Purpose Name will be populated by the system.

6. Choose the Country Code from the dropdown by clicking on || button.
e Country Code: UK
Country Name will be populated by the system.

7. Choose Send to take it on PDF, Excel And Word
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b Choose file type...

.. QPDF Document

.
§ (Microsoft Word Document

o~
{ CiMicrosoft Excel Document

L '*,EScheouie,,, . .
-~ ==

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
8. Choose Print to print the document.
9. Choose Preview to preview the document.
10. Choose Cancel to close this page.
11. Clickon ¥~ button to make it full page.
The following Report will be appeared.
b= mllﬁ g Date: 06-04-20
s
Employee Foreign Tour Report
Sample Power Company
Employee ID 200001149 From Date 01-03-2020
To Date 15-03.2020
Office Office of Executive Dirsctor
Country United Kingdom Tour Category Official
Tour Purpose Bre Shipment
Employee Employee Name | Tour Start | Tour End | Tour Category | Tour Purpose Country Remarks
ID Date Date
‘ 200001148 |Taizul islam Tulu 01-03-2020 | 15-03-2020 Official Pre Shipment United Kingdom Successfully done
\ 200001149 |Taizul isiam Tuluy 01.03-2020 | 10.02.2020 Official Pre Shipment  |United Kingdom Test comment
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D. Report Action Bar will be appeared on the report as below initially -

Cmn > — + 8 U ="l o

Actions are chronologically organized as below.
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR-901.13 Transfer List Report (Periodic)

To generate Transfer List Report (Periodic), please follow the steps below:

A. Open “HR Report Landing Page” through “Access to Report Tab".

B. Choose "Employee Transfer Report” from HR Report Page.

The following Report Calling page will be appeared.

Edit - Employee Transfer Repart g
Transfer Date Filter
Office ',f"":_ D | 160 [ Office Name : Rajshahi Power Plant
From Date '; 01-04-20 [ o To Date 30-04-20
A F =
Send to.. Print Preview Cancef
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.
e Office Code: 160
Office Name will be populated by the system.

2. Choose Date from the calendar by clicking on | ™ | button.
e From Date: 01-04-20
e To Date: 30-04-20

3. Choose Send to take it on PDF, Excel And Word

b Choose file type...

®EPDF Document

e C(lick "OK" after select an option.
e Click "Cancel” to cancel this page
4. Choose Print to print the document.
5. Choose Preview to preview the document.

6. Choose Cancel to close this page.

7. Clickon ¥ button to make it full page.
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The following Report will be appeared.

P o0 TS Oatw: 060420
) Lo L)
=
Sample Power Company
Employee Transfer Report
From Dese = 00.01.2000
To Oate o020
[Empioyes | Employse Name | Office Name  [Transfer Curr. Dopartment | Curr, Dasig New Depa New De Memo No.
i‘ [ Effoctive
Date
200001012 W Bultu 40ssen RANshan: Power 29-33.2020 Office Sssntam Leperr Trangter KHA1211a
| )
00001024 |Wr Swwpor Ruphate 2paw 20205020 Drrowr (Lt [y e SR
Pt
Appraved By Authonzeq By

D. Report Action Bar will be appeared on the report as below initially -

<y

09000000000

— + & [

Actions are chronologically organized as below.

1. Previous Page
2. Next Page
3. Zoom Out
4. Zoom In
5. Fit page to window width
6. Fit full page in window
7. Select Text
8. Pan the document
9. Download to file
10. Print
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HR-901.15 Employee Termination List Report (Periodic)
To generate Employee Termination List Report (Periodic), please follow the steps below:
A. Open “HR Report Landing Page” through “Access to Report Tab".

B. Choose "Employee Termination Report” from HR Report Page.

ion Report I__/_‘

Office ‘: [ 160 Office Name : Rajshahi Power Plant
Employee f,:'; | 200001133 " Employes Name : Md. Borhan Shaikh

Termination Start Date Filter

= | T 1 - -
From Date & |01-04-20 | Ta Date | 20-04-20
i e e =3
bt = = =
Send to_ Print Praview Cancel
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.
e Office Code: 160
Office Name will be populated by the system.

2. Choose Employee ID from the dropdown by clicking on | ™ | button.
e Employee ID: 200001133

Employee Name will be populated by the system.

3. Choose Date from the calendar by clicking on || button.
¢ From Date: 01-04-20
e To Date: 30-04-20

NOTE
Here we can see date wise terminated employee.

4. Choose Send to take it on PDF, Excel And Word.

o Choose file type...
SEPDF Document

Microsoft Word Document

e C(lick "OK" after select an option.
e C(lick "Cancel” to cancel this page
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Clickon ¥ button to make it full page.
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The following Report will be appeared.

AL

S0 e 2T
@ JEisi

Sample Power Company

Date: 05-04-20

Employee termination report for Rajshahi Power Plant Office

Employee Employee Name Designation Termination Date|Cause of Change Handover
ID Termination to
200001132 |Md. Borhan Shaikh Junior Assistant Manager 02-04-2020 Business Operational 200001043
Cost Minimization

D. Report Action Bar will be appeared on the report as below initially -

_—

N

=

Actions are chronologically organized as below.

1. Previous Page

Next Page

Zoom Out

Zoom In

Fit page to window width

Select Text

Pan the document

2
3
4
5
6. Fit full page in window
7
8
9

Download to file

10. Print

Techvision
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HR-901.16 Employee Promotion Report
To generate Employee Promotion Report, please follow the steps below:

A. Open “HR Report Landing Page” through “Access to Report Tab".

B. Choose "Employee Promotion Report” from HR Report Page.

The following Report Calling page will be appeared.

Edit - Employee Promotion Report P
Filter Critena
Office ] 160 + Office Name | Rajshahi Power Plant
Emplayee i,?,,j | 200007037 Employee Name: Mahadi Hassan

& .
Promaotion Date Filter
Start Date \_;i | 01-04-20 “ | End Date 30-04-20 ™
o i) 6 7
Sendto.. Print | Preview Cancel
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.
e Office Code: 160
Office Name will be populated by the system.

2. Choose Employee ID from the dropdown by clicking on | ™ | button.
e Employee ID: 200001037

Employee Name will be populated by the system.

3. Choose Date from the calendar by clicking on || button.
e From Date: 01-04-20
e To Date: 30-04-20

4. Choose Send to take it on PDF, Excel And Word.

'l e Fila #o
d Choose file type...

®¥PDF Document

sCnNeqgule...

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Clickon ¥ button to make it full page.
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The following Report will be appeared.

(5 o

WY ST
=

Sample Power Company

Date: 05-04-20

-20 to 30-04-20

Employee promotion report for Rajshahi Power Plant Office and promotion date from 01-04

Employee I} |Employee HName| Promotion Date Current Proposed Remarks
Designation Designation
20000903 7ss Mahadi Hzssan 01-04-20 Junior Assistant Manager Hard Worker
Wsnaper

D. Report Action Bar will be appeared on the report as below initially -

Actions are chronologically organized as below.
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR-901.17 Employee Retirement Details Report
To generate Employee Retirement Detail Report, please follow the steps below:

A. Open “HR Report Landing Page” through “Access to Report Tab".

B. Choose "Employee Retirement Details Report” from HR Report Page.

The following Report Calling page will be appeared.

Edit - Employes Retirement Det Report Ei"

Filter Criteria

i - =

Office By (150 | Office Name': Rajshahi Power Plant
e 1

Employee -0 200001031 [l = | Employee MName Bodinuzzaman

Retirement Date Filter

From Date Bl 010420 .| | To Date 30-04-20

r e

a ]

E=h S —
Send to Primt Pravisw Cancel
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on

e Office Code: 160

Office Name will be populated by the system.

2. Choose Employee ID from the dropdown by clicking on

e Employee ID: 200001031

button.

button.

Employee Name will be populated by the system.

3. Choose Date from the calendar by clicking on
e From Date: 01-04-20
e To Date: 30-04-20

4. Choose Send to take it on PDF, Excel And Word.

button.

Choose file type...

jd @

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Clickon ¥ button to make it full page.

The following Report will be appeared as below.

Techvision
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-t
-

©

oo
PR R 8 [ 111

‘;@ iz

==

Sample Power Company

Degti: 0:5-0£-20

Retirement report for Rajshahi Power Plant Office and retirement date from 01-04-20 to 30-

04-20
Employee |Employes Mame Crfice Mams Designation  |Age |Rstiement |FRetrement Reason
0 D=t
[ 200001031 | SodinEzaman Rajenanl Power Flard Managar 50 12-404-2020. | Owar Age

D. Report Action Bar will be appeared on the report as below initially -

Cmnm > — + &

[1]

Actions are chronologically organized as below.

1.

2
3
4
5
6.
7
8
9

Previous Page

Next Page

Zoom Out

Zoom In

Fit page to window width
Fit full page in window
Select Text

Pan the document

Download to file

10. Print

Techvision
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HR-901.18 Upcoming Retainment Report

To generate Upcoming Retirement Report, please follow the steps below:

A. Open “HR Report Landing Page” through “Access to Report Tab"..

B. Choose "Upcoming Retirement Report” from HR Report Page.

m
[
1

M
=
—
(]
.I-'l
i
i

Filter Criteriz

Office &

Employes N

Office Mame !
R = L

Employee Ma...

Techvision
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.

Office Name will be populated by the system.

2. Choose Employee ID from the dropdown by clicking on || button.

Employee Name will be populated by the system.

3. Choose Date from the calendar by clicking on | | button.
e From Date: 05-04-20
e To Date: 31-12-21

4. Choose Send to take it on PDF, Excel And Word.

't ca Fila #u
hd Choose file type...

1

S¥PDF Document

e Click "OK" after select an option.

e Click "Cancel” to cancel this page

5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Clickon ¥ button to make it full page.
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The following Report will be appeared as below.

(2 e =T
e

Sample Power Company

Date: 05-04-20

Upcoming retirement report for Office and upcoming retirement date from 05-04-20 to 31-

12-21
Employee ID |Employee Name Designation Birth Date  |Retirement Reason
Date
200001143 K.B.M. Amin Ullah Patoary Driver {Light) 01-01-81 01-01-21

D. Report Action Bar will be appeared on the report as below initially -

Actions are chronologically organized as below.

1. Previous Page
2. Next Page
3. Zoom Out
4. Zoom In
5. Fit page to window width
6. Fit full page in window
7. Select Text
8. Pan the document
9. Download to file
10. Print
Techvision Page 734 of 834



User Manual for HR Module, ERP System for Power Division

HR 901.19 Employee Disciplinary Action Report
To generate Employee Disciplinary Action report, please follow the steps below

A. Open "HR Report Landing Page” through “Access to Report Tab”

B.Choose "Employee Disciplinary Report” from HR Report Page.

The following Report Calling Page will be appeared.

Edit - Emp: Disciplinary Action Rpt &
Filter Criteria

F 1 |
Office By | 160 Office Mame | Rajshahi Power Plant
Employee .;’;, | 200001065 ” Empioyee Name: Shaki Binte Chowd...
Date Filter

______ " Yo —

Sitart Date el | 01-04-20 | £nd Diate

= |

Send 1o Frint Sravigw Cancal
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.
e Office Name: 160

Office Name will be populated by the system.

2. Choose Employee ID from the dropdown by clicking on | ™ | button.
e Employee ID: 200001065

Employee Name will be populated by the system.

3. Choose Date from the calendar by clicking on || button.
e From Date: 01-04-20
e To Date: 30-04-20

4. Choose Send to take it on PDF, Excel And Word.

o Choose file type...

®EPDF Document
Microsoft Word Document
Microsoft Excel Document

Schedule...

“ widic

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Clickon ¥ button to make it full page.
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The following Report will be appeared.

@ oy xlﬁ]i[rﬂ. Date: 05-04-20
Ry bl
=

Sample Power Company

Employee disciplinary action report for Rajshahi Power Plant Office and disciplinary date
from 01-04-20 to 30-04-20

'Employee Employee Name Designation Action Cause of Action JAction Action
ID Date Effective From |Effective Till
200001085 ‘Shaki Binte Chowdhury FPlant Manager O4-05-2020 | Censure! Written 04-02-2020 '34{'9—2[12-3;
Waming
Approved By Authorized By

D. Report Action Bar will be appeared on the report as bellow initially-

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 901.20 Employee Resignation Report

To generate Employee Resignation report, please follow the steps below

A. Open "HR Report Landing Page” through “Access to Report Tab”

B. Choose “"Employee Resignation Report” from HR Report Page.

Filter criteria

Edit - Employee Resignation Report

4

Office \_i | 160 [ | ‘ Office Name : Rajshahi Power Plant
Resignation Date Filter
Start Date &2 01-04-20 | . ‘ End Date 30-04-20

Preview Cancel

| Sendto.. | | Print

Techvision
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.
e Office Name: 160

Office Name will be populated by the system.

2. Choose Date from the calendar by clicking on | ™ | button.
e From Date: 01-04-20
e To Date: 30-04-20

3. Choose Send to take it on PDF, Excel And Word.

e Choose file type...
®¥PDF Document

Microsoft Word Document

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
4. Choose Print to print the document.
5. Choose Preview to preview the document.

6. Choose Cancel to close this page.

7. Clickon ¥ button to make it full page.
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The following Report will be appeared.

A

Sample Power Company

Date: 05-04-20

04-20 to 30-04-20

Employee resignation report for Rajshahi Power Plant Office and resignation date from 01-

|Employee ID

Employee Name

Designation

Reg. Date

Reg. Reason

1200001104

Md. Mamunur Rashid

Manager

422020

Seif

. Report Action Bar will be appeared on the report as bellow initially-

Actions are chronologically organized as below

1. Previous Page
2. Next Page
3. Zoom Out
4. Zoom In
5. Fit page to window width
6. Fit full page in window
7. Select Text
8. Pan the document
9. Download to file
10. Print
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HR 901.21 Employee Probation Period Report

To generate Employee Probation Period report, please follow the steps below

A. Open “HR Report Landing Page” through “Access to Report Tab”

B. Choose "Employee Probation Period Report” from HR Report Page.
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.
e Office Name: 101

Office Name will be populated by the system.

2. Choose Employee Name from the dropdown by clicking on | | button.

Employee Name will be populated by the system.

3. Choose Date from the calendar by clicking on | ™ | button.
e From Date: 01-04-19
e To Date: 31-03-20

4. Choose Send to take it on PDF, Excel And Word.

el FERE M Vg
b Choose file type...

S¥PDF Document

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Clickon ¥ button to make it full page.
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The following Report will be appeared.

e g sy Diate: 05-04-20
Tomn
=

Sample Power Company

Employee resignation report for Rajshahi Power Plant Office and resignation date from 01-
04-20 to 30-04-20

|Employee 1D Employee Name Designation Rep. Date Reg. Reason

1200001104 Md. Mamunur Rashid Manager 4-2-2020 Seif

D. Report Action Bar will be appeared on the report as bellow initially-

L. AU O . . . . . . . .

< > — + a8 [0

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 901.22 Organogram Wise Reporting Employee Report
To generate Organogram Wise Reporting Employee report, please follow the steps below

A. Open “HR Report Landing Page” through “Access to Report Tab”

B. Choose "Organogram Wise Reporting Employee” from HR Report Page.

Jrganogram 4 JRGOC0026 Designation Name Supenntendenting £

e
(

(en)
L)
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on
e Office Name: 160

Office Name will be populated by the system.

2. Choose Organogram from the dropdown by clicking on
e Organogram Code: ORG000026
Designation Name will be populated by the system.

3. Choose Send to take it on PDF, Excel And Word.

Choose file type...

®EPDF Document

Microsoft Word Document

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
4. Choose Print to print the document.
5. Choose Preview to preview the document.

6. Choose Cancel to close this page.

7. Clickon ¥ button to make it full page.

button.

button.

Techvision
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The following Report will be appeared.

D

Ry bl

Sample Power Company

Date: 13-04-20

Organogram Wise Reporting Employee Report

Organogram Code : ORGLOIN2E

Employese Name Office Name Designation

Joining Date

Retirement
Date

Job Type Job Status

D. Report Action Bar will be appeared on the report as bellow initially-

i > — + & [

09000000000

SR =

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print

Techvision
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HR 901.23 Reporting Office Report

To generate Reporting Office report, please follow the steps below

A. Open “HR Report Landing Page” through “Access to Report Tab”

B. Choose "Reporting Office Report” from HR Report Page.

Filter criterna

Office Office Name
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.

Office Name will be populated by the system.

NOTE

Here we did not give any Office code, because in report we show full Reporting office cycle.

2. Choose Send to take it on PDF, Excel And Word.

iSchedule...

e Click "OK" after select an option.
e Click "Cancel” to cancel this page.
3. Choose Print to print the document.
4. Choose Preview to preview the document.

5. Choose Cancel to close this page.

6. Clickon “ button to make it full page.
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The following Report will be appeared.

) Date: 05-04-20
0 v VY i

SIS

Sample Power Company

Office Tree

Office Name:

Barisal Power Plant

Chittagong Power Plant

Corporate Office

(Office of Chief Engineer

(Office of Deputy General Manager

Office of Executive Direcior

Office of Genersal Manager

(Office of Manager

(Office of Managing Director

Rajshahi Power Plant

Hhuina Power Plant
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D. Report Action Bar will be appeared on the report as bellow initially-

09000000000

Cmnm > — + Gl = " & o

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 901.24 Vacancy Report

To generate Vacancy report, please follow the steps below

A. Open “HR Report Landing Page” through “Access to Report Tab”

B. Choose "Vacancy Report” from HR Report Page.

The following Report Calling Page will be appeared.

Edit - Vacancy Report e
Filter Criteria
Office Office Name : Office of Manaain...
Designation: Designation Na... Driver (Light)
i 4 3 3
Send to.. Print Preview Cancel
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on
e Office Code: 101
Office Name will be populated by the system.

2. Choose Designation ID from the dropdown by clicking on
¢ Designation Code: 530
Designation Name will be populated by the system.

3. Choose Send to take it on PDF, Excel And Word.

'l e Fila #o
b Choose file type...

®¥PDF Document

Microsoft Word Document
Microsoft Excel Documer
Schedule...

e Click "OK" after select an option.
e Click "Cancel” to cancel this page.
4. Choose Print to print the document.
5. Choose Preview to preview the document.

6. Choose Cancel to close this page.

7. Clickon ¥ button to make it full page.

button.

button.

Techvision
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The following Report will be appeared.

. T g e Date: 05-04-20

-

Sample Power Company

Vacancy Report

Office Designation Sanctioned Posts Filled Posts Vacant Fosts
Total

Officz of ktanaging | Srivar (Ligha) 1 a 1

Ciractor |
Total i a 1
Tota: 1 a 1)

D. Report Action Bar will be appeared on the report as bellow initially-

=

T S S
+ S =T 4

Actions are chronologically organized as below

—_

Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 901.25 Employee Job Description Report

To generate Employee Job Description report, please follow the steps below

A. Open “HR Report Landing Page” through “Access to Report Tab”

B. Choose "Employee Job Description Report” from HR Report Page.

The following Report Calling Page will be appeared.

Edit - Job Description List Vi
Filter Criteria
Office & | 101 Office Name : Office of Managin...
Organogram §3 | orGO0004 Designation Na... Driver (Light)
Send to Print | Preview | Cancel |
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.
e Office Code: 101
Office Name will be populated by the system.

2. Choose Organogram Code from the dropdown by clicking on | ™ | button.
e Organogram Code: ORG00004
Designation Name will be populated by the system.

3. Choose Send to take it on PDF, Excel And Word.

hd Choose file type...

S¥PDF Document

Microsoft Word Document

Schedule...

e C(lick "OK" after select an option.
e Click "Cancel” to cancel this page
4. Choose Print to print the document.
5. Choose Preview to preview the document.

6. Choose Cancel to close this page.

7. Clickon ¥ button to make it full page.
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The following Report will be appeared.

Job Déscri pticn -C l:l-l:iE

’@ o e 2 Date: 05-04-20
. . - x u'. ”
Sample Power Company
Job Description List
Organogram Code - ORE0I0I004

Job Description

Crganizing fraved by baoking accammodations and reesrvations nesds 3& regulred.

Carrying out vehicis mainienanca chacks

Plckimg up ofMica purchaees or olher adminietrative nesds

nearacting with cllents in 3 piofesslonal conduct

| Upda¥ing monily miesge reconds
b4 Mainiaining an crganized travel schedule.
Approved By Authorized By
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D. Report Action Bar will be appeared on the report as bellow initially-

- W W W W W W

=T: v =

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 901.26 Employee Phone Number Report

To generate Employee Phone Number report, please follow the steps below

A. Open “HR Report Landing Page” through “Access to Report Tab”

B. Choose "Employee Phone Number Report” from HR Report Page.

td Er ee P @ Ta A
Edit - Emplc - 4
er Critena
7
Offy ‘\_'_, O Offic X
%
ployee A | 200001005 mployee Nas Abdur Razzak
&
£h AR £ =3
4 S 6
— < <> tAC
Sale] oW 4
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on
e Office Code: 105
Office Name will be populated by the system.

2. Choose Employee ID from the dropdown by clicking on
e Employee ID: 200001005
Employee Name will be populated by the system.
3. Choose Send to take it on PDF, Excel And Word.

Chooce: fila v
hd Lhoose Tlie type...

®¥PDF Document

e Click "OK" after select an option.
e Click "Cancel” to cancel this page.
4. Choose Print to print the document.
5. Choose Preview to preview the document.

6. Choose Cancel to close this page.

7. Clickon ¥ button to make it full page.

button.

button.

Techvision
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The following Report will be appeared.

N 7 1 :
= e X ) am Date: 05-04-20
-\& Y- SIS

Sample Power Company

Employee Phone No.

Employee Id Employee Names Employee Phone No
200001005 Abdur Razzak 01787346464

D. Actions are chronologically organized as below.

0000000000

K> — + g0l =Fh o

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 901.27 Employee House Loan Report

To generate Employee House Loan report, please follow the steps below

A. Open “HR Report Landing Page” through “Access to Report Tab”

B. Choose "Employee House Loan Report” from HR Report Page.

The following Report Calling Page will be appeared.

Edit - House Loan Report

Filter Criteria

Office *|| Office Name :
Employee * Employee Ma...
Cutstanding ... 0
Cutstanding ... 0
Send to... Print Preview Cancel
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.
o Office Code:
Office Name will be populated by the system.

2. Choose Employee ID from the dropdown by clicking on | ™ | button.
e Employee ID:
Employee Name will be populated by the system.
3. Choose the Out Standing Loan as per your requirement.
e Out Standing Loan:
4. Choose the Out Standing Interest as per your requirement.
e Out Standing Interest:
5. Choose Send to take it on PDF, Excel And Word.

r e filo
hd Choose file type.

®¥PDF Document
Microsoft Word Document
IMicrosoft Excel

...........

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
6. Choose Print to print the document.
7. Choose Preview to preview the document.

8. Choose Cancel to close this page.

9. Clickon ¥ button to make it full page.
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The following Report will be appeared.

=4 gt 3 TN Cute: 230322

1‘: ST

Sample Power Company

D. Report Action Bar will be appeared on the report as bellow initially-

0000000000

Cmm > —+ 80l =8 I o

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 901.28 User Usage Report

To generate User Usage report, please follow the steps below

A. Open “HR Report Landing Page” through “Access to Report Tab”

B. Choose “User Usage Report” from HR Report Page.

The following Report Calling Page will be appeared.

Edit - User Usage Report /
Filter Criteria
From Date 'i,' 01-04-20 To Date 05-04-20
Office Office Name :
User

& l’(‘cl.-‘jl’ f

S = i L

| Send to... | Print | Praview | Cance
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C. Provide below information to view report successfully.

1. Choose the Date from the calendar by clicking on | | button.
e From Date: 01-04-20
e To Date: 05-04-20

2. Choose the Office from the dropdown by clicking on | ™ | button.
Office Name will be populated by the system.

3. Choose User ID from the dropdown by clicking on | | button.

User Name will be populated by the system.

NOTE

Here we did not select any office or user, Because we show full organization user report.

4. Choose Send to take it on PDF, Excel And Word.

e Click "OK" after select an option.
e Click "Cancel” to cancel this page.
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Clickon ¥ button to make it full page.
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The following Report Calling Page will be appeared

i 97y — Data: 05-04-20
- : X ErEma
£ B
=
Sample Power Company
User Usage Report From 05-03-20 To 05-04-20
Manth User Name Total Insertion Total Deletion Total Medification
HR_ADMIM_SPOL a o 1
Dpooc HR_USER_BPOL a o 1
EUFER_ADMIN 5 ] 0

D. Report Action Bar will be appeared on the report as bellow initially-

_ W W W W W W

=T v

Actions are chronologically organized as below

—_

Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 901.29 User Usage Time Report

To generate User Usage report, please follow the steps below

A. Open “HR Report Landing Page” through “Access to Report Tab”

B. Choose “User Usage Time Report” from HR Report Page.

Eait - User Usage Time Report |/I
Filter Criteria

- h . i .
Office Y 101 Office Name : Cffice of Managin...
Start Date &) | 13-03-20 End Date &) | 13-04-20

‘%-'.7 - L |
N f::'; 3 i =
Send to. Print Previe Ca
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C. Provide below information to view report successfully.

1. Choose the Office from the dropdown by clicking on | | button.
e Office Code: 101
Office Name will be populated by the system.

2. Choose the Date from the calendar by clicking on | | button.

e Start Date: 13-03-20

3. Choose the Date from the calendar by clicking on | ™ | button.
e End Date: 13-04-20
4. Choose Send to take it on PDF, Excel And Word.

SCnheagule...

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Clickon ¥ button to make it full page.
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The following Report will be appeared.

(5 e
W zwms

Sample Power Company

Cate: 15-04-20

User Usage Time Report From 13-03-20 To 13-04-20

User Name

Dwration

181311052

2 minuies.

FiA_ADKMIN_ARPSCL

1 hour 14 minutas

=A_ADMIN_ERES

32 minutas

FA_ADMIN_CPEIEL

5 hours 28 minut2s

FA_ADMIN_DPOC

5 minutes

FA_ADMIN_NWPGCL

1 day 7 howe 52 minules

FA_ADMIN_RPCL

1 hour 28 minutas

Fis_ADMIN WZPDCL

4 hurs

FA_LUSER_APSCL

1 hour £ minwies

F&_USER BREB 5 hours 24 minut2s
FA_USER_WZFDCL 3& minutes
FINANCE_ADMIN_ARSCL 10 minutes
FINANCE_ADMIN_ERPL S minules
FIMANCE_ADMIN_CPGCEL 4 minutes

FIMANCE_ADMIN_NWRGCL

1 hiour 5& minutes

HR_ADMIN_APSCL

3 days £ hows § minuize

HR_ACMIN_SFOE

HR_ADMIN_SPOL

5 days 17 hours 20 minutae

4R_ADMIN_SRZE

5 days 2 howre 10 minutes

HR_ADMIN_SRAL

2 days 1E hours 34 minut2e

HR_ADMIM_CRGCSL

7 hours 26 minutes

HR_ADMIN_DESCO

1 day 2 howe 54 minutes
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D. Report Action Bar will be appeared on the report as bellow initially-

0000000000

Cmn > — + 8= o

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 901.30 Outside BD Report

To generate Outside BD report, please follow the steps below

A. Open “HR Report Landing Page” through “Access to Report Tab”

B. Choose "Outside BD Report” from HR Report Page.

The following Report Calling Page will be appeared.

Edit - Outside BD Report I/'
Designaticn oy 240 ‘ Designation Na... Assistant Manager
Purpose 6 ‘ Purpose Name : Pre Shipment
-
Country UK ‘ Country Name: United Kingdom
-
Start Date 05-04-19 ‘ End Date 05-04-20
-
- = - -
Send to.. Print Preview Cance
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C. Provide below information to view report successfully.

1. Choose the Designation Code from the calendar by clicking on | ** | button.
¢ Designation Code: 240

Designation Name will be populated by the system.

2. Choose the purpose from the dropdown by clicking on | | button.
e Purpose Code: 06
Office Name will be populated by the system.

3. Choose Country Code from the dropdown by clicking on | | button.
e Country Code: UK

Country Name will be populated by the system.

4. Choose Date from the calendar by clicking on || button.
e Start Date:05-04-19
e End Date:05-04-20

5. Choose Send to take it on PDF, Excel And Word.

e Choose file type...

®¥PDF Document

e Click "OK" after select an option.
e Click "Cancel” to cancel this page.
6. Choose Print to print the document.
7. Choose Preview to preview the document.

8. Choose Cancel to close this page.

9. Clickon ¥ button to make it full page.
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The following Report will be appeared.

v i sy Date: 05-04-2020
o
‘_—r,l

Sample Power Company

Employee Outside BD Report From 05-04-2019 to 05-04-2020

Total Employee © 1

Organization |Office Hame Designation [Employee ID |Employee Hame Purpose Country |5Iart Date End Date
Taizul Isiam Tulu Prz Shipment Unit=d Kingdom |I]1-I-7,222l: 10-03-2020
EFOL Office of Executive Dirsctor Assiztant Manager 2002140
Total 1

D. Report Action Bar will be appeared on the report as bellow initially-

_ W W W W W W

=T: b

=

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2.

3.

4.

5.

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR-902 How To: Generate Payroll Reports

Introduction

This section lists and demonstrates how to generate Payroll related Reports of HR. This section

contains -

HR-902.1 Salary Statement report

HR-902.2 Yearly Salary Report

HR-902.3 Monthly net Salary Report

HR-902.4 Bonus Statement Report

HR-902.5 Employee Pay Slip

HR-902.6 Employee TDS Report

HR-902.7 Employee Loan Report

HR-902.8 Employee Provident Fund Details Report
HR-902.9 Provident Fund Summary Report
HR-902.10 Employee CPF History Report
HR-902.11  Voucher List Report

HR-902.12  Employee Wise Income Tax Deduction
HR-902.13  EFT Report

Roles

e Module Admin / User

Techvision
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HR 902.1: Salary Statement Report

To generate Salary Statement Report, please follow the steps below:

"

A. Open “HR Report Landing Page” through “Access to Report Tab".
B. Choose “Salary Statement Report” from HR Report Page.

UV N — oo marvasy e [ e—— [P
!!!! Gt ! Code et

E— [ [P vy —— atet et | v iy ar
e iy Pt - ~— e ~— - (R
——

The following Report Calling page will be appeared.

~—— R ] e e ——a -y
e I ~p- R aaaapy e b ~

Edit - Salary Statement Deta y
Filter Criteria

- _ _
Office & 1 g Office Name ! Office of Managin...

= 5 N
nclude Child C".‘:gf_’ Empioyment Typesesl v
Year (3] 2020 Morth £ | 2o ¥ |
6 i ‘g
i e w =
Sand 1o ni = Cancal
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C. Provide below information to view report successfully.

Choose the Office Code from the calendar by clicking on | | button.
e Office Code: 101
Office Name will be populated by the system.

Choose the Include Child office from the Tick mark oration by clicking on

button.

NOTE

Mark in this box, you can generate parents’ office with its including child offices.

Choose Year as per your choice.

e Year: 2020

Choose Employment Type from the Dropdown by clicking on "l button.

NOTE

From here, you can divide Officers and stuff salary in a single click.

Choose Month from the Dropdown by clicking on "l button.
¢ Month: April
Choose Send to take it on PDF, Excel And Word.

fal | e Fila #o
b Choose file type...

®¥PDF Document

e Click "OK" after select an option.

e Click "Cancel” to cancel this page.
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10.

Choose Print to print the document.

Choose Preview to preview the document.

Choose Cancel to close this page.

Click on button to make it full page.

The following Report will be appeared.

T Date 10.04.20
- . M e
=
Sample Power Company
Salary Statement Report For The Month Of April - 2020
Housse Shin CPF | Kriscop
Mesca Other Othar
SLNe. 1| Empicyes name| OmcaMame | Designaion | ToE | masic | S8 Nasewan| RSO0 | 0 LB | atowa [ Gpose [PecRons Dedueti | Net Pay
o =, ce =) o don n n on
{  [poooaren 031 ekt At Lt | O STMIIIG |y rg Dirmctr [ O e 1000, i3] 2 oo 213 axe 20 z =
20000108 oz st & Mamnsy | D852 SHWISG |yt Erpoee [ oticer vuos|  seem) =om war] oo oot 230 120] scea
scccoresy | 1ioes MO ASSbn N ORS AMISNG |ores Secutary | man oz wm]| @l wow| mw] o= aoms = ™ s400
+  |ooocan wom :’ A’“’" o W™ | s Sacrtary [ 20t stm| e |  som wea| s @ I m se504
200001008 1100¢ Azares azae g"""“"""’ Oomenr (Lihr) 2att o] v 3 30m 0 w4 4xea %3 =, )
o |soccorase 105 s “’:“ S S Mtag | e (L) P o3| 13000 2000] 2000 w0 00 40040 2000| | 0800
200001 W1 nm Sexran Faryz e W27 | e (i Py zome| e 18] 20m 40 e a3 0| = PPy
s fooonress  |rmm ot s |OFee SHMIEIG | Dovar (Lo 2att | 1en) a3 som o) s axen ey =| A
Total Basic = 4,20,139.00 Allowance =3,61,541.00  Gross =7,71,680.00 Deduction = 42,715.00 Tax =0.00 Net = 7,28,955.00
Approved By Authorized By
Page tof 1
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D. Report Action Bar will be appeared on the report as bellow initially-

0000000000

Cin > — + 8 0l = " & o

Actions are chronologically organized as below
11. Previous Page
12. Next Page
13. Zoom Out
14. Zoom In
15. Fit page to window width
16. Fit full page in window
17. Select Text
18. Pan the document
19. Download to file

20. Print
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HR 902.2: Yearly Salary Report

To generate Yearly Salary Report, please follow the steps below:

A. Open "HR Report Landing Page” through “Access to Report Tab".
B. Choose "Yearly Salary Report” from HR Report Page.

Edit - Employee Yeariy Salary Report I/‘_"
Filter Cretria
Office I Office Name: Office of Managing ...
Employes Employee Name: MD. Abdulizh Al Ma...
Salary Year

"4 i G iy

- - = -
Send to_ rin Pravisw Cancel
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C. Provide below information to view report successfully.

1. Choose the Office Code from the calendar by clicking on
e Office Code: 101
Office Name will be populated by the system.

2. Choose the Employee from the calendar by clicking on
e Employee Code: 200001007
Employee Name will be populated by the system.
3. Choose Salary Year as per your choice.
e Year: 2019
4. Choose Send to take it on PDF, Excel And Word.

o T —
bt Choose file type...

SEPDF Document

Microsoft Word Document

EMicrosoft Excel Document

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Click on button to make it full page.

button.

button.
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The following Report will be appeared.

T Dale: 1004:20
; 1.
; i @ Suma
1 _'
| =&
1 \

Sample Power Company
Salary Statement Of MD. Abdullah Al Mamun For The Year 2019
Type January | February | March April May June July August | September | October | November | December
Basic 2120 120 20120 2120 2120 2120 29120 20120 20120 2120 20120 2120
Eleckricity Alowance 1083 1083 1083 1083 1083 1083 1083 1083 1083 1083 1083 1063
House Rent Alowsnce 17412 17472 17472 17472 42 17472 17472 17472 17472 17472 17472 17472
Medical Aowance 212 212 2912 212 212 212 212 212 212 2012 212 212
Shift Duty Allowance 4368 4368 438 4388 4363 | 4388 4368 4368 438 4368 4368
L‘:‘:"""‘”" 3000 3000 3000 3000 3000[ 3ooo| 3000 3000 3000 3000 3000 3000
ance
Other Allowance 0 0 0 of 0 o| 0 0 0 0 0 0
Gross §7988 57888 57958, 5788 57955 sross|  srass 57988 87955, 5795 57988, 57985
CPF Personal
i 2012 2912 2912 212 212 212 212 212 212 2012 212 212
Kriscop Fund
Dedhictn 7 7 75 7 7 7| 7% 1 % 75 75 7
Othet Deduction 0 0 0 0 0 ol 0 0 0 0 0 0
Other TDS 0 o| 0 0 0 o| 0 0 0 0 0 0
Net Py woss|  sioss]  sess]  sem|  sew woss|  sees| s sse| 5406 54880 54368
Approved By Authorized By
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D. Report Action Bar will be appeared on the report as bellow initially-

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 902.3: Monthly Net Salary Report

To generate Monthly Net Salary Report, please follow the steps below:

A. Open "HR Report Landing Page” through “Access to Report Tab".

B. Choose "Monthly Net Salary Report” from HR Report Page.

Edit - Monthly MNet Salary Report {7’
Filter Criteria
& | ) . .
Office By |01 Office Name Office of Managin...
Fry | 1 N My [ :
Salary Year & (2020 Salary Month &8 | April Y
S~ o~ -
4 g3 {:Jn .'
Send Print Previsw Cance
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C. Provide below information to view report successfully.

1. Choose the Office Code from the calendar by clicking on | | button.
e Office Code: 101
Office Name will be populated by the system.

2. Choose Salary Year as per your choice.
e Year: 2020

3. Choose Salary Month from the Dropdown by clicking on " button.
¢ Month: April

4. Choose Send to take it on PDF, Excel And Word.

e B P
e Choose file type...

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Clickon ¥ button to make it full page.
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The following Report will be appeared.

1 o Datte: 10.04.20
‘ o IUTTATS
A' 1 @ Sema
Sample Power Company
Employee Salary Report For The Month Of April Year - 2020
Office of Managing Director
Si. No. | Employee ID Employee Name Designation Net Pay
1 |200001003 Shaikh Abdul Latif |Menaging Directar 291213
2 200001004 Abdullah Al Marmun [Execusive Engineer 1,56 681
3 200001007 MD. Abdullah Al Mamun Office Secretary 54 968
“ 200001072 Md. Amirul Chowdbury Office Secretary 58,904
5 200001008 Aramul Hague Driver (Light) 41743
8 [z200001058 Md. Monjurul Chowdhury Driver (Light) 38880
7 200001141 Sabnam Farya Diriver (Light) 44 823
8 200001084 Md. Aktaruzzaman chowdhury Driver (Light) 41,743
Total 7,28 968
Approved By Authorized By
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D. Report Action Bar will be appeared on the report as bellow initially-

0000000000

Cin > — + 8 0l = " & o

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 902.4: Festival Bonus Statement Report

To generate Festival Bonus Statement Report, please follow the steps below:

A. Open "HR Report Landing Page” through “Access to Report Tab".

B. Choose "Bonus Transfer Report” from HR Report Page.

Send to_.

Sl

L

Edit - Bonus Transfer Report j
Filter Criteria
|"1.'.-
Office &Y | 101 Office Name : Office of Managin...
= |
Bonus ;"_' BONUSOO3 Bonus Name : Bengali New Year
Year &3 (2020
W L

4
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C. Provide below information to view report successfully.

1. Choose the Office Code from the calendar by clicking on | | button.
e Office Code: 101
Office Name will be populated by the system.

2. Choose the Bonus from the calendar by clicking on | | button.
e Bonus Code: Bonus003
Bonus Name will be populated by the system.

3. Choose Year as per your choice.
e Year: 2020

4. Choose Send to take it on PDF, Excel And Word.

e Choose file type...

®¥PDF Document

Microsoft Word Document

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Clickon ¥ button to make it full page.
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The following Report will be appeared.

o e

o

Sample Power Company

Date: 10-04-20

Officials and Staffs Bonus Transfer Report Of Bengali New Year For The Year 2020

Office of Managing Director

_ . - . Transfer
Debit Account Credit Account Employee ID Employee Name Designation Amount
T 1254231551 200001043 Ehalkn Abgul Latr 36,400
1254731535 200001007 MO Abdullah Al Mamun OfMica Secretary 5324
1254231558 200001005 Anamul Hagus 1328
P 1254231605 200901055 1d. Manjurul Shawdhury 4,000
;;f‘f;_ii[ﬁ;'* 1254231620 200001072 1d. Amirul Chowdhury Officz Secretary 5.208
chaks 520 Lic 1254231632 200001084 1d. Akiaruzzaman chowdnury 4,326
12332156778 :
Chaka Gank Lid 1254231642 20000104 Abduliah Al Mamun 18,200
12332156778
Enzka 2anc Ll 1254231858 20030114 £annam Farlya 4578
12332156778 :
Tatal 34,052
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D. Report Action Bar will be appeared on the report as bellow initially-

0000000000

Cin > — + 8 0l = " & o

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 902.5: Employee Pay Slip Report

To generate Employee Pay Slip Report, please follow the steps below:
A. Open “HR Report Landing Page” through “Access to Report Tab".
B. Choose "Employee Pay Slip Report” from HR Report Page.

Edit - Salary Pay Slip k_j"
Pay Slip Filter
Office 10 Office Name Office of Managing ...
Emplayee 200001007 Employee Name : MD. Abdullah Al Ma...
Year | 2020 Month @ | apiil v
€ i &a a
& WD L i
nd © n Cancel
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C. Provide below information to view report successfully.

1. Choose the Office Code from the calendar by clicking on
e Office Code: 101
Office Name will be populated by the system.

2. Choose the Employee Code from the calendar by clicking on
e Employee Code: 2000010107
Employee Name will be populated by the system.

3. Choose Year as per your choice.

e Year: 2020

4. Choose Month from the Dropdown by clicking on "l button.

e Month: April
5. Choose Send to take it on PDF, Excel And Word.

e Choose file type...

S¥PDF Document

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
6. Choose Print to print the document.
7. Choose Preview to preview the document.

8. Choose Cancel to close this page.

9. Click on button to make it full page.

button.

button.
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The following Report will be appeared.

Date: 11.04.20

Sample Power Company

Pay Slip For The Month of April - 2020

Office of Managing Director

Employee ID - 200001007 Samic -~ 2912000
Employee Name - MD. Abduliah Al Marman
Designabon : Office Secretacy

Salary Particulars | | Allowsnces [ Deductions
Bazc 2812000
Electricity Alowance 1.083.00
House Rent Allowance 1247200
Medical Alowanca 2mzm
Shit Duty Allowance 436800
Transpartation Allowance 3,000.00
CPF Personal Deduction 291200
Kriscop Fund Deduction so0
Total : 57,955.00 2.387.00
Net Payable - 54,968 { *** FIFTY FOUR THOUSAND NINE HUNDRED SIXTY EIGHT TAKA ONLY )

Accountant { Payroll )
Date: 11-04-2020

Assistant Director { Payroll )
Date: 11-04-2020
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D. Report Action Bar will be appeared on the report as bellow initially-

0000000000

Cin > — + 8 0l = " & o

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 902.6 Employee TDS Report

To generate Employee TDS Report, please follow the steps below:
A. Open "HR Report Landing Page” through “Access to Report Tab".
B. Choose "Employee TDS Report” from HR Report Page.

The following Report Calling page will be appeared.

Edit - Salary TDS Report (7’
Filter Criteria
Office Cffice Name : Office of Managin...
vear Month 3 April v
1 =
2 1 i
= L = L
Send 0. Print Preview Cancel
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C. Provide below information to view report successfully.

1. Choose the Office Code from the calendar by clicking on

e Office Code: 101
Office Name will be populated by the system.

2. Choose Year as per your choice.
e Year: 2020

3. Choose Month from the Dropdown by clicking on "I button.
¢ Month: April

4. Choose Send to take it on PDF, Excel And Word.

e Click "OK" after select an option.
e Click "Cancel” to cancel this page.
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Click on button to make it full page.

button.
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The following Report will be appeared.

G

Sample Power Company

Date 12-04-20

Income TAX Deduction Statement For The Month OF April - 2020

5l Mo. |Employee I Employes Hame Designation TIN Mo TDOS

1 200001141 Eatnam Fanya Drtwar {Light) 815518165671 2,300
2 200001094 Andullan Al Ksmun Executve Snginesr 7493835066595 4,500
3 200001054 1. Aktanzzaman chowdhury | Driver (Light] 2,100
2 200001072 1d. Amind Chowdhuny OMce Sacretary ST9735TE3220 3,100
-] 200001055 1. Manjurul Chowedhury Drtwar {Light) ETET44512098 2,000
=] 200001005 Anamul Haque Drivear {Light] E54247322710 2,100
T 200001007 MD. Andullsh Al Mamun OMce Sacnetary 2,500
-] 200001003 Zhalkn Abdul Laar Managing Direclor EfoLEdE14232 7.500

Tuotal 26,500

Aporoved By Authorized By
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D. Report Action Bar will be appeared on the report as bellow initially-

0000000000

Cmnm > — + 80l =£h I o

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 902.7 Employee Loan Report

To generate Employee Loan Report, please follow the steps below:
A. Open "HR Report Landing Page” through “Access to Report Tab".
B. Choose "Employee Loan Report” from HR Report Page.

The following Report Calling page will be appeared.

Edit - Loan Management Report lj"
Filter Criteria
Office Office Name :
Employee Employee Ma...
Year 2020
Month April v
Loan Category r
Send to.. Print Preview Cance
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C. Provide below information to view report successfully.

1. Choose the Office Code from the calendar by clicking on | | button.
o Office Code:
Office Name will be populated by the system.

2. Choose the Employee from the calendar by clicking on | | button.
e Employee Code:
Employee Name will be populated by the system.

3. Choose Year as per your choice.
e Year: 2020

4. Choose Month from the Dropdown by clicking on "l button.
e Month: April

5. Choose Loan Category from the Dropdown by clicking on "l button.
¢ Loan Category:

6. Choose Send to take it on PDF, Excel And Word.

bt Choose file type...

®EPDF Document

Schedule...

e Click "OK" after select an option.
e C(lick "Cancel” to cancel this page.
7. Choose Print to print the document.
8. Choose Preview to preview the document.

9. Choose Cancel to close this page.

10. Click on button to make it full page.
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The following Report will be appeared.

Date: 12-04-20

Sample Power Company

Report For The Month Of April - 2020

Loan Monthly
- Approval No. of Outstanding
Employea ID| Employes Name Designation Sate s:::lll:'l: Instalifhoiit Inz('a:‘lgn::?t Loan Amount
Approved By Authorized By

D. Report Action Bar will be appeared on the report as bellow initially-

9000000000

+ & 01 = " L e

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 902.8 Employee Provident Fund Details Report

To generate Provident Fund Detail Report of a specific employee, please follow the steps below:

A. Open "HR Report Landing Page” through “Access to Report Tab".
B. Choose “Provident Fund Details Report” from HR Report Page.

The following Report Calling page will be appeared.

Fllter Cretria
Office

Employee

Edit - Provident Fun

—"VJ

S

d Detalls Report

101

200001007

Office Name ;

Employee Name

Office of Managing...

MD, Abdullah Al M

Techvision
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C. Provide below information to view report successfully.

1. Choose the Office Code from the calendar by clicking on
e Office Code: 101
Office Name will be populated by the system.

2. Choose the Employee from the calendar by clicking on
e Employee Code: 2000010107
Employee Name will be populated by the system.
3. Choose Send to take it on PDF, Excel And Word.

hd Choose file type...

e Click "OK" after select an option.
e Click "Cancel” to cancel this page
4. Choose Print to print the document.
5. Choose Preview to preview the document.

6. Choose Cancel to close this page.

7. Clickon ¥ button to make it full page.

button.

button.

Techvision
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The following Report will be appeared.

) Date: 11-04-20
“fern ra TATS
TEnn
’ ~
Sample Power Company
Provident Fund Report Of MD. Abdullah Al Mamun
Employee ID Office Name Designation Joining Date | Personal Contribution | Company Contribution
200001007 Office of Managing Director | Office Secretary 06-13-2013 2912 0
Approved By Authorized By

D. Report Action Bar will be appeared on the report as bellow initially-

< > — + & [ &

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 902.9 Provident Fund Summary Report

To generate Provident Fund Summary Report of a specific office or full organization for a
specific period, please follow the steps below:

A. Open “HR Report Landing Page” through “Access to Report Tab".

B. Choose “Provident Fund Report” from HR Report Page.

The following Report Calling page will be appeared.

Edit - Provident Fund Report zﬁ
Filter Criteria
- - --‘I.:' [ | | - - -
Office By 101 Office Mame : Office of Managin...
Year & 2020 Manth &N | April ¥
= b |
4 1:'
<R = = o
Send {0, Print Preview Cance
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C. Provide below information to view report successfully.

1. Choose the Office Code from the calendar by clicking on | | button.
e Office Code: 101
Office Name will be populated by the system.
2. Choose Year as per your choice.
e Year: 2020
3. Choose Month from the Dropdown by clicking on "I button.
¢ Month: April
4. Choose Send to take it on PDF, Excel And Word.

hd Choose file type...

®IPDF Document
Microsoft Word Document
Microsoft Excel Document

Schedule...

“ s

e Click "OK" after select an option.
e Click "Cancel” to cancel this page.
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Click on button to make it full page.
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The following Report will be appeared.

- o Date: 11-04-20
| -
1= -
|52 &
| =
[
Sample Power Company
Provident Fund Report For The Month Of April - 2020
Office of Managing Director
Personal Company
Employee ID Employoe Name Designation Joining Date Contribution Contribistion
200001007 MD. Abculish Al Namun|OfMce Secresary $3-06-13 291z o
200001003 Srakh Abdul Latit Maraging Director 22.08-05 12200 0
200001007 IMD. Abculish Al Mamun|Offce Secresary 13-06-13 2912 o
200001008 Anamul Hague Drver (Light) 010303 21862 o
200001008 Anamul Hague Drver (Light) 01-0%-03 ] o
NS MSoojurul .
200001058 hawdhiry Diriver {Light) 07-08-05 2,000 o
200001072 IMd Amin Chowdhury |OfMice Secrefary 300715 3137 o
4. axtanzzaman
200001084 Sy Daver (Light) 03-12-18 2183 o
200001094 ALGSn A Mamun Executive Engneer 150805 2100 o
20000194 Sabnam Farya Ditver (Light) 02-05-16 233% o
200001003 Ehalkh Abau Latit Mamaging Direciar 22.08-05 18200 o
200001007 MO, Ancutiah Al Mamun|Office Secresary 13.06-13 2912 o
200001008 Anarmul Hague Drtver (Light) 010103 2183 o
200001008 lJAnarmul Hague Dirver (Light) 010703 0 o
Mg urul
200001068 e e Dirtver {Light) 07-08-05 2,000 o
200001072 luu Amind Chowdury |OfMce Secretary 30-07-15 3137 0
M4, Aktanzzaman
1200001084 claciadbuary Dirtver (Light) 03-12-18 2963 0
200001064 ADodian Al Mamun  |Executive Engneer 15-08-05 2.100 o
1200001141 Sabnam Farya Iorm:f {Light) 02.06-16 2339 o
Total 86,940 o
Approved By Authorized By
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D. Report Action Bar will be appeared on the report as bellow initially-

0000000000

Cin > — + 8 0l = " & o

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 902.10 Employee CPF History Report

To generate Employee CPF History Report, please follow the steps below:
A. Open “HR Report Landing Page” through “Access to Report Tab".

B. Choose "Employee CPF History Report” from HR Report Page.

" V1Y ” e s Aiagna Y Abc sk ‘-
v VO0100/ cmployee ivame 0. Abduliah Al Ma
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C. Provide below information to view report successfully.

1. Choose the Office Code from the calendar by clicking on
e Office Code: 101
Office Name will be populated by the system.

2. Choose the Employee from the calendar by clicking on
e Employee Code: 200001007
Employee Name will be populated by the system.
3. Choose Year as per your choice.
e Year: 2020
4. Choose Send to take it on PDF, Excel And Word.

1

e Click "OK" after select an option.
e Click "Cancel” to cancel this page.
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Click on button to make it full page.

button.

button.

Techvision
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The following Report will be appeared.

; Date: 11.04:20
| Nt T
4 @ Fwmn
Sample Power Company
Employee CPF History Report
Year Month Employee ID Employee Name Office Name Designation Detail Type Amount

2020 January 200001007 MD. Abduliah Al Mamun | Office of Managing Director Office Secretary Deduction 2912
Total Amount} 2012

2020 [February J200001007 |MD. Absutan Al Mamun  Office of Managing Dwector  [office Secratary  [Dectuction 2912)
Total Amount] 2912

2020 |March J200001007 |MO. Abdutah Al Mamun  [Office of Managing Director  [office Secretary  [Deduction 2912
Total Amount] 2912

2020 IN!! !200001007 IMD Abdulish Al Mamun |0f(|ce of Managing Director lthce Secretary |Deductm 2912
Total Amount] 2612

Approved By Authorized By

D. Report Action Bar will be appeared on the report as bellow initially-

T W T W W W S . =y ==

e

£—>

—

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 902.11 Voucher List Report

To generate Voucher List Report, please follow the steps below:

A. Open “HR Report Landing Page” through “Access to Report Tab".

B. Choose "Voucher List Report” from HR Report Page.

The following Report Calling page will be appeared.

Edit - Employee Voucher List Report /
Filter Criteria
Office I:l Office Name :
From Date * To Date
5 to.. Prin Preview Cancel
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C. Provide below information to view report successfully.

1. Choose the Office Code from the calendar by clicking on
o Office Code:
Office Name will be populated by the system.
2. Choose Date as per your choice.
e From Date:
e To Date:

3. Choose Send to take it on PDF, Excel And Word.

b Choose file type...

®UPDF Document
Microsoft Word Document

Aicr & cveal D iment
SMicrosoit Excel Document

ISchedule...

e Click "OK" after select an option.
e Click "Cancel” to cancel this page.
4. Choose Print to print the document.
5. Choose Preview to preview the document.

6. Choose Cancel to close this page.

7. Click on button to make it full page.

button.

Techvision
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The following Report will be appeared.

Diste: 13-04-20

S e
T

- |

Sample Power Company

Employee Voucher List From 01-04-2020 To 30-04-2020

Rajzhahi Power Plant

Voucher
Purpose

Voucher Date | Employee ID | Employee Mame Description Amount Type

Total

Approved By Authorized By

D. Report Action Bar will be appeared on the report as bellow initially-

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 902.12 Employee Wise Income Tax Deduction Report
To generate Employee Qualification Report, please follow the steps below:
A. Open “HR Report Landing Page” through “Access to Report Tab".

B. Choose "Employee Wise Income Tax Deduction Report” from HR Report Page.

The following Report Calling page will be appeared.

Edit - Person Income Tax Deduction /’

Filter Criteria

Office "1 1Rl Office Name : Office of Managing...
Employee &0 | 200001007 Employse Name : MD. Abdullah Al M...
Generation Date K | 071-04-20 - |ER

L i =
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C. Provide below information to view report successfully.

1. Choose the Office Code from the calendar by clicking on | | button.
e Office Code: 101
Office Name will be populated by the system.

2. Choose the Employee from the calendar by clicking on | | button.
e Employee Code: 200001007

Employee Name will be populated by the system.

3. Choose the Generation Date from the calendar by clicking on | | button.
e Generation Date: 01-04-20
4. Choose Send to take it on PDF, Excel And Word.

't ca fila #
b Choose file type...

®¥PDF Document

Microsoft Word Document
UMicrosoft Excel Document
Schedule

e Click "OK" after select an option.
e Click "Cancel” to cancel this page.
5. Choose Print to print the document.
6. Choose Preview to preview the document.

7. Choose Cancel to close this page.

8. Click on button to make it full page.
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The following Report will be appeared.

Date: 13-04-20

Office of Managing Director

Sample Power Company

Sample Power Company Telephane Ne:

O

- Email:
Employee ID  : 200001007
Memo No- Genaration Date : 01-04-20
Date: 13-04-20

Certificate of deduction of tax under section 50 (1B) on income chargable under the head "Salaries”

for the year ended as on 30-06-20

Name of the Name of the Designation Taxpayer's | Amount of Tax |Remarks
Employee Office Identification Deducted
Number (Taka)
MD. Abdullah Al Office of Managing Office Secretary 2800
Mamun Director

Taka in figure: ™ TWO THOUSAND NINE HUNDRED TAKA ONLY

Techvision
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D. Report Action Bar will be appeared on the report as bellow initially-

0000000000

Cin > — + 8 0l = " & o

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR 902.13 EFTN Report

To generate EFTN Report, please follow the steps below:
A. Open “HR Report Landing Page” through “Access to Report Tab".
B. Choose "EFT Report” from HR Report Page.

-y L Bre teow —— s e [—— ot o e
— — — - T - e

The following Report Calling page will be appeared.

Edit - EFT Report /

Filter Criteria

Office Code Office Name: Office of Managing ...
|
Memao No. .343
Bank ) [ sankoor
Bank Mame Dhaka Bank Ltd
STD A/C No. 12332156778
To :}. ..I—eac Of Accounts
L

Salary Month

Year | 2020

Month

| January

Signature

Send to.. Print Preview Cance!
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C. Provide below information to view report successfully.

1. Choose the Office Code from the calendar by clicking on | | button.
e Office Code: 101
Office Name will be populated by the system.

2. Choose the Memo No. as per your choice.

¢ Memo No: 343

NOTE

Select Memo Number as per your organization policy.

3. Choose the Office Code from the calendar by clicking on || button.
e Bank Name: BANK101

4. Bank Name will be populated by the system.

5. STD A/C NO. will be populated by the system.

6. Choose the TO as per your choice.

e To: Head of Accounts

NOTE

Select To as per your organization policy whom you want to send this report.

7. Choose the Year as per your choice.
e Year: 2020

8. Choose the Month from the Dropdown by clicking on "l button.
¢ Month: April

9. Choose the Signature as per your choice.

NOTE

Select Signature as per your organization policy.

10. Choose Send to take it on PDF, Excel And Word.
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hd Choose file type...
®EPDF Document
Microsoft Word Document
UMicrosoft Excel Document

iSchedule...

e Click "OK" after select an option.

e Click "Cancel” to cancel this page

11. Choose Print to print the document.
12. Choose Preview to preview the document.

13. Choose Cancel to close this page.

14. Click on button to make it full page.

Techvision
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The following Report will be appeared.

£ g T
@ bl

Sample Power Company

Mermo Mo, 343 Dater 1 3-04-2020
Hi3a COf ACoourts
Dwaaicn; Bank Lid
‘Guiskan; Dralke

Suly - Balary payment for the month of January 2020
Cearar,

ik Ul (s to e {m 2352 amange transfer tha following amount to the respactive account numbsr of e undsr notsd mpedyess of Jur company fam

tra 5TD AC Mo - 123321567 78 mainsainen with your bank
5L No. Name Diesignation Bank A/C No Amount [Taka),
1 Shalkn Abdul Last Managing Dérector 125423155 25121300
2 &L4 Nagar Sohal Executve Cirefor 2.55,511.00]
3 Abdur Razzae Sxecutve Dirzotor
i Abdul Mazd Execudva Siradior
5 WD, Andudiah Al Mamun Office Sapratany 1254231558 5496200
5 Aramid Haque Dirtver {Light) 1258231556 41,743.00
7 Sameul Ranman Ianagar 1254231557 1,82.150.00
& M3E2r Takikoer Offce Assistant 12543 48,508.00
9 1. Agnan xhondoker OfMce Assistzn 1254231580 £1,328.0C

= . Muhammad Monowar Hoegaln R i
10 Wlumaar Ofce Assistamn 1254
11 Safudan Krakd Chial Englnesar 1254231382
12 Maohammad Liten Kradem hanzgar 1254231563
13 1. Abedul Habm Ianagar 1254231564
Page1efs
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D. Report Action Bar will be appeared on the report as bellow initially-

0000000000

Cin > — + 8 0l = " & o

Actions are chronologically organized as below
1. Previous Page
Next Page
Zoom Out
Zoom In

Fit page to window width

2

3

4

5

6. Fit full page in window
7. Select Text

8. Pan the document

9. Download to file

10. Print
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HR-1000 Dashboard

Introduction
This process demonstrates how to view HR Operational Dashboards which can assist top
management in decision making.
The operational dashboard is divided into 2 sections -
HR-1001 HR Management Dashboard.
HR-1002 HR Financial Dashboard.

Roles

¢ Module Admin

Prerequisites

e HR Operational live data in the system
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HR-1001 How to: View HR Management Dashboard

Introduction

HR Management Dashboard shows graphs on selected KPIs on HR core functions.

HR Management Dashboard
To view HR Management Dashboard, follow the steps below —
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System

B. Choose the “Human Resources” icon.

<

Power Sector ERP System

'C' \'v‘vj/ ; - 8 =
.
s A
= v ) -2
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HR Landing Page will be appeared as below

Power Sector ERP System

==} B2,
{—I"!'."‘) 2 ]
e —
—

2 =Ye. -
= i =il
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HR Dashboard Items Page will be appeared as below

Power Sector ERP System

D. Choose the “HR Management Dashboard” in HR Dashboard Items page.

Power Sector ERP System ?
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Following Dashboard page containing KPIs will be appeared

HR Management Dashboard | Total Employees = 783 )
Ed i
Q Feied Posts vs Vacant Fosts
© Fllaz
o .“:m
4

o Upesming Axluements Edugalian Quakfcaiicn Teg |5

N -

e Partormance Evaiuation ° Yearly Leave i ° Daily Anendance nfo
1 ‘

@ it

The dashboard contains total employee information and 7 graphs of respective organization —
1. Organization Total Number of Employee

2. Filled Posts vs Vacant Posts: Pie graph showing ratio of “Filled Post” vs “Vacant Post".
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3. Employee Job Status: Pie graph showing ratio of employee count aggregated by
"Employment Type” like Permanent, Contractual, Apprentice and others as defined in
ERP system.

4. Upcoming Retirement: Bar chart showing number of employees to be retired in next 12
months, as defined in ERP system.

5. Education Qualification Top (5): Bar chart showing number of employees with highest
5 educational qualification, as defined in ERP system. In the graph, X axis contains the
value of Educational Qualification and Y axis contains Employee Number.

6. Performance Evaluation: Bar chart showing number of employees in each score group
of performance evaluation. Score group has been defined as

a. Score-90to 100

b. Score -80 to 89

c. Score-70to79

d. Score - 60 to 69

e. Score-50to 59

f. Score —40 to 49

g. Score—-0to 39

h. N/A (Not Available)
N/A shows the employees count whose performance have note yet been evaluated and
hence no score is available.
In the graph, X axis contains Score Group and Y axis contains Employee Number.

7. Yearly Leave Info: Bar chart showing number of employees on leave (any leave type)
aggregated by month of current calendar year. In the graph, X axis contains Month and
Y axis contains Employee Number.

8. Daily Attendance Info: Pie chart showing ratio of Present and Absent employees of

current date.
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HR-1002 How to: View Financial Management Dashboard

Introduction
HR Financial Dashboard shows HR related financial graphs which directly connects with payroll

processes.

HR Financial Management Dashboard
To view Financial Management Dashboard, follow the steps below —
A. Login with your respective HR Admin credentials. ERP Landing Page, as below, will be

appeared on successful login.

Power Sector ERP System

B. Choose the “Human Resources” icon.

Power Sector ERP System

o)
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HR Landing Page will be appeared as below

Power Sector ERP System

==} B2,
{—I"!'."‘) 2 ]
e —
—
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HR Dashboard Items Page will be appeared as below

Power Sector ERP System

D. Choose the “Financial Management Dashboard” in HR Dashboard Items page.

Power Sector ERP System
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Following Dashboard page containing KPIs will be appeared

1al } Dashboari
a Total Net Salary by Mot e Monthty Salary by Empioyes Category (Month: Marca)
£0 000 30 R
:

3 098 9¢6C 2 099 000
- | ————— O

e Yearty Festival Sonus (Year: 2020 o Allowances & Deduesens (Monmn: Masen)

' 7,008 380
18 ‘ - | —

o Salary expenditure by cotegory (Month: NMarch|

@ Dot

The dashboard contains 5 graphs of respective organization —
1. Total Net Salary by Month: Bar graph showing total amount of net salary of the
organization aggregated by month. In the graph, X axis contains Month and Y axis

contains Net Salary Amount.
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2. Monthly Salary by Employee Category (Previous Month): Bar graph showing previous
month’s net salary aggregated by Employment Type like Permanent, Contractual,
Apprentice and others as defined ERP system. In the graph, X axis contains Employment
Type and Y axis contains Net Salary Amount.

3. Yearly Festival Bonus (Current Year): Bar chart showing amount of disbursed festival
bonus aggregated by festivals. In the graph, X axis contains Festival Type and Y axis
contains Net Bonus Amount.

4. Allowances & Deductions (Previous Month): Bar chart showing total amount of all
allowances, all deductions and Income Tax Deduction at Source (TDS) of previous month.
In the graph, X axis contains Allowances, Deduction and TDS and Y axis contains Total
Amount.

5. Salary Expenditure by Category (Previous Month): Pie chart showing ratio of

expensed amount on Basic Salary and Allowances in previous month.
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