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1 Introduction to Human Resource Management System:

The HRMS is an all-in-one solution designed to manage employee records, administer benefits,
process payroll, and support government compliance. It also offers secure electronic storage for
employee documents and certificates.

It simplifies payroll setup and management, including earnings, deductions, taxes, and other pay
elements. Payroll can be processed through timecards, manual entries, or pre-defined employee
setups, with results available through on-screen views and reports.

Key employee information managed through HRMS includes:

« Personal and contact details

o Education, training, and certifications

o Dependents and emergency contacts

e Job roles, salaries, transfers, and promotions
o Performance reviews and disciplinary actions
o Leave tracking and absence history

HRMS also handles leave accruals and carry-overs with flexible options for defining absence codes
and policies. It supports detailed attendance tracking tailored to your organization’s needs.

The system includes robust security features, allowing controlled access to data based on
department or location

HR DASHBO/

Alerts Due

CNIC Expiry

Confirmation Due ninistration and Network Expansion 1(0.84%) Managers

Birthday Due » 1(0.84%) officer
Contract Expiry B

nphiance

on Mo
man Resource 2(1.68%)

Head Count By A
Brmation Technology 1(0.84%)

ermal Audit 2(1.68%)

Leave Process
31-40 Years _— srations 19 102(85.71%)

41-50 Years

51-60 Years

Above 60 Years

Civil Lines Faisalabad Branch Assistant Manager Internal Audit

DHA Z Black Lahare Branch Booth Manager 10

F-10 Markas. Telamahad 21 ARG Cach Officar =
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2 HR Dashboard:

The HR Dashboard provides a comprehensive view of all employee-related information on a single
screen. You can view due alerts such as CNIC expiry, confirmation due, birthday alerts, and more.
Additionally, the dashboard displays:

e Headcount by department

e Headcount by branch

e Headcount by designation

e Headcount by grade
e Headcount by gender and age

This allows HR and management to monitor workforce data efficiently and make informed

decisions.

Mivome. LR

HR DASHBOARD
CNIC Expiry
Confirmation Due:
Birthday Due
Contract Expiry Due
Employes on Notice
Head Count By Age
18-20 Years
21-30 Years
31-40 Years
41-50 Years
51-60 Years

Above 60 Years

Head Count By Branch

3 Talwar Clifton Branch, Karachi

Abdultah Haroon Branch, Karachi

Cavalry Ground Lahore Branch
Civil Lines Faisalabad Branch
DHA Z Block Lahore Branch

F-10 Markaz, Islamabad

Details
Details
Details
Details
Details
Total: 119
1(0.849
53(44.54%)
48(40.34%
8(6.72%)
8(6.72%

1(0.84

Total: 119

2(1.68%]

2(1.68%

2(1.68%)

Head Count By Department

Accounts and Finance

Administration and Network Expansion

o0

Compliance
——
Information Technology
Inteml Audit

Operations.

Treasury

Head Count By Designation

Accounts Officer

Assistant Manager Compliance
JURSR—

Assistant Manager Intemnal Audit
;mu- Manager

cash Officer

Totak: 119 Head Count By Grade

4(3.36% Directoes

1(0.649%) Managers

1(0.84% Officer

Totak: 119 Head Count By Gender

e
Total: 119

Total: 119
5{4.20%

114(95.80%

1(0.849%) Female
2(1.689 Hale
1(0.84%

1(0.84%

48(40.34%

52(43.70%)
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3 HR Setups:

You will define Organizational Unit, Main Department, Department, Grades, Position, Shift, Leave
Year, Leave Type, Leave Policy, Gazette Holidays, Attendance Device, Overtime Policy, Pay Account,
Bank, Tax Year, Income Tax, Provident Fund, EOBI, HR Setup, LAP setup, Section Unit, Shift Timing,
Flows/Tables, Designation, Salary Breakup, List, Department Level, Section, and Domicile. The ID
and Descriptions cannot be duplicated. The searches are available on following:

= by Grade
= by Designation
= by Section

HR SETUP

3.1 Creating Organizational Unit

You will define new Organizational Unit on following page. The data entry will be made in following
manner:

= Enter Org Unit ID.

= Enter Org Unit Description.
= Enter Abbreviation.

= Enter Sort Code for sorting.
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Click to save record. For next entry click to refresh the input fields. To go to search please click.

Is used to delete the record.

ORGANIZATIONAL UNIT

Attendance Payroll Others

Organization
- Lasmar e Salan Breakup

Department

A+

L1030 46 record(s) Fiest  Previous  Nest  Last

3.2 Creating Main Department

You will define Main Department on following page. The data entry will be made in following

Enter Main Department ID.

Enter Abbreviation.

Enter Sort Code for sorting.
Enter Main Department Name.
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= Enter Group Name.
= Enter Location.
= Enter FAS Department.

All above mentioned information is compulsory to provide for creation of Main Department.
Similarly, click to save record. For next entry click to refresh the input fields. To go to search please

click. Is used to delete the record.

HR SETUP
Others

Organization Attendance Payroll
% E
LAP Setup Domicile
i 8
Flows/Tables HR Setup
ORGANIZATION
. e wpt[fm]... 8
- o @ &
e wdy Lo
Pagemo. 1/1 1010/ W0record(s)  Fwst  Previous Next L
MAIN DEPARTMENTS
)
* -
..... S
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3.3 Creating Department

You will define Department on following page. The data entry will be made in following manner:

= Enter Department/ Section ID.

= Enter Department/ Section Name.
= Enter Abbreviation.

= Enter Department/ Section Limit.
= Mark Active to activate the option.

Similarly, click to save record. For next entry click to refresh the input fields. To go to search please
click. Is used to delete the record.

4 HOME- 3 R

HR SETUP

Organization Attendance Payroll Others

m e
Main Department

ORGANIZATION

Pageno. 11 10 14 14 record(s) Fist  Previouws  Mext  Last
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DEPARTMENT/SECTIONS

3.4 Creating Section

b

il i
] L

i

q

k
=] |

You will define new Section on following page. The data entry will be made in following manner:
Section can be created by clicking on the department icon in setup page. Section is located on the

left side of the page having icon shape.

=  Enter Section ID.
=  Enter Section Name.
=  Enter Section Abbreviation.

= Enter Department/Section Limit.
= Select Active to activate the option.

Click to save record. For next entry click to refresh the input fields. To go to search please click. Is

used to delete the record.
ORGANIZATION

- @

(<]

Pagene. 1/ 1

SECTION - UNIT ASSIGNMENT

110 14 14 record(s] First  Previous Hext  Last
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3.5 Creating Grades

You will define new Grade on following page. The data entry will be made in following manner:

= Enter Grade ID.

= Enter Grade Description.

= Enter Sort Code for sorting.

= Select Grade Group from the list.

= Enter Grade Position.

= Select Active Option to activate the option.

Click to save record. For next entry click to refresh the input fields. To go to search please click.
Is used to delete the record.

HR SETUP

Organization Attendance Payroll

[ )

[ ]
Organizational Unit
Department

Leave Type.

@ z
2 i
Leave Policy Tax Year Flows/Tables

-

Mome. 4 HR
HR SETUP
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GRADES

IASHBOARD ALERTS

3.6 Creating Position

Provide information as required in the columns below. Descriptions with steric are compulsory to

provide.

Click to save record. For next entry click to refresh the input fields. To go to search please click. Is
used to delete the record.

HR SETUP

POSITIONS

LRSI SN

Organization Attendance

B0
Organizational Unit

Leave Year

EE

Leave Type

Grades

Leave Policy

g
:
z
g
w

Yol

2
3
il

Shift

'

Payroll

Pay Accounts

Others

Employment Status Salary Breakup
- Setup Dnmule
[T} ﬁ}

H -
H
H

Flows/Tables HR Setup
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POSITION

Curreat Assignment

5 =2
[ saeel
v £
° ot
[
@
@
) =]
[
Q@
=]
@

3.7 Creating Shift

You will define new Shift on following page. The data entry will be made in following manner:

= Enter Shift ID.
= Enter Description.

Click to save record. For next entry click to refresh the input fields. To go to search please click. Is
used to delete the record.
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b HomE 2 HR

HR SETUP

Organization Attendance Payroll Others

HR Setup

Mivome. & R
SHIFT

3.8 Creating Leave Year

You will define new Leave Year on following page. For leave year creation following information is
needed.

=  Enter Leave year ID.

= Enter Year Start Date.

= Enter Year End Date.

= Select Active to activate the leave year.

Click to save record. For next entry click to refresh the input fields. To go to search please click. Is
used to delete the record.

3.9 Creating Leave Type
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You will define new Leave Type on following page. For leave type creation following information is
needed.

=  Enter Abbreviation.
= Enter Leave Type.

Click to save record. For next entry click to refresh the input fields. To go to search please click. Is
used to delete the record.

Mrome. & R

HR SETUP

LEAVE YEAR

Pageno. 11 1402/ 2 recorils)

LEAVE POLICY
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LEAVE TYPES

7’*
ooo

oo

3.10 Creating Gazetted Holidays

You will define new Gazetted Holiday on following page. The data entry will be made in following

manner:

= Enter Gazetted Holidays.
= Select From Date.

=  Enter To Date.

= System Calculated Days.

Click to save record. For next entry click to refresh the input fields. To go to search please click.
Click button to edit or update records. Click button to delete the record.

HR SETUP

GAZETTED HOLIDAYS

Pageno.1/1

Others

™:

?

20
B A |
-

g

?@gg

i

0 O I
Qlel®|=| B

f
f

oL

Lo 1/ L recurd(s) First  Previous  Nest  Last
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3.11 Creating Attendance Device

In many organizations, the Time Attendance Devices are installed to record In/Out of employees.
You will enter Attendance Device ID, Location and Department on following page. The data entry
will be made in following manner:

= Enter Device ID.

= Enter Device/ Specs.

=  Enter Department.

= Enter Physical Location.

Click =41 to save record.

ATTENDANCE DEVICES

* )
Device ID: feiresi

Device Model/Specs: *
savel_||
Department: ¥

Physica Locaon: ¥ &)

Back

10 records) found o record(s) found First Previous Next Last

Device Hodel/Specs User/Date Time

0 records) found o record(s) found Frst  Previous  Next  Last

3.12 Overtime Policy

You will define new overtime policy on following page. The data entry will be made in following
manner:

= Enter Policy ID.
= Enter Policy Name.
Columns with steric are compulsory to be filled as mentioned above.

=y

Click -4 to save record. For next entry click - to refresh the input fields. To go to search please
click ««kd.

Click & button to edit or update records. Click ¥ button to delete the record.

Page 18 of 57




HR Management System

QVERTIME POLICY

oFL or1 a0 wo 000 N 0 Supports 26-Dec-2023 05013 P

) Overimer. w0 o N I 26DecT 54 A

mseatt 1122 raconds Pt Predous  Ned  Lest

3.13 Creating Bank

The Bank Profiles are used in payroll payments to transfer employees’ salary. You will define new
Bank on following page. The data entry will be made in following manner:

= Enter Bank Code.

= Enter Short Name.

= Enter Bank Account No.

= Enter Bank Name.

= Enter Branch Name.

=  Enter Branch Address 1, 2 and 3.

Click - to save record. For next entry click -“& to refresh the input fields. To go to search please
click=kd. Click ¥ to edit or update records. Press & to delete the record.

BANK
‘Bank Account No saval )
Bank Mame: . 3‘:

Bageno. 1/1 1to 1/ 1 recondls) Fist  Previous  Next  Last

180201 e Adied Bank 001002 Cavalry

Su
26-DeC-2023 05:14 PH

Pageno.1/1 14011 recordls) Fast  Previous  Next  Last

3.14 Creating Tax Year

You will define new Tax year on following page. The data entry will be made in following manner:
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Enter Tax year.
Enter Start Date.
Enter End Date.

Mark Active to activate the option.

Click —tto save record. For next entry click == to refresh the input fields. To go to search please
click~kd. Click “to edit or update records. Press * to delete the record.

SALARY TAX YEAR

3.15 Creating EOBI

You will define EOBI setup on following page. The data entry will be made in following manner:

Enter Account ID.
Enter Status.
Enter Amount.
Enter Percentage.
Enter Rate.

Click —tto save record. For next entry click == to refresh the input fields. To go to search please
click <k, Click “to edit or update records. Press =% to delete the record.

EOBI

Aot 0 Q
On Whoring Oy
On Sy o)

Fagstwed Only

C5

e femswt ¥

knost

£0R Employse
m €081 Enployee

€08 Employer

F F & R
E PP E
¥
i
)

x O Emlover

i B 8 E B
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3.16 Configuring HR System Setup

You will define Overtime Calculations and Salary breakup on the following page. The data entry will
be made in following manner:

= Enter P. Fund Breakup.
= Enter Income Tax.
= Enter Dashboard Alerts
= Enter Settlement.

Click =41 to save record.

HR SETUP

s it will change Empioyee Sequence No) ;auel. ¥

Emp ID: 5 |(De not

Open Emp

P.FUND BREAKUP
Prund PF [

PFund: 0.00 Days: o PF_Comp_ID: o
PFund_EMR: 0.00 AC_1: AC 2z
AC_3: ac 4

INCOME TAX

S.Income Tax: 201 5 Basic: 101 5.PFund: 205 0.5type:
DASHBOARD ALERTS
DOB Days: 10 Confirmation Days 10 CNIC Days 20 Contract Days: 10

SETTLEMENT
Basic Gratuity [m]

Vvalidate Account from Financials:

Process Salary en Branch: (]

PROMOTIONS/DEMOTIONS SETTINGS
Allow all Employees: (includling not on job)

3.17 Creating Shift Timing

You will define new Sifting Timing on following page. The data entry will be made in following
manner:

= Select Shift from the list.

= Enter Start Date.

= Enter End Date.

=  Enter break Start time and break End Time.

= Enter total working minutes

=  Enter Late time and Absent time

= Enter Time In (Min) and Time Out (Max):

= Enter No Absent, No Break, Night, Overtime, and Split accordingly.
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-y

Click -1 to save record. For next entry click ~& to refresh the input fields. To go to search please
click «kJ. Click  to edit or update records. Click - to delete the record.

SHIFT TIMING
2]
i Time Code: siresKam
St Time 1; | 1233PM EndTime 1 12337 i
el
resk Start Time: | 1233 P Bresk End Time: 1233 P4
Total Working Hin: e
ate Time: ¢ Absent Time: ° & b
Tuma In (Min): . Time Out (Ma):
o seser: Ho bk ught OverTime i3

w0 records) found i First

3.18 Creating Salary Breakup

You will define Salary Breakup on following page. The data entry will be made in following manner:

= Enter Account ID.

= Enter Account Description.

= Enter Salary (%).

= Enter Fixed Salary.

= Enter Mark fixed Salary Active to activate the option.

Click —to save record. For next entry click ~-<*to refresh the input fields. To go to search please
click <k, Click “to edit or update records. Press =% to delete the record.

SALARY BREAKUP

[ 2]
rcmnt 0 Acomust Descrton: Sl Frad Sdary. Fomi by el R

Q030008

[

rgene1f1 244 Fist  Prevous  Nest  Last

Basic Salary 6560

m Fouse Rt B0 [] Ne
3 Uiiies 6667000 ] Ho
1w M 0000000 W Ve

[SSTE FEREEEE Frst  Predous  Nest  Last
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3.19 Domiicile List

Domicile list page is used to add domiciles of the respective employees. You will add domiciles on

following page by clicking on the =*" button displayed on the left side of the page. The data entry
will be made in following manner:

=  Enter Domicile Name.

= Enter Domicile District.

= Enter Domicile Division.

= Enter Domicile Province.

= Enter Country.

Click —to save record. For next entry click ~“<=to refresh the input fields. To go to search please
click <. Click “to edit or update records. Press ~~* to delete the record.

Domicile

3 n

Dorick Ko sl
Do Dercs
Danice Disor

B P
Dok oy _,U

Somlby
Las ey

4 Employees

The Employee profiles are maintained in HR System, which covers employment data, personal
information, education, experience and family. The system generated employee IDs are issued. The
searches are available on following:

= By Location
= By Department
= By Job Status

= By Level

= By Section
= By Religion
= By Gender

= By Employment Status
= By Staff ID, Name, Father/ Husband Name.
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Click =+%for required search and Click on =) to create a new employee. Click & to edit or update
records.

To go to employee profile click on © and for salary profile please clickon “* . To upload related
documents, file and certifications of an employee click on = .

EMPLOYEES

4.1 Creating Employee Profile

You will define new Employee on following page. Each employee profile will be given unique ID No.
The data entry will be made in following manner:

= Enter Employee First, Middle and Last Name.

=  Enter Father/Husband Name.

= Select Sur Name from the list.

= Enter Employee Initial.

= Select Nationality from the list.

= Enter Date of Birth.

= Enter CNIC and CNIC Expiry Date.

= Enter Passport No. and Passport Expiry Date if available.

= Enter NTN No., EOBI, and Social Security No. if available.

= Enter Driving License No, License Issue and License Expiry License Type if available.
= Enter position created as mentioned above in the respective column.

= Select Department from the list.

= Select Location from the list.

= Select Designation from the list. Also enter Additional Designation if any.
= Select Religion, Gender, and Shift from the list.

= Select Weekly off Day, Second off Day from the list.

= Select Last Degree from the list. Also enter Specialization if any.

= Select Marital Status, Blood Group, Grade from the list

= Enter Joining Date, Employment Status and Confirmation Date.

= Select Job Status from the list.
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The users with specific authorization can edit the Employee data. Click -} to save record. For next
entry click -2 to refresh the input fields. To go to search please click -=kJ.

Click -84, .@ and =7 to enter adress, Information (education, experience and family) and salary
of repective employee.

Uploading Employee Image

After creating the employee profile, the image can be uploaded. Click Choose File and select the
image file (maximum up to 100k) and click Upload.

EMPLOYEE PROFILE

00060
0006

S

sovell )

-

Address

Following steps are required to record the address of an Employee ID.

= Enter Present Address, City, Country, Zip Code, Phone No., Mobile No. and Email.
Enter Permanent Address, City, Country, Zip Code, Phone No., Mobile No. and Email.

Enter Kin Information consisting of Name, Relation, and Tel/Mobile No., CNIC, City and Address.

Click =<"Ito save record. For next entry click ~<& to refresh the input fields. To go to search please

click ==k
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EMPLOYEE PROFILE

o000
000

PRESENT ADDRESS

2

Experience ony Residert. (] ®©

Research And Publication
PERMANENT ADDRESS
Reference a

DOMICILE

KIN INFORMATION

411 Education

Following Steps are required to record educational details against Employee ID:

= Enter Year.

= Select Month, Degree Type and Degree from the list.

= Enter Result.

= Enter Institute.

= Enter Remarks.

.Click =1 to save record. For next entry click & to refresh the input fields. To go to search please
click «kJ.Click “ button to edit or update records. Click % button to delete the records.
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EMPLOYEE PROFILE

00060
000

ACADEMIC QUALIFICATION @
Choose File | 1
PROFESSIONAL QUALIFICATIONS @

Choose File | 1

41.2 Experience

Following Steps are required to record experience details against Employee ID:

= Enter Date From.

= Enter Date To.

= Enter Company.

= Enter Position.

= Enter Salary.

= Enter Reason if any.

-y

Click -1 to save record. For next entry click <& to refresh the input fields. To go to search please
click ««kd. Click # button to edit or update records. Click % button to delete the records.

EMPLOYEE PROFILE

0000
0006

Uplood
EXPERIENCE [~}

Personal Information

Empolyee Status

A Chouse Fie

Address

Qualificatio

Research And Publication

Reference

41.3 Family

Following Steps are required to record family details against Employee ID:
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= Enter Name.

= Select Relation, Gender and Marital Status from the lists.

= Enter Date of Birth.

=  Enter CNIC.

= Enter Work Place.

Click - to save record. For next entry click -<& to refresh the input fields. To go to search please
click k. Click # button to edit or update records. Click % button to delete the records.

EMPLOYEE PROFILE

00060
0006

REFERENCE (V)

FAMILY @

4.2 Creating Salary Profile

Click =% button on the right side of Employee Profile page. The basic information of Employee will
be loaded automatically. This component is used to maintain employment profile and all detail
about Employee salaries, deductions and allowances. Following steps are required to create
Employee Salary Profile;

Select Employee ID from the search button, the system will display Employee Name,
Father/Husband Name, Grade, Department, Designation, Employment, Job Status and Image
against selected Employee ID.

Enter Gross Salary and click B, the system will calculate Basic Salary, House Rent and Utilities.
Enter Conveyance, Over Time, and Other allowances, if required.
Enter Income Tax, Provident Fund, EOBI, Deductions, and Loans, if required.

By selecting following information, the salary will be added to Bank Transfer List generated by the
EMS.
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= Select Bank and enter Bank GL Account.
=  Enter Transfer Bank Account.
= Enter Loan Account if required.

A Home

EMPLOYEE PROFILE

Qualification

Exp
Research And Publicatior

Reference

EMPLOYEE PAYROLL

HET SALARY, PAYHENT HODE, BANK TRANSFER

2 e

0000
0006

MATIONALITY & IDS

IHCOME TAX DEDUCTION
]
ef1: 0

SALARY, ALLOWANCES AND BENEFITS,

St A Desaiption
Type

@ 1 am Basic Salary

@ 2 m House Rent

@ 30 Utities

[ I Medical

x-
Foed  Caloulated Adi. et Amt

200 o x
o g ~
0.00 o ®
0.00 o ®
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4.3 Payroll Processing | Charge Account

This component is designed to create salary charge accounts. To create new Salary Charge Accounts
click at Pay accounts in HR setup. Click ==+%for required search. Click -+ for making new entry.

PAYROLL PROCESSING | CHARGE ACCOUNT

ves o "o 1 251001
o o " 050104
o "o o 250147
ves o "o 1 250118

Bomiss 060105

You will define new Charge account on following page. The data entry will be made in following
manner:

=  Enter Ch. Account ID.

= Enter Account Name.

=  Enter Account Abbreviation.
= Select Category from list.

= Enter Sequence.

Click -1 to save record. For next entry click & to refresh the input fields. To go to search please

click «kJ. Click % to delete the record. Click  button to edit or update records.

PAYROLL PROCESSING | CHARGE ACCOUNT
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4.4 Salary Month

This component is designed to create Salary Month ID.

Click =«#%for required search. Click - for making new entry.

PAYROLL PROCESSING, ADJUSTMENTS, OVERTIME

hd P | Pty =
it

o

Sabary 1D Sakary Honth Salary Dates

You will define new Salary month on following page. The data entry will be made in following
manner:

= Enter Salary Month ID.

= Enter Salary Month.

= Enter Salary Date.

= Enter Salary From.

= Enter Salary To.

= Enter No. of Days.

= Enter Previous Month ID.
= Enter Month Sequence.
= Select Tax Year from list.

Click -1 to save record. For next entry click <& to refresh the input fields. To go to search please
click wkd,
PAYROLL PROCESSING SETUP
Sy o 0 .2}
e | - =
On Grade: o or o T

GRADE ALLOCATION
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4.5 Monthly Pay Adjustments

This component is designed to View, Search and record pay adjustments against salary of Employee.
To record new Monthly Pay Adjustments click ™ from Salary Processing menu as shown below.
Click =% for required search. Click -+ for making new entry.

PAYROLL PROCESSING, ADJUSTMENTS, OVERTIME

o
1011 vecorls) + Previous  Wext Last
Slary ID Salary Manth Salary Dates Type Tax oays Overfime Expense User Logs

o [Ble 2 1 @ a4 o wwor  wm, nm e CR - T T -,
You will define monthly pay adjustment on following page. The data entry will be made in following
manner:

= Enter Ch. Account ID.

= Enter Employee ID.

= Enter Tr. Date.

=  Enter Remarks.

= Enter Document No.

= Enter Adjustment Amount.

-y

Click -1 to save record. For next entry click ~& to refresh the input fields. To go to search please
click «kJ. Click “ button to edit or update records.

MONTHLY PAY ADJUSTMENT

i
¢

bijaEo

4.6 Days Adjustments

This component is designed to View, Search and record day’s adjustment against salary of Employee.
You will record day’s adjustment on following page. The data entry will be made in following
manner:
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= Enter Employee ID.
= Enter No. of Days
For next entry click - to refresh the input fields. To go to search please click «kJ. % button is

used for cancellation.

PAYROLL PROCESSING | DAYS ADJUSTMENT
Salary Month: 202308 August 2023 n “

& Hos o Oays v

S .

Designasee:
Upluad Fle: | Chooss File | Ho fie chosen Upload The Fle

1 recaeds) found

4.7 Salary Processing

This component is designed to View, Search, and Create salary profile, finalize salary profile and
delete salary profile. To record new Pay Adjustments click %2 from Salary Processing menu as

shown below.

PAYROLL PROCESSING, ADJUSTMENTS, OVERTIME

s B

@

1401/ 1 recordls) e
Salary ID Salary Month Salary Dates Type T Days OverTime Expense User Logs
o - O y HPE-2025-03-B March 01-Mar-2025 Banus. n HR.Head
0 »|[glE I & & @ i S o o s 1200
2024 2025
Pendina

After creating the Salary Month Code, the user can create salary on the basis of salary profiles of ON
JOB Employee available at the time of processing. For this, click Create Salary Profiles and system
will process the salary. All processing will be shown on the module. This process is managed under

separate authorization.
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PAYROLL PROCESSING

2]

wireskCm
=
maris

20 record(s) faund norecord(s)found  First  Previous  Hexd  Last

E Mame  DesgDept.  DOYSs  Days  Gom  poac’®  peduios  NF 2P omw)

0 racardis) found o recond() found First  Previau

For deleting Salary Profiles

The user can remove the Salary Profiles of any month if required. For this purpose, Salary Month
Code has to be entered and click Delete Salary Profiles and system will remove the profiles. If given
Salary Month has been already finalized, the system will not remove the profiles. This process is
managed under separate authorization.

For making Salary Days Adjustment

The short attendance and days deductions are also entered in the system to deduct the salary for

required no. of days. For this purpose call the Employee ID and enter Attendance Days, the system
will recalculate the salary.

PAYROLL PROCESSING

I

20 racardis) found oorecord(d)found  First  Previous  Mext  Last

S Mame  DesgDept.  DONStus Dy Grom  goacs  Deduios S o OTH)

~a record]s) foumd na recond(s) found Fst  Previous

For Finalizing Salary Profiles

After paying the salary the respective Salary Month Code has to be locked in the system so that no
modification/edit can be done. For this purpose, Salary Month Code has to be entered and click Final
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Salary Profiles and system will lock the profiles. This process is managed under separate
authorization.

PAYROLL PROCESSING

mgene. 115 1130/ M5 mcordls)  Fwst  Previous  MNest  Last
ED Hame DesgiDest.  DONStatus Days  Gross 53808 peguions  NetSal 200 OTe

@ &

(]

5 RFID Dashboard:

The RFID Dashboard allows you to view the headcount of all departments on a regular basis. You
can see how many employees are present, absent, or on leave in each department. This data can
be viewed overall or branch-wise.

RFID DASHBOARD

M s |
Office/Location: | All ~ —y
Department| Al v
Job Status: |_On Job hd
Date: | 08/05/2025 4 B
EMPLOYEE ATTENDANCE - BY SHIFT Employee Name:
y On Off.
Shift Department Total Present  Absent Leave Duty
Code:
G Compliance 3 3 [1] 0 0
G Internal Audit 2 1 1 1} 1} -
Designation:
G Information Technology 1 1 0 o o =y
G Accounts and Finance 4 3 1 1] 1] Refresi
G Treasury 3 3 0 0 0 Department:
G Human Resource 2 2 0 [1} [1} t:; : g"‘;’ﬁ"e
G Operations 102 91 11 1] 1]
G CEQ 1 1 0 0 0 * G: General (9:00AM - 5:30PM)
G Administration and 1 0 1 [1} [1}
Network Expansion

Total 119 105 14 0 0
Total: 119 105 14 o o
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6 Bio Matric Registration:
This component is used to perform biometric registration for attendance purposes.

BIOMETRIC REGISTRATION

7 Charge Account:

To create a charge account. Click on "New", enter the Account ID, provide the Account Name, and
Abbreviation. Enter the Sort Code, select the Category, then below that, enter the Nominal Account.
Activate it and click Save.

CHARGE ACCOUNT

CHARGE ACCOUNT

8 Training Activity:

This module allows you to provide training to your employees for specific departments or
individuals. Follow these steps:

1. Select the Department for which the training is to be conducted.
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2.

3.

4.

5.

10.

11.

12.

13.

14.

15.

16.

Click on ""New"" to create a new training activity.
Select the Training Type.

Enter the Training Program Name.

Choose the appropriate Category.

Write the Objective of the training.

Add the Content or description of the training.
Select the Training Date (From and To).

Enter the Training Hours.

Choose the Open Day or Time Slot for the training.
Add the Number of Participants.

If the training involves any Cost, add the amount.

If a Test is required, select the appropriate option.

Select the Department again for assigning employees.

Enter the Employee IDs of participants.

If there are any Training Materials (e.g., pictures, documents, or videos), upload them as

well.
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TRAININGS

Department

L))

Employes 1D Employes Name Designation Degartment

9 Job History:

Here, you can view the job history of your employees, including any promotions, increments, or
transfers. From this section, you can also generate documents such as confirmation letters, offer
letters, increment letters, transfer letters, and promotion letters for employees.

JOB HISTORY

1101 1 record(s) First  Previus  Next  Last
Loc Record No Document Date Document Mo Effective Date. Letter Type Employes Details Designation Pay User Logs

01-80r-2025 Tncrement Lefter

1101/ 1 records] Brst Previeus  Next
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JOB HISTORY

i ﬁ!és

Choose File | 1 e . |

10 Asset Issuance:

Here, you can add the details of any assets issued to your employees. This helps in maintaining a
record of assets and is useful at the time of final settlement.

ASSET ISSUANCE

w

EBEe

(e

Date and Time User Hame. Level Actions Comments

11 Resignation Request:

From here, you can add an employee's resignation request. Normally, the employee submits it
themselves, but if someone resigns immediately and does not submit the form, you can generate
the resignation request from here to maintain the record and mark the employee as resigned.
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RESIGNATION REQUEST

Lo

o (o) [ .. O 3

mmmmmmmmmmmmmm
Date and Time. User Level Event Remarks.

12 Leave Adjustment:
This section allows you to manually issue leave balance to employees. Follow the steps below:

1. Enter the Employee ID and click Search to find the employee.
2. Select the Leave Type you want to issue (e.g., Annual, Sick, etc.).
3. Choose the Date from which the leave should be credited.

4. Enter the Number of Leave Days you wish to credit.
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5. Check the Credit box to mark the leave as credited.

6. Select the appropriate Category (if applicable).

7. Enter the Reason for the leave adjustment.

8. Click Save.

LEAVE ADJUSTMENT

COMMENTS

Comments/Actions User Hame

13 Attendance:

Date and Time

This section allows you to mark leave on behalf of an employee if they haven't done it themselves.

Follow these steps:

1. Enter the Employee ID and search for the employee.

2. Check the box for Future Leave.

3. Select the Date From and Date To for the leave period.

4. Choose the Leave Type.
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5. Select the Application Type.
6. Choose the appropriate Category.
7. Add any Remarks if needed.

8. Click Save.

The leave will be recorded in the employee’s attendance.

ATTENDANCE

------ o

LEAVE SUMMARY

14 Leave Processing

Leave processing component is used to generate the leave applications. This component is designed

to View, Search, mark leaves of employees.
The system will display the records on any of below given combinations:
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= By Location.

= By Leave Type.

= By Department.

= By dates.

= By Leave No, Employee ID or Employee Name.

Click =«#2for required search. Click -.# for making new entry.

LEAVES

Loaton: Al v Categoryz A1 v
Department: Al v Lo Stzts; | Panding (o wnder proce ¥
LemeType Al v Infmation: Al v

From Date: 1102023 ToDate 11024

Search:

Staff Name | D

290ec N 25000001 fiz
39Dec 00010

Penting (HOD)
Supportl

25-Dec-20123 11:02 MM

Fageno1/1 1111 recodfs) Fist  Previoss  Mext  Last

14.1 Creating Leave Application

You will create leave application on following page. All entries will be given unique Leave No. The
data entry will be made in following manner:

= The Leave No is based on of Yearly Leave Serial No.

= Enter Employee ID the system will display Employee Name, Father/Husband Name, Department,
Designation, Location, Grade and Date of Joining.

= Enter Date From and Date To the system will be display no of days.

= Select Leave Type from Annual, Casual, Earned, Examination, Maternity, Sick, Special or Without
Pay from the List.

= Select Leave Classification from the list.

= Enter Reason up to 200 characters.

= Enter Alternative Arrangements. It means, who will perform duty in absence of this employee.
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Click -1 to save record. For next entry click - to refresh the input fields. To go to search please

click «kJ. Click=-% to cancel. For multiple employees same leave type can be processed through

clone === button. Click on clone all information will be cloned except employee information which
can be fetched by clicking on search button as mentioned above.

LEAVE

Apbe

Credi Leave: Required Date: Check Present

14.2 Forwarding Leave application to HOD

After creating leave application, click ="® to forward leave record to HOD for approval. The user
actions are visible in Logs.

14.3 HOD approval on Leave application

In HOD login, the user will enter comments and click &~ to forward the leave application to HR

Department. The HOD can click --® to cancel the leave. To rollback the leave application click ===,
The user actions are visible in Logs.
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Father/Hus, Name:  Muhamma Razzag

eranch wanager Department:  Fron: Offics Status: | Contrast

v Karachi - Guishan labal Branch

Leava Trpe Credi Leave Recured Date: Chec: Prsent:
coLDate
Date From:  29/12/2023 Days: 100 DateTo:  29/12/2023
x *
Category:™ Annual Leaves v Intmation:™ Weh Prior dppeoal v
* approved
Reason: o
Replacement
LEAVE SUMMARY 9

COMMENTS

omments: B ot g

Comments/ Actions

14.4 HR Department functions

All approved leaves are visible in HR Login final classification and posting in leave record. The
available classifications are Casual Leave, Sick Leave, Earned/Annual Leave and Other Leave:

= Enter Comments if required.

= Enter No. of Leaves posing in employee leave ledger. (CL, SL, EL or OL)
= Enter Remarks, if required.

Please click on <@ to cancel the leave.
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LEAVE
2]
Fother/Hus, Name:  Muhammad Razzsq
Cepanment: nt Office Status:  Combract ! J
aave T L red Date Chec: Prsent:
LD
Date From:  29/12/2023 Dars: 100 pmeTe 291220
Category: * aanual Leaves v lr\w\wm.’ With Prior Approwal A4
Reason: Aperowed
Replacement
LEAVE SUMMARY @

COMMENTS

omments:

15 Transfer:

In this section, you can view transfer details of employees and also perform employee transfers if
needed. Follow these steps:

1. Enter the Employee ID.
2. The system will display the employee’s current location.
3. Enter the new location where the employee is to be transferred.

4. Click Save to complete the transfer process.

TRANSFER

.
= |

TRANSFERDEIAILS.

COMMENTS
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16 Promotion & Demotion:
In this section, you can view the promotion and demotion history of your employees, as well as
assign promotions or demotions to them as needed.

PROMOTIONS/DEMOTIONS

Page no.1/1 11021/ 21 record(s) Frst  Previous  Mext

PROMOTIONS/DEMOTIONS

_ o

17 Settlement:

In this section, you can mark the final settlement of an employee when they are leaving the
organization, either by resignation or otherwise.

FINAL SETTLEMENT

“alculated Amount
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18 Manual Attendance:

This section allows you to manually mark attendance for employees by entering their Time In and
Time Out, in case an employee forgets to mark their attendance.

MANUAL ATTENDANCE
*
Staff ID: L4
taff Nai Father N
Designation: Department:
cat Unit:
pls Stal Grade:
Joining Date: Gross Salary
Date From: | 08/05/2025 Date To: | 08/05/2025 (o]
Att. Date: Time In 1: Time Qut 1:
08/05/2025 .}
(=]
Att Date Time In Time Out1 status

19 Loan and Advance:

From this section, you can generate loan or advance requests on behalf of your employees.

EMPLOYEE LOAN/ADVANCES

y
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20 Policies & Documentations:

In this section, you can upload company policies and add any new policies or documentation.
These documents will then be visible on the employee portal for all employees to access.

POLICIES & DOCUMENTATIONS

Document Type

R

Chooee Pl |

21 Employee Login:

From here, you can grant login access to an employee, block access if needed, or reset and
activate their account in case their self-service portal is not working.

EMPLOYEE LOGIN MANAGEMENT

Branch/Division: | (Seledt) -
Unit/Segment: | (Select) ~
Main Department: (Select) f
Department: All LY
Grade: | (Select) ~ Account Status: | (All) ~

Search: m

Pass. Date: | 08/05/2025 .\_...3 A:u.,.é‘

)

Reason: iock W

Change Password as: ®pate of Birth (ddmmyyyy) Cemployee cnIC (no dashes) OFixed
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22 Expense Claim Request:

In this section, you can view expense claim requests submitted by employees. Additionally, if you
need to submit an expense claim yourself, you can do so by clicking on "New" and creating the
request.

EXPENSE CLAIM REQUESTS

Pagena. 1)1 1tn 1/ 1 record(s) First  Previows  Newt L

z
Request Date Request No Branch Employse Datail Expense Type Amount Payment by Salary Payment Amount Cheque NojDetails Dacument User Logs

15-Apr-2025 ECR-425-00001 Head Office Entertainment Pendin.
o e xpese for et

Pogena. 1)1 Ltn 1/ 1 recond(s) Fiest Previows  Nemt L

23 Reports:

Following reports are available in the reporting menu. All reports have their unique identification
No. printed at the left bottom. At each preview, the option for Search, Selection of Printer, Page
Printing Range and Data Export in different format is available.

| Reporting Categories | Report Type

Employees Employee Listings — By Department
Employee Listings — By Designation
Employee Listings — By Grade
Employee Listings — By Employment Status
Employee Listings — By Religion
Employee Listings — With Address
Employee Listings — With Photo
Employee Listings — (Master Data)
Employee Listings — (with Att. Device)
Employee Listings — By Flow/Table
Employee Summary — By Location
Employee Summary — By Department (F1)
Employee Summary — By Department (F2)
Employee Summary — By Designations
Employee Summary — Grade
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Position

HR REPORTS | EMPLOYEES

Report Type:
Location:

Main Department:
Department:
Section:

Employment Type:

Nationality:

Format:

Position

Employee Listings - By Department ~
Employee Listings - By Designation

Employee Listings - By Grade

Employee Listings - By Employment Status

Employee Listings - By Religion v
Employee Listings - with Addresses

Employee Listings - with Photo F1

Employee Listings - with Photo F2

Employee Listings (Master data)

Employee Listings (with Att. Device

Employee Listings - By Att. Device

Employee Listings - By Flow/ Table

Employee Listings - By Cost Center

Employee Summary - By Location

Employee Summary - By Department (1)

Employee Summary - By Department (F2)

Employee Summary - By Designation

Employee Summary - By Grade

Listing - Only Active (Available -

Allocated)

Position Listing — By Position ID

Position Listing — By Department

Position Summary — By Department

Position Summary — Only Active (Available -
Allocated)

HR REPORTS | POSITIONS

I
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Employee
Joining/Leaving

Listings — Left Staff/By Department
Listings — Left Staff/By Employment Status

Listings — Staff/By Contract End

Listings — New Joining /By Joining Date

Listings — New Confirmations
Listings — Date of Birth

Listings — Employee Renewal
Insurance

Listings — Employee Renewal
Insurance Addition

Listings — Employee Renewal
Insurance Deletion

Listings — Employee Renewal
Insurance

Listings — Employee Renewal
Health Insurance Addition
Listings — Employee Renewal
Health Insurance Deletion

HR REPORTS | EMPLOYEES LEAVING/JOINING

Report Type: | Listings - Left Staff/By Department F1 v

BN Listings - Left Staff/By Department FL

Listings - Left Staff/By Department F2

Department:

Listings - Left Staff/By Employment Status

Section: | | jetings - Staff/By Contract End
Status: Listings - New Joinings/By Joining Date
Date From; | Listings - New Confirmations 07f05/2025
Listings - Date of Birth
Listings - Employee Renewal For Group Insurance
Listings - Employee Group Insurance Addition
Format: | Listings - Employee Group Insurance Deletion
Listings - Employee Renewal For Health Insurance
Listings - Employee Group Health Insurance Addition

Listings - Employee Group Health Insurance Deletion

For

For

For

For

For

For

Group
Group
Group
Health
Group

Group
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Salary Reports

Salary Listings — By Employment ID
Salary Listings — By Employment ID (F1)
Salary Listings — By Grade

Salary Summary — By Department

HR REPORTS | EMPLOYEES SALARY STRUCTURE

Report Type: | Salary Listings - By Employee ID ~

[PPSO 5 iary Listings - By Employee ID
loyee 10 (i
epartment

Payroll Summary

Payroll Summary — Department
Payroll Summary — By Payments Mode
Payroll Summary — By Shift

Payroll Summary — By Shift (F1)

Payroll Listings

Payroll Listings — By Department
Payroll Listings — By Payments Mode
Payroll Listings — By Grade

Payroll Listings — By Shift

Payroll Listings — By Shift (F1)
Overtime Listings (F1)

Overtime Listings (F2)

Overtime Listings (F3)

Overtime Listings (Security)
Overtime Listings (Driver)

Overtime Summary

Employee Payroll Listings — By Employee ID
Salary Payroll Listings — Complete
Payroll Listings — Monthly Payroll
Advance Salary Listings
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HR REPORTS | EMPLOYEES PAYROLL

Report Type: || Payroll Summary - By Department ~

Payroll Summary - By Department

Location:

Payroll Summary - By Payment Mode
Main Department:
Payroll summary - By Shift

v
SN | payroll Summary - By Shift () Gender: (A1
Unit: | Payroll Listings - By Department Religion: | All v
cmplopment satus: | POl Lstgs - By Payment Mode Jebstats; | Al o
Payroll Listings - By Employment Status
Salary 1D fayment Mode: | All e

Payroll Listings - By Grade

Shit | payroll Listings

y shift
Staff ID: | Pavroll Listings - By Shift (F1)

Emplayee Payrol Listings - By Employee ID

Salary Payroll Listings - Complete

Format: | payroll Listings - Monthly Payroll
Advance Salary Listings
Fayroll lips (F1)
Bank Transfer Advice
Bank Transfer Advice - By Branch
Bank Transfer Advice - With Branch Code
Cash Payment Advice

Cash Payment Advice (1)

Leave Listing — By Status/Date
Leave Listing — By Date
Payroll Listing — By Employee
Date Wise Leave Detail
Annual Leave Settlement

HR REPORTS | EMPLOYEES DAY LEAVE /SHORT LEAVE

Report Type: | Leave Litings - By Status/Date M Leave Type: | Al v
Location: | LHR Gulberg Branch v Levevear | Al -
Main Department: | Al M Department: | Al v
Emp. 10:
Leave Status: | Al M
Date From: | 07/05/2025 pateTor |07/05/2025
Format: | PD v oLl

Page 54 of 57




HR Management System

HR REPORTS | EMPLOYEES

IEIPYP

HR REPORTS | EMPLOYEES LEAVE

Report Type: | Leave Ledger v

Leave Year: | LY 2024 o
Staff 10: @
4B

Search: Sear

Settlement Listing — By Date
Settlement Listing — By Resign Type
Settlement Listing — Settlement Listing (F1)

REPORT | SETTLEMENTS
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Salary Payments

Payroll Slips (F1)

Provident Fund Contribution
Income Tax Deductions
Employee Tax Certificate

Employee Income Tax Certificate
HR REPORTS | STAFF REPORTS (NEW)

Report Type: | Salary Payments v
Location: | Head Office V' Seach resticad atLocaton/Desx.
Department: | Al v Leaveyear | Y2024 v

Date To: | 07/05/2025

Date From: 07

Format: | POF v

Listings — Complete Attendance — By Shift
Attendance Summary — By Shift (R1)
Attendance Summary — By Shift (R2)
Attendance Summary — By Employee
Attendance Register (F1)

Attendance Register (F2)

Attendance Register (F3)

Attendance Register (F4)

HR REPORTS | ATTENDENCE

Report Type: | Listings - Complete Attendance - By Shift

Location:  LHR Gulberg Branch ~
Main Department: Al ~
Department: | All ~
Section: | All ~
Unit: | All ~
shift: | All v
Flove: | All ~
Card Status: ~
Job Status: | Al ~
Staff ID: L4
Staff Name:
Date From: | 07/05/2025 Date To: | 07/05/2025
Format: | PDF ~ =
—_—
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Loan & Advances:

LOAN AND ADVAMNCES

Location:
Date From:
Staff 1D:

Loan ID:

Report Type:

LHR Gulberg Branch

07112024

Date To:

Status:

Loan Against Salary Listings

Pending

Page 57 of 57




