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1.0 Payroll Setup
1.1 Maintain Branch

Step 1: Human Resource | Maintain Branch... | Select a Branch / Create New

Code ---- & Active

Description Default Branch This is default record
Coordinate Map

Radius (meter) 60

Step 2: Map | Enter Branch address | Search | Confirm

Address 1, Jin Setia Dagang AK U13/AK, Setia Alam, 40170 Shah Alam,

Selangor Search
A J
| The Cubiqg Event Space |
Map Satellite 9 Temporarily closed .
AmAssurance Klang o
Q Q @ Fi 6&'}\ 3¢
G el NimbleBee Setia
"E Streq '

(SQL A E STREAM SDN BHD

-+

o Q Qcroayar

| SZRE gLer)" Keyboard shortcuts Map data ©2024 Google Terms Report a map efror
Coordinate; 3.106907, 101.467867
Address: 3, Jin Setia Dagang AK U13/AK, Setia Alam, 40170 Shah Alam,

Selangor, Malaysia
Confirm Cancel

Note: User may click on the map to get a more accurate position

Step 3: Enter radius (by default is 60m) | Save

Code e Active

Description Default Branch This is default record

Coordinate 3.106507, 101.4€ Map

Radius {(meter) 60
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1.2 Maintain Public Holiday

Step 1: Leave | Maintain Public Holiday Calendar... | Select a Public Holiday Calendar / Create New

Active cllp 4 =

Code

Description Default Calendad

Set as Default

4 January, 2024 February, 2024 March, 2024 April, 2024 3
= Date Description SMTWTFS SMTWTEFES SMTWTFS SMTWTES
31 12 34 5 6 5 1. 2 3 o 12 123 456

<No data to display>

27 8 910111213
314 15 16 17 18 19 20
421 22 23 24 25 26 27

2119 20 21 22 23 24 25
226 27 28 29 30 31

September, 2024
SMTWTFS
23 45 6 7
7 8 910111213 14
315 16 17 18 19 20 21
0022 23 24 25 26 27 28
4029 30

aa: 1

Step 2: Set public holidays

44 56 7 8 910
7111 12 13 14 15 16 17
518 19 20 21 22 23 24

=116 17 18 19 20 21 22
%23 24 25 26 27 28 29
730
Octaber, 2024

S M TW T F 8§
234 5
# 6 7 8 9101112
4213 14 15 16 17 18 19
420 21 22 23 24 25 26
@27 28 29 30 31

af 1

03456789
110 11 12 13 14 15 16
1217 18 19 20 21 22 23

3021 22 23 24 25 26 27
3128 29 30 31

November, 2024
SMTWTFS
o 1. 2
%3 4567879
410 11 12 13 14 15 16
417 1819 20 21 22 23
424 25 26 27 28 29 30

User may import default Malaysia public holiday calendar or set manually

Option 1:
Global Icon | Select a State | OK
= State = - | Date Description
Kuala Lumpur -+ 1/1/2024 New Year's Day
Labuan [ 147172024 Birthday of Yang di-Pertuan Besar
Melaka () 15/1/2024 Birthday of Yang di-Pertuan Besar observed
Negeri Sembilan > @ 25/1/2024 Thaipusam
Pahang (] 1/2/2024 Federal Territory Day
Penang ) 8/2/2024 Isra and Mi'raj
Perak > 10/2/2024 Lunar New Year's Day
Perlis > B 11/2/2024 Second Day of Lunar New Year
Putrajaya () 11/2/2024 Lunar New Year Holiday
>ahah > @ 12/2/2024 Lunar New Year Holiday
Safwik (] 4/3/2024 Anniversary of the Coronation of the Sultan of Tereng...
b dslmnoer () 12/3/2024 First Day of Ramadan
Terengganu =

Note: User may check or uncheck the dates

OK

Cancel

15 7 8 910111213
614 15 16 17 18 19 20
1721 22 23 24 25 26 27

528 29 30 3 ¢/ 25 26 27 28 29 124 25 26 27 28 29 30 28 29 30
31
May, 2024 June, 2024 July, 2024 August, 2024
SMTWTFS SMTWTFS SMTWTFS SMTWTFS
| 1234 2 1 o 123456 3 193
w567 8 9101 =2 345678 =78 910111213 32 4 5 6 7 8 910
212131415 16[17]18 2 910 111213 1415 /1415 16 17 18 1920 311 12 13 14 15 16 17

3418 19 20 21 22 23 24
3525 26 27 28 29 30 3

December, 2024

SiM ‘T W =T F i§
2 34567
= 8 910111213 14
5115 16 17 18 19 20 21
52022 23 24 25 26 27 28
1293031 1 2 3 4
910 1

a9: 1

2 5, 6y % 0§

Public Holiday



Option 2: Click on ‘P’ button | Select date

Code s

Active

Description Default Calendar

This is default record

2 Date Description

» [1/1/2024 New Year's Day
25/1/2024 Thaipusam
10/2/2024 Lunar New Year's Day
11/2/2024 Second Day of Lunar New Year
12/2/2024 Lunar New Year Holiday
28/3/2024 Nuzul Al-Quran
10/4/2024 Hari Raya Puasa
11/4/2024 Hari Raya Puasa Day 2
1/5/2024 Labour Day
22/5/2024 Wesak Day
3/6/2024 The Yang di-Pertuan Agong’s Birt...
17/6/2024  Hari Raya Haji
7/7/2024 Muharram/New Year
8/7/2024 Muharram Holiday
31/8/2024 Malaysia's National Day
16/9/2024 The Prophet Muhammad's Birthda...
17/9/2024 Day off for Malaysia Day
31/10/2024  Diwali/Deepavali
11/12/2024  Birthday of the Sultan of Selangor
25/12/2024  Christmas Day
20

Step 3:

Save

C|| P -

4 January, 2024
SMTWTFS
121 1 2 3 45 6
$7 8 910111213
514 15 16 17 18 19 20
42122 23 24/25 26 27
528 20 30 31

May, 2024
SMTWTFS
e 123 4
5678 91011
12 12 14 15 1
=119 20 2122 23 24 25
=26 27 28 29 30 31

September, 2024

SMTWTFS
¥ 123 4567
7 8 910 11 12 13 14
281516 17 18 19 20 21
322 23 24 25 26 27 28
/29 30

February, 2024
SMTWTFS
5 1 223
¢4 56 7 8 9[10
712 13 14 15 16 17
518 19 20 21 22 23 24

9|25 26 27 28 29

June, 2024
SMTWTFS
2| 1
= 203 45 6 7 8
2 910 11 1213 14 15
216 17 18 19 20 21 22
23 24 25 26 27 28 29
230
October, 2024
SMTWTFS
) 123 475
s 6 78 9101112
413 14 15 16 17 18 19
4|20 21 22 23 24 25 26
44|27 28 29 30 31

March, 2024
SMTWTFS
E 12
W 34567889
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 2728/ 29 30
31
July, 2024
SMTWTFS
2 123456
=708 9101112 13
14 15 16 17 18 19 20
%2122 23 24 25 26 27
28 29 30 31

November, 2024
SMTWTFS
En 12
% 3 4567829
410 11 12 13 14 15 16
47117 18 19 20 21 22 23
4824 25 26 27 28 29 30

April, 2024 »
SMTWTTFS
i 123 456
15 7 8 9fGNN12 13
%14 15 16 17 18 19 20
721 22 23 24 25 26 27
%28 29 30

August, 2024
SMTWTFS
5| 1.2 2
24567 8 91
21112 13 14 15 16 17
2418 19 20 21 22 23 24
2525 26 27 28 29 30 31

December, 2024

SM TW I F S
21234567
% 8 91011 12 13 14
5115 16 17 18 19 20 21
5222 23 2425 26 27 28
1293031 1 2 3 4
25678 910N

Public Holiday
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1.3 Maintain Work Session

SQL HRMS E-TMS Module

Step 1: Time Attendance | Maintain Work Session... | Select a Work Session / Create New

Code ————| Active
Description Default Work Session This is default record
Color No color selected -
Work Start 09:00 AM = Late In Buffer (Min) 0 Set as Unlimited
Work End 06:00 PM = Early Out Buffer (Min) 0 Set as Unlimited
Break Time
Start End
1st Break 01:.00 PM < 0200PM 2 [I]]]
2nd Break = =
3rd Break = e
Rules

Clock In / Clock Out [ GPS Monitoring (Work Hour) @ Site Photo

Leave Rules w

Step 2: Enter Work Start, Work End and Buffer (by default is 0 min)
e ‘Late In Buffer’: Can be late by how many minutes
e ‘Early Out Buffer’: Can leave early by how many minutes

Step 3: Enter Break Time
e May add up to 3 break times

Step 4: Select Rules

® ‘Clock In / Clock Out’ checkbox: Requires to clock in / out in SQL HRMS app
® ‘GPS Monitoring’ checkbox: Post status update if employee left work location

e ‘Site Photo’ checkbox: Requires to take photo before clock in / out

O User cannot upload picture from album

Step 5: Save

Optional
e User may select ‘Leave Rules’ if applicable
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1.4 Maintain Work OT

Step 1: Time Attendance | Maintain Work OT... | Select a Work OT / Create New

Code OFFICE

Description Office Work

Active Set as Default

+ 0=

Day Type OT Period Work Session OT Rule

<MNo data to display=

Step 2: Click on “+’ button | Select Day Type

Step 3: Select OT Period

Step 4: Select Work Session

Day Type OT Period Work Session

1. Rest Day All Day -

2. Rest Day (Special Rate 1)

3. Rest Day (Special Rate 2)

4. Rest Day (Special Rate 3)

5. Public Holiday

Work Day 1. Before Work <Select a Work Session>
2. Break Time
3. After Work

Step 5: Set OT Rule by clicking on the “..” button
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Standard Rule - Clock Time
Q Standard Rule

Type Clock Time v

Min OT 30 = Allow AdHoc OT[ ]

Max OT 180 2~

Period OT Start oT

1 DE:00 PM = ~ |
2 07:00 PM = HWIS ~ i

3

s

Description Clock Time

() Custom Rule

oK Cancel

® ‘Min OT’: Require to have at least 30 minutes of OT to be eligible for this rule
® ‘Max OT’: Maximum claimable OT minutes is 180 minutes (3 hours)
e ‘Allow AdHoc OT’: Any OT before 6:00pm will also be calculated

Period OT Start oT Explanation
1 6:00pm - 6:00pm - 7:00pm, Entitled to OT Code ----
2 7:00pm HW15 From 7:00pm onwards, Entitled to OT Code HW15

Explanation: If employee start OT at 7:00pm, employee is entitled to OT Code HW15 and can claim
up to 180 minutes
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Standard Rule - Tier
© Standard Rule

Type Tier L~
OTStart D2:00 AM = Allow AdHoc OT [
Min OT 60 &
Tier Max OT ot
1 120 *  DRIS ]
2 240 & DR3D v ["|
3 240 %~ pRzs v |

Description Tier

() Custom Rule

oK Cancel

e ‘OT Start’: Allow to start OT at 9:00am
® ‘Min OT’: Require to have at least 60 minutes of OT to be eligible for rule
e ‘Allow AdHoc OT’: Any OT before 9:00am will also be calculated

Tier | Max OT oT Explanation Example
1 120 DR15 First 120 minutes, Eligible to OT Code DR15 9:00am - 11:00am
2 240 DR20 [ Next 240 minutes, Eligible to OT Code DR20 11:00am - 3:00pm
3 240 DR25 Last 240 minutes, Eligible to OT Code DR25 3:00pm - 7:00pm

Note: For Custom Rule, may contact SQL Support for customization

Step 6: Save



1.5 Maintain Calendar

Step: Time Attendance | Maintain Calendar...

Year 2024 =

:[J  Code Name
(J 00001 LEE CHONG WAI View Schedule
(] 00002 JOSEPH TAN View Schedule
[ 00003 NURUL SARA BINTI SAMAD View Schedule
0 00004 SAMY A/L MALA View Schedule
(J 00005 MARLEY TAN Al LING View Schedule
(] 00006 SALINA BINTI SALLEH View Schedule
[ 00007 CHONG XIN YING View Schedule
[ 00008 ALEX LOH View Schedule

»(J00009 ' MOHAMMAD FAHAD View Schedule
(] ooo10 GRACE POH LI YING View Schedule
([ 00011 SARA CARL View Schedule | |9
0 o012 MICHAEL ANGELO View Schedule

12

Wizard |

1.5.1 View Schedule
Step: Click ‘View Schedule’ button

00009 - 2024 E

Year 2024 %
P
@ Code Name = (9 ‘ O
0 00001 LEE CHONG WAI View Schedule -
) oooo2 JOSEPH TAN View Schedule ﬂ psaisifoAssigh Y|
[ 00003 NURUL SARA BINTI SAMAD View Schedule
() 00004 SAMY A/L MALA View Schedule
0 00005 MARLEY TAN Al LING View Schedule 4 January, 2024
[ 00006 SALINA BINTI SALLEH View Schedule <
O oooo7 CHONG XIN YING View Schedule ?
() 00008 ALEXLOH View Schedule
-8 00009 MOHAMMAD FAHAD View Schedule
O 00010 GRACE POH LI YING View Schedule
D ooot1 SARA CARL View Schedule
) oo012 MICHAEL ANGELO View Schedule May, 2024
SMTWTFS s
1 1 1 3 2|
19| 6 7 8 n 2
2012 13 14 15 1 2
u(1920 21[@8|23 24 25
226 27 28 29 30 31 %
7
September, 2024
SMTWTFS s
1234567 u
¥ 8 91011121314 &
3 15 [{6017 18 19 20 21 |1
%22 2324 25 26 27 28 4|2
/29 30 w27
12

Wizard |v

Work Session Calendar

[ ]

e Orange font: Rest Day

e Black font: Work Day with Session
e Grey font: No schedule is assigned

‘g ‘o

™ Clear All

February, 2024 March, 2024 April, 2024 »
M TWTEFS SMTWTFS SMTWTFS
12 e 12 n 1 2456

101

June, 2024 July, 2024 August, 2024
M: T"WH T E LS SMTWTFS S M TW T F S
1 =z 123456 12
3 456 7 8 =EEEE 210111213 = 56 F8 99
910111213 14 15 214 1516 17 18 19 20 =311 12 13 14 15 16 17
1647 18 19 20 21 22 30/21 22 23 24 25 26 2 3418 19 20 21 22 23 24
324252627282 3|28 29 30 31 3525 26 27 28 29 30 31

October, 2024
MTWTEFS

November, 2024
SMTWTFS

December, 2024
SMTWTFS

12345 u 12 & 12345 67
789101112 453 4567 8 9 . 9 101 12 13 14
14151617 18 19 410 11 1213 14 15 16 5|15 16 17 18 19 20 21
212223242526 4|17 18192021 22 23 5222 23 24 @81 26 27
28 29 3031 1524 25 26 27 28 29 3 2 3

Rest Day Public Holiday Working Day

Red box: Public Holiday assigned from Maintain Public Holiday Calendar

SQL HRMS E-TMS Module

= Date Day Type Session
28/4/2024 Rest Day
1/5/2024 Public Holiday
4/5/2024 Rest Day
5/5/2024 Rest Day
11/5/2024 Rest Day
12/5/2024 Rest Day
14/5/2024 ‘Work Day SALES
15/5/2024 Work Day SALES
16/5/2024 ‘Waork Day SALES
17/5/2024 ‘Work Day SALES
18/5/2024 Rest Day
19/5/2024 Rest Day
20/5/2024 Work Day SALES
21/5/2024 ‘Work Day SALES
22/5/2024 Public Holiday
23/5/2024 ‘Waork Day SALES
24/5/2024 ‘Work Day SALES
25/5/2024 Rest Day
26/5/2024 Rest Day
27/5/2024 Work Day SALES
28/5/2024 ‘Work Day SALES
29/5/2024 Work Day SALES
30/5/2024 ‘Work Day SALES
31/5/2024 Work Day SALES
1/6/2024 Rest Day
277
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Set Work Session

e User may click on ‘R’ button or ‘W’ button | Select date from calendar
® ‘C’ button to clear Work Session / Rest Day
o Alternatively, user may use ‘Clear All’ button to clear all Rest Day and Work Session
within the date range
e User cannot assign work sessions or change work sessions on past dates

1.5.2 Wizard

Step 1: Select Employee(s) | Wizard
© Rest Day Set Rest Day

() Work Schedule
Schedule To Assign i

Delete & Replace Schedule

Next Cancel

e ‘Delete & Replace Schedule’ checkbox: Any previously assigned Work Session will be deleted
and replace
o Only apply to assigned work session on future dates
e Hover for more rest day options:
O Special Rate 1
O Special Rate 2
O Special Rate 3

Step 2: Select a schedule

Schedule Explanation
By Months Assign to every selected days of every selected week of every selected months
Custom Assign to selected dates
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Step 3: Next | Select a Session
(O Rest Day
© Work Schedule

Session  SALES v

Schedule To Assign .

Skip Rest Day @ Delete & Replace Schedule

Previous Process Cancel

e ‘Skip Rest Day’ checkbox: Previously assigned Rest Day will not be replaced with Work Session
o Only apply to assigned work session on future dates
® ‘Delete & Replace Schedule’ checkbox: Any previously assigned schedule will be deleted and
replace
O Only apply to assigned work session on future dates

Step 4: Select schedule type

Schedule Explanation

By Months Assign to every selected days of every selected week of every selected months

By Days of Month | Assign to every selected days of every selected months

By Weeks Assign to every selected days of every selected weeks of the year

Custom Assign to selected dates

Step 5: Process

Note: User cannot assign work sessions or change work sessions on past dates

10



1.5.3 Copy Calendar from Employee

Step 1: Select employee(s) | Wizard dropdown | Copy From

Step 2: Select date range and employee to copy from | OK

Year 2024 =
@ Code Name
() oooo1 LEE CHONG WAI View Schedule
() oooo2 JOSEPH TAN View Schedule
[ 00003 MNURUL SARA BINTI SAMAD View Schedule
() 00004 SAMY A/L MALA View Schedule
» (] 00005 MARLEY TAN Al LING View Schedule
> 00006 SALINA BINTI SALLEH View Schedule
[ ooo07 CHONG XIN YING View Schedule
() oooos ALEX LOH View Schedule |
[7) 00009 MOHAMMAD FAHAD 7 ) -
Confirmation X
(7 ooo10 GRACE POH LI YING
[J 00011 SARA CARL | Copy schedule in date range below from selected employee to 1 employee(s)?
(J 00012 MICHAEL ANGELO |
Date 20/05/2024 v To 31/12/2024 v
Copy From 00005 v
oK Cancel
12

SQL HRMS E-TMS Module

Explanation: Copy Employee 00005 schedule (Work Session and Rest Day) from 20/5/2024 to
31/12/2024 to Employee 00006
Note: Date From need to be current date to future dates (past dates are not allowed to copy)

1.5.4 Clear All Schedule

Step 1: Select employee(s) | Wizard dropdown | Clear All

Step 2: Select date range to delete | OK

Year 2024 =

@ Code Name
("] oooo1 LEE CHONG WAI View Schedule
(] ooo02 JOSEPH TAN View Schedule
[ oo003 NURUL SARA BINTI SAMAD View Schedule
[ oooo4 SAMY A/L MALA View Schedule
) oooos MARLEY TAN Al LING View Schedule

-+ 00006 SALINA BINTI SALLEH View Schedule
(] oooo7 CHONG XIN YING View Schedule
([ oooos ALEX LOH View Schedule
(] oooos MOHAMMAD FAHAD View Schedule 14
(] ooo10 GRACE POH LI YING View Sched| Confirmation
O ooo11 SALECARL Miew schigd Clear all schedule in date range?
[ ooo12 MICHAEL ANGELO View Sched|

Date v To 31/12/2024 v

oK Cancel

‘ Wizard ‘v

Explanation: Delete all schedule (Work Session and Rest Day) of Employee 00006 from 20/5/2024
to 31/12/2024
Note: Date From need to be current date to future dates (past dates are not allowed to delete)

11



1.6 Maintain Traveller Location

Step: Time Attendance | Maintain Traveller Location...

Year 2024 =

=(J) Code Name Traveller
[Jooo02  JOSEPH TAN View Location
) 00007  CHONG XIN YING View Location
[J 00009  MOHAMMAD FAHAD View Location
[J 00012 MICHAEL ANGELO View Location
4

Wizard lv

SQL HRMS E-TMS Module

Note: Only employees who is a ‘“Traveller’ will be listed (refer Maintain Employee)

1.6.1 View Location

Step: Click View Location

Year 2024 S

00007 - 2024 &

=@ Code Name Traveller
D 00002 JOSEPH TAN View Location
+8 00007  CHONG XIN YING View Location
[ 00009 MOHAMMAD FAHAD View Location /| oty o0 ST
DDDDWZ MICHAEL ANGELO View Location s M 13\‘/ TFs S M T\%‘ TE S
31 2 3 4 5 1
;
:
]
;
May, 2024 June, 2024
SMTWTFS SMTWTF
b 8 2 3 2|
6 7 8 910 B 204 5 6 7 8
0| 13 141516 17 2 10111213 14 1
21| 21 22 23 24 216 17 18 19 20 21
2 27 28 29 30 31 %23 24 25 26 27 28 2
.
September, 2024 October, 2024
SM TW TF S SM TWTF
S 234567 | 12 3 4
7§ 910111213 & 7 8 9101112
£ 16 17 1819 20 21 141516 17 18
2324 25 26 27 2 4|20 21 22 23 24 25
029 30 4|27 28 29 30 31
7
Wizard |+
°
° Rest Day
e Black font: Work Day with session
e Grey font: No schedule is assigned
e Purple box: Work locations allocated
°

Clear All

March, 2024
SMTWTEFS
>

April, 2024 >

July, 2024 August, 2024
SMTWTEFS SMTWTFS
a1 2.3415 B 123
27 8 9 10 11 12 58 TR
214 15 16 17 18 19 51112 13 1415 16
102122 23 242526 27 312 19 20 21 22 23
|28 2930 31 325 26 27 28 29 30 31

November, 2024
SMTWTES

December, 2024
SMTWTES

| 12 o 23456
493 4567487 9 10111 12 13
4610111213 1415 1 El 16 17 18 19 20 21
18 19 20 21 22 5222 23 2425 26 27
4824 25 26 27 28 29 1 30311 2 3 4

Location Allocated Rest Day Public Holiday Working Day

: Date Coordinate  Description

$:120/5/2024 :3.10.. Map Setia City Mall 60

Radius (m...

1

Red box: Public Holiday assigned from Maintain Public Holiday Calendar

To clear a work location, focus a record on the grid and click -’ button

O User may click on “Clear All’ button to clear all work locations within the date range

12



1.6.2 Wizard

SQL HRMS E-TMS Module

Step 1: Select Employee(s) | Wizard

Options: By Months »

Months All selected
Weeks All selected
Days All selected

Coordinate Description Radius (meter)

<No data to display>

Process Cancel

Step 2: Select a Schedule

Schedule

Explanation

By Months

Assign to every selected days of every selected week of every selected
months

By Days of Month

Assign to every selected days of every selected months

By Weeks

Assign to every selected days of every selected weeks of the year

Custom

Assign to selected dates

Step 3: Click on “+’ button | Map

13
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Step 4: Select a GPS Type | Enter radius (by default, 60m) and description | Confirm

GPS Type Explanation
Branch Select from a list of branches created in Maintain Branch
Custom Search by address

GPS Type: Custom

Radius: 60

Description: |Setia City Mall

Address: 7, Persiaran Setia

Shah Alam, Selan

Dagang Bandar Setia Alam, Seksyen, U13 Shah Alam, 40170
gor
Search

#U' fiothing store Court @ Seflzll Crt;
w Map  Satellite 9
Bayu Somerset @
Setia City Mall@ SUSHIDO -
Clothing store Setia City Mall Seoul Garden @ \
Sushi - Setia City Mali@
P Korean » §§
GSC @ Setia City Mall o
OPPO SALES & )
SERVICE CENTRE @9 Fossil - Setia City Mall é&\
7 Watch store |

Cell phone store

The Chicken Rice
Setia City Mall

yssey @
ity Mall
Machines Setia City . _ 4=
9 Mall Apple Premium... Torii Teppanyaki

@

\WeE LAuthorized

Coordinate: 3.108951, 101.461341

Address:

(Setia City Mall)

Authentic Japanese =

[ oY
Keyboard shoricuts  Map data ©2024 Google Terms Report a map error

7, Persiaran Setia Dagang, Setia Alam, 40170 Shah Alam, Selangor, Malaysia

Confirm Cancel

Note: User may pin on the map to get a more accurate position

Step 6: Process

Options:  Custom v

4

MM e e
MRS B @

May, 2024
SMTWTFS
282930 1 2 3 4
56 78 91011
12 13 14 15 16 17 18
19 P 21 22 23 24 25
26 27 28 29 30 31

June, 2024

SMTWTFS

1
2 345%6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 12 3 456

» OH [+

Date A =
20/05/2024 # 3,108951, 101.4.. Map Setia City Mall 60

Coordinate Description Radius (meter)

Process Cancel
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1.6.3 Copy Work Location from Employee
Step 1: Select Employee(s) | Wizard dropdown | Copy From

Step 2: Select date range and employee to copy from | OK

Year 2024 =

@ Code Name Traveller
(] oooo2 JOSEPH TAN

+8 00007  CHONG XIN YING
[ 00009  MOHAMMAD FAHAD
[0 00012  MICHAEL ANGELO

View Location
View Location

[ NN

View Location
View Location

Confirmation X

Copy location in date range below from selected employee to 1 employee(s)?

Date 20/05/2024 v To 31/12/2024 v
Copy From 00012 v
oK Cancel
4

SQL HRMS E-TMS Module

Explanation: Copy Employee 00012 locations from 20/5/2024 to 31/12/2024 to Employee 00007
Note: Date From need to be current date to future dates (past dates are not allowed to copy)

1.6.4 Clear All Work Locations

Step 1: Select Employee(s) | Wizard Dropdown button | Clear All

Year 2024 =

@ Code Name Traveller
() 00002  JOSEPH TAN

+8 00007  CHONGXIN YING
) 00009  MOHAMMAD FAHAD
[J 00012  MICHAEL ANGELO

View Location
View Location
View Location

o000

View Location

Confirmation X
Clear all location in date range?

Date 20/05/2024} ~ To 31/12/2024 ~

OK Cancel

Wizard ‘v

Step 2: Select Date Range | OK

Explanation: Delete all locations of Employee 00007 from 20/5/2024 to 31/12/2024
Note: Date From need to be current date to future dates (past dates are not allowed to delete)

15
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1.7 Maintain Employee

Step 1: Human Resource | Maintain Employee... | Select an Employee / Create New | Personal tab
| Enter email

Code: 00009 ~  Job Title: [JManager @ Active Read MyKad

Name: MOHAMMAD FAHAD B Traveller

Personal Grouping Family Payroll Info. Allowance Deduction Claim Limit Tax Benefit MNote More History Child Attachments

Gender: = Male X
D.O.B: 4/4/1996 ~  Age: 28

Address:

PostCode:
City:
State:

Phone: Mobile:

Email: @hotmail.com

New IC:

Old IC:

Passport: Issue Date: Ptk ~ Expiry Date: [ / w

Immigration No: Issue Date: /[ / v Expiry Date:  / / M

Permit No: Issue Date: T ~ Expiry Date:  / / “

Step 2: Grouping | Select a Branch
Step 3: Select a Public Holiday Calendar
Step 4: Select a Work OT

Step 5: Save

Code: 00009 ~  Job Title: [(JManager [ Active Read MyKad
Name: MOHAMMAD FAHAD Traveller

Personal Grouping Family Payroll Info. Allowance Deduction Claim Limit Tax Benefit Note More History Child Attachments

Branch: v Project: Foa= ~
HR Group: B v Job: ---- ~
Department:  SALES ~ Task: —--- w
Category: B ~ Public Holiday Calendar:  ---- ~
Nationality MY ~ Leave Group: rEm ~
Race: v Work OT: SALES v
Religion: Other ™ Attendance Reward: 1
Optional

e Employees who are entitled to Attendance Reward, may select an ‘Attendance Reward’
e Employees who are travellers (Eg. Salesperson / Delivery Person / Doctor), may check the
‘Traveller’ checkbox

16
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1.8 Sync Cloud

Step: Cloud Icon | Sync Cloud... | Sync All

Note: Make sure to always ‘Sync Cloud’ after all maintenance are done or if there are any changes
to the Time Attendance Setup to ensure settings on both Payroll and SQL HRMS app are in sync
with one another

2.0 Payroll Report
2.1 Work Schedule Summary

Step: Time Attendance | Print Work Schedule Summary...

Year 2024 = Month 5 =

Employee: 0 v |.. Project: 0 R
Branch: @ v . Job: O L
Department. [ v . Task O v
HR Group: C] ~ . Session; C] o s
Category: 0 ~ .. [J Show without schedules only

P 2pply

Work Schedule Summary - May 2024 E

Weekly View g n n Today Create Schedule
Employee Naid Mon Tue Wed Thu Fri Sat Sun
20/5/2024 21/5/2024 22/5/2024 23/5/2024 24/5/2024 25/5/2024 26/5/2024

00001 LEE CHONG WAI PH Rest Rest

00002 JOSEPH TAN SALES SALES PH SALES SALES Rest Rest

00003 NURUL SARA BINTI SAMAD PH

00004 SAMY A/L MALA PH

00005 MARLEY TAN Al LING or ot PH ar ot Rest Rest

00006 SALINA BINTI SALLEH PH

00007 CHONG XIN YING SALES SALES PH SALES SALES Rest Rest

00008 ALEX LOH PH

00009 MOHAMMAD FAHAD SALES SALES PH SALES SALES Rest Rest

00010 GRACE POH LI YING PH

00011 SARA CARL PH

00012 MICHAEL ANGELO SALES SALES PH SALES SALES Rest Rest

Count=12
Public Holiday

Types of views:

o Daily View

o Weekly View

O Monthly View
Red box: Public holiday

: Rest day

Blank: No session assigned
Others: Work day with session (font color based on settings in Maintain Session)
‘Create Schedule’ button: Direct user to Maintain Calendar
‘Today’ button: Focus on today’s date if within date range

17
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2.2 Time Attendance Summary

Step: Time Attendance | Print Time Attendance Summary...

Date: 1/5/2024 v to 31/5/2024 ~
Employee: (] ~ Category: @] v |.. ClockStatus: Late In;Early OutTii
Branch: ] ~ . Project a ~
Department: O ~ Job; (] v
Group: (=] ~ Task: @] v
Time Attendance Summary - 1/5/2024 till 31/5/2024 E
Attendance Reward
Session 1 Session 2 Session 3 Session 4 No Session Overtime
: Date DayTy.. Name Clock Status Session Leave Leave De. In Out In Out In Out In Out In Qut In Out Claim.. Remark
13/5/2.. Work D... LEE CHONG WAI Absent |
14/5/2.. Work D... LEE CHONG WAl Absent e
14/5/2.. Work D... JOSEPH TAN Absent SALES
14/5/2.. Work D... CHONG XIN YING Absent SALES
14/5/2.. Work D.. MOHAMMAD F... Absent SALES
14/5/2.. Work D.. MICHAEL ANGE... Absent SALES
15/5/2.. Work D... LEE CHONG WAI Absent =
15/5/2.. Work D... JOSEPH TAN Absent SALES
15/5/2.. Work D.. CHONG XIN YING Absent SALES
15/5/2.. Work D.. MOHAMMAD F.. Absent SALES
15/5/2.. Work D... MICHAEL ANGE... Absent SALES
16/5/2.. Work D.. LEE CHONG WAI Leave, Time off, .. ---- MC [1st Half] ...
12:32PM 3:32PM
3:34PM (.. *6:00 PM
16/5/2.. Work D... JOSEPH TAN Traveller, Time .. SALES = - 438 PM (.. 624 PM
16/5/2.. Work D.. MARLEY TAN Al.. Time off o1 i 5 1244PM 210 PM
2:15 PM 3115PM
16/5/2.. Work D.. CHONG XIN YING Absent SALES
16/5/2.. Work D.. MOHAMMAD F.. Time off (2) SALES = # o = 6:36 PM *8:00 PM
16/5/2.. Work D.. MICHAEL ANGE... Time off SALES i = 2:00 PM (.. *6:00 PM
17/5/2.. Work D.. LEE CHONG WAI Absent =

Shows all log pairs processed in Sync Cloud
“*’ symbol: Adjusted log
‘(by mgr)’ label: Log is clocked by manager through SQL HRMS app

Overtime pairs will only list those OT records that has been confirm by HR and posted to Pending
Overtime with claimable more than 0
e “’symbol: Employee do not have any clock in/clock out records for that session

Note: If there are log pairs with missing Clock In / Clock Out time which are within the date range,
user is not allow to view the report until those log pairs are fix in Sync Cloud
SQL Payrall Enterprise Edition - E STREAM SDN BHD [2024] X

to 31/5/2024.
Please fix the errors in Sync Cloud.

e Cannot view report. There are still records with error from 1/5/2024

—
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2.2.1 Attendance Reward

Step 1: Click on Attendance Reward (Make sure all Clock Status are checked)

Allowance Code ---- w

Post Date  Employee Name Code

= Description Work Unit Rate
» 16/5/2024 00005 MARLEY T.. —--

Amount
OT meal allowance 1.00

20.00 Use default...

Save Cancel

e Employee who are entitled to Attendance Reward (set in Maintain Employee) and fulfilled
the conditions will be listed

® Once ‘Save’, the reward will be posted to Pending Allowance

Step 2: Select an Allowance Code | Save

Step 3: Payroll | Open Pending Payroll... | Allowance

[ +] ElicllcYc Y W - |

£ Trans Date Post Date Employee Code Description Work Unit Rate Amount
»16/5/2024  116/5/2024 00005 OT meal allowance 1.00 20,00 20,00
Count =1 20.00

Note: By default Meal Allowance is RM20, may contact SQL Support for customization
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2.3 Time Attendance Unassigned Listing

Step: Time Attendance | Print Time Attendance Unassigned Listing...

Date: 1/5/2024

v to 31/5/2024 v

Employee: O ~ . Category: O .. Reasom: |

Branch: O v |.. Project: O v Action:  Unassigned v

Department: O | Job: O N

Group: O v .. Task O v

P

Time Attendance Unassigned - 1/5/2024 till 31/5/2024 E

2 Trans Date Post Date Name Reason Start Time End Time OT Break Time  Claimable / De.. Action Code

» 13/5/2024 13/5/2024 LEE CHONG WAI Absent 09:00 AM 06:00 PM 0 480 Unassigned
14/5/2024 14/5/2024 LEE CHONG WAI Absent 09:00 AM 06:00 PM 0 480 Unassigned
15/5/2024 15/5/2024 LEE CHONG WAI Absent 09:00 AM 06:00 PM 0 480 Unassigned
16/5/2024 16/5/2024 LEE CHONG WAI Late in 09:00 AM 12:32PM 0 212 Unassigned
16/5/2024 16/5/2024 LEE CHONG WAI Time off 03:32 PM 03:34PM 0 2 Unassigned
17/5/2024 17/5/2024 LEE CHONG WAI Absent 09:00 AM 06:00 PM 0 480 Unassigned
14/5/2024 14/5/2024 JOSEPH TAN Absent 09:00 AM 06:00 PM 0 480 Unassigned
15/5/2024 15/5/2024 JOSEPH TAN Absent 09:00 AM 06:00 PM 0 480 Unassigned
16/5/2024 16/5/2024 JOSEPH TAN Late in 02:00 PM 04:38 PM 0 158 Unassigned
16/5/2024 16/5/2024 JOSEPH TAN Time off 09:00 AM 01:00 PM 0 240 Unassigned
17/5/2024 17/5/2024 JOSEPH TAN Late in 09:00 AM 10:32 AM 0 92 Unassigned
17/5/2024 17/5/2024 JOSEPH TAN Early out 10:55 AM 01:00 PM 0 125 Unassigned
17/5/2024 17/5/2024 JOSEPH TAN Time off 02:00 PM 06:00 PM 0 240 Unassigned
16/5/2024 16/5/2024 MARLEY TAN Al.. OT 12:44 PM 02:10 PM 0 86 Unassigned HW15
16/5/2024 16/5/2024 MARLEY TAN Al... Time off 08:00 AM 10:00 AM 0 120 Unassigned
17/5/2024 17/5/2024 MARLEY TAN Al... Absent 08:00 AM 10:00 AM 0 120 Unassigned

Count = 28

9315

e Shows all OT and Leave records processed in Sync Cloud

SQL HRMS E-TMS Module

Note: If there are log pairs with missing Clock In / Clock Out time which are within the date range,

user is not allowed to view the report until those log pairs are fixed in Sync Cloud
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3.0 Login
3.1 Login

Step 1: Enter email | Next

HRMS
Login

Email

@gmail.com

Try Live Dema

Step 2: Enter OTP sent to your email | Login

HRMS
Login
Email
@gmail.com
Your SQL Payroll One Time Password (OTP) is 464695 oTp
4 & 4 6 9 5
. Developer <no-reply@sgl.com.my>
- tome =
Hi Resend OTP
Are you trying to sign in? Login
If so, use this code to finish signing in. -
464695
Thank you. The OTP code has been sent to your email

saL @gmail.com
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3.2 Try Live Demo

User may try out all the modules (E-TMS, E-Leave, E-Claim, E-Payroll) as manager

Step 1: Try Live Demo

HRMS
Login

Email

Try Live Demo

Step 2: Testing Company (Demo Data)

Company List =

Testing Company (Demo Data)
2024

e Logouticon (top right): Logout from SQL HRMS app
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4.0 App Usage

4.1 Permission

This module requires Location Service permission.

4.1.1 Android

From SQL HRMS app
Step 1: Turn on Location Service

This application requires access to For a better experience, turn
location : : ;

on device location, which uses
Google's location service. ~

Please turn on your GPS to give

access to your location
o No thanks 0K

Step 2: Allow Location Permission. When prompted, select ‘While using the app’

0

Allow SQL HRMS 2 to access
this device’s location?

This application requires location N i_%

permission Approximate

Please allow location permission in WHILE USING THE APP
Settings
ONLY THIS TIME

n DON'T ALLOW
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Step 3: Select ‘Update settings’ and choose ‘Allow all the time’ when the app prompts the
following dialog box

Location permission

Update Location Settings

SQL HRMS 2 collects location data to verify
whether an employee is within the workplace
region before allowing them to clock their time
attendance. Additionally, when running in the
background, the app will alert the manager if it
detects that an employee has clocked in for time
attendance but is not within the workplace, or if
the GPS location s switched off or mocked,

When prompted, please select "Allow all the time*

Learn more on how SQL HRMS 2 uses your

location

No thanks Update settings

From Device Settings

SQL HRMS 2

Location access for this app

®  Allow all the time

O  Askeverytime
O Dontallow

Use precise location
When precise location is off, apps can
access your approximate location

O  Allow only while using the app

@

User can manually allow the permission through device settings page

Step: App Info | App permissions | Location

6:03 PM | 0.8KB/s & @ @ B.alE 6:03 PM | 13.8KB/s Z @ B.alE
o ® < £
App info

App permissions
SQL HRMS 2
Version: 1.0.2
Storage 567 MB SQL HRMS 2
Data usage 0B
Allowed
Battery 0.0%
o Camera

App permissions
Manage permissions related to location, storage
phone, messages, and contacts.

Other per Ask for 1 permission
Notifications Yes
Restrict data usage Wi-Fi, Mobile data

o <

Uninstall  Clear data

Last accessed 3:33 PM
‘A Notifications

Not allowed

® Location
Last accessed 5:51 PM

Unused app settings

Pause app activity if unused
Remove permissions, delete temporary files,
and stop notifications

®

6:03PM | 11.0KB/s £ @

&

Bl & @

Location permission

SQL HRMS 2

Location access for this app
@®  Allow all the time

O  Allow only while using the app
O  Ask every time

O  Don't allow

Use precise location
When precise location is off, apps can
access your approximate location

a

See all apps with this permission
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4.1.2i0S

From SQL HRMS app
Step 1: Settings | Privacy & Security | Location Service

This application requires location < Settings Privacy & Security

permission

Please allow location permission in

Settings Location Services On >

° Tracking >

{ Back Location Services

Location Services O

>

Location Alerts

Location Services uses GPS, Bluetogth, and crowd-sourced
Wi-Fi hotspot and mobile phone mast locations to determine
your approximate location. About Location Services &

Privacy...

Step 2: Allow Location Permission. When prompted, select ‘While using the app’
| AL 'O ®

Allow "SQL HRMS 2" to use
your location?

This app needs access to your location
yn when opened in order to verify whether
you are within the workplace region

before being allowed to clock time L
attendance. ~
s’
SR ~
- ~
4 Precise: On o
den Screen =
e Setia City <
g o @ Convention &3
Centre 5
iNg 3
i ® a ck
v/ De Houz

© SsunsurialEorum

PERg;
ARAN SETIa Ay,
"5&‘9"
Allow Once
Allow While Using App

Don't Allow



Step 3: Select ‘Change to Always allow’

Timeline Work OT Team Loa

Allow “SQL HRMS 2" to also
use your location even when
you are not using the app? ]

This app requires access to the GPS
location when opened to verify 1s
whether an employee is within the
workplace region before allowing them
to clock their time attendance.
Additionally, when running in the
2 background, the app will alert the
im Manager if it detects that an employee K
has clocked in for time attendance but
is not within the workplace, or if the
GPS location is switched off or
mocked.

n

Keep Only While Using

Change to Always Allow

From Device Settings:
Step: Settings | Search ‘SQL HRMS’ | Location

< Settings SQL HRMS 2

ALLOW SQL HRMS 2 TO ACCESS

& Al Location While Using

Private Access

Notifications

Banners, Sounds, Badges

E)J Background App Refresh O

SQL HRMS E-TMS Module

< Back SQL HRMS 2

ALLOW LOCATION ACCESS

Never
Ask Next Time Or When | Share
While Using the App

Always v

App explanation: "This app requires access to the GPS
location when opened to verify whether an employee is within
the workplace region befare allowing them to clock their time
attendance. Additionally, when running in the background, the
app will alert the manager if it detects that an employee has
clocked in for time attendance but is not within the
workplace, or if the GPS location is switched off or mocked.”

Precise Location ()

Allows apps to use your specific location. With this setting
off, apps can only determine your approximate location.



4.2 Dashboard

Q Q)

B (~) (@) (&

Log Timeline Waork OT Team Log

E STREAM SDN BHD

LEE CHONG WAI
Joined Apr 2010 - present

Upcoming Holiday

Wed, 22 May 2024 6
Wesak Day

Days To Go!

Thu, 16 May 2024
Shift Time: 09:00 - 18:00

Clock In

o ) $

TMS Leave Claim Payroll

o
E STREAM SDN BHD
LEE CHONG WAI
Joined Apr 2010 - present
B ~ O
Log Timeline Work OT

Upcoming Holiday

D Wed, 22 May 2024
Wesak Day

Thu, 16 May 2024

0 )

TMS Leave Cla

e Upcoming Holiday: User’s upcoming public holidays
e Session Card: User’s work session shift time
O User can tap on the card to direct to Work Session Calendar
O User can tap on the ‘Clock In’ button to direct to Clock In / Clock Out page

m If no work session is assigned, the button will be disabled

@)
==

Team Log

6

Days To Go!

Payroll

SQL HRMS E-TMS Module
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4.3 Clock In / Clock Out
Clock In
< Clock In <« Clock In
12:31 14:40

Thu, 16 May 2024
View Wark Location >

Traveller ®

Remark

Thu, 16 May 2024
pcation Matched

Enter remark

Attachments

Clocked In Successfully!

Clock In

User who is a traveller will show a ‘Traveller’ with green check
e ‘Location Matched’ / ‘Location Unmatched’ will only visible for:

o Normal employee (not traveller)
o Traveller that is only allowed to clock in / out at specific places (assigned Work

Location)
e The button will only enabled if the user turns on their Location Service (refer Permission)

and their location is within their designated work location(s)



Clock Out

= Clock Out

14:09

2024
hec

Clocked In 12:44

OT Break Time (min)

0

Remark

Enter remark

Attachments

Clock Out

Overtime Confirmation

OT End

Sl

14:10 ®

e If ‘Claim OT’ radio button is turned on
O The ‘OT Break Time (min)’ will be visible
o0 When employee tap ‘Clock Out’ button, an ‘Overtime Confirmation’ dialog will be
prompt that allows the employee to adjust their OT time and OT break time

4.3.1 Work Location

Step: Tap ‘View Work Location’ label button

< Work Location

Homst Setia Alam
Q(Ch-ne:c Muslim.. @
al - 55

The Society
Restaurant & Bar

Jin Setia Dagang AK U13/AK

Spesial Sambal
®, SS @ Setia Alam
ndonesiar

Sunsuria Forum Soho

Suites By LuxProphy +
DGAR Hol;mhy Spot . -
ocgled ookXcess
v O«ineivia frnim

Default Branch ]

Work Location

Restaurant & Bar

Jin Setia Dagang AK U13/AK

z

Spasial Sambal
SS @ Setia Alam
indonesiar

o ¢

+

a BookXcess

Suneuria Fanm

Employee can clock in anywhere

]

e Green Check icon: Location that the employee is currently in

Clocked Out Successfully!

SQL HRMS E-TMS Module



4.4 Work Session Calendar
4.4.1 My Work Session

User can view his own work session in calendar view

: Calendar
é Summary Work Se Leave
L4 May 2024 >

sun Mon  Tue Wed Thu Fri Sat

26 27 1 C 1
Me Team
09:00 - LEE CHONG WAl @

18:00 00001

e Red font with purple box: Public Holiday
Purple box: Rest Day

SQL HRMS E-TMS Module

e Location icon: Direct to Work Location page to view locations where the user is allowed to clock

in / clock out on that day

10
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4.4.2 Team Work Session

User can view employee’s team member’s work session and work session of the employees that
the manager is managing

: Calendar
& Summary  Work Se.. Leave
< May 2024 >

Sun Mon Tue Wed Thu Fri Sat

1 2 3 4
8 6 7 8 9 10 n
(" N\
12 13 14 15 16 17 18
)
19 20 21 22 23 24 25
26 27 28 29 30 3
Me Team

Q  search Employee

08:00- = MARLEY TAN Al LING @
10:00 000o0s
L. -
Dept SALES ~
09:00 - JOSEPH TAN @

18:00 00002

09:00 - CHONG XIN YING @_
18:00 00007

11
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4.5 Log

& Attendance Log
< 10 May 2024 - 16 May 2024 >

LEE CHONG WAI

800
600 540
- 420
o
= 400 326
s
(=]
8
200
0 0 0 0
0
10/s 11/5 12/5 13/5 14/5 15/5) 16/5

Thu, 16 May 2024

Late In Early Out Overtime

212 min 0 min 0 min
CLOCK DATE TIME
Clock In 16 May 12:32
Clock Out 16 May 15:32
Clock In 16 May 15:34
Clock Out 16 May 18:00
£ Leave Status A Timeline

® The bar chart shows employee summary of a week

o : Employee fulfilled expected work duration

o : Employee did not fulfill expected work duration
e Tap on the bar or date to view the summary and attendance logs
® ‘Leave Status’ button is to view all leave applications applied on that date

Leave Status

Medical Leave
16 May 2024
@ [1st Half] stom... i o
Half Day

\pproved By LEE CHON..

12
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o ‘Timeline’ button will direct to Attendance Timeline to view user’s locations

< Attendance Timeline

LEE CHONG WAI
Location Updates

4

' Kurnia Insurans

tream Software ’
)L Account)
whs
Ecosoul v.ré

and Beauty,
Health and beauty shog
Q Empayar Besuo
+
Google
(& 12:32
15:32
(& 15:34

Note: Logs need to be processed in payroll first only in order to show attendance summary from

the app.

The following is a sample of outcome for unprocessed attendance log:

<« Attendance Log
< 17 May 2024 - 23 May 2024 >
LEE CHONG WAI
1.5
w 1
S
=
T
S
Fes
o ( 0
0
17/5 | 18/5 19/5 20 5 22/5 23/5
Fri, 177 May 2024
Late In Early Out Overtime
0 min 0 min 0 min
CLOCK DATE TIME
Clock In 17 May 12:32
Clock Out 17 May 15:32
Clock In 17 May 15:34
Clock Out 17 May 18:00
£ Le 5 2 Timeline

13
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4.6 Timeline

o Employee List o Attendance Timeline

Q, search Employee < May 2024 >
Sun Mon Tue Wed Thu Fri Sat
12 13 14 5 | 16| 7 s
> JOSEPH TAN
Location Updates

LEE CHONG WAI

MARLEY TAN Al LING T
0005

Lotus’s Setia A!Emp

SALINA BINTI SALLEH 44
0006 SETIA ALAM

2asar Malam Setia Alamj

SARA CARL

. > 2
Columbia Asia

Hospital - Klang

BANDAR
BUKIT RAJA

Aooo0o®

I
=
>
TQ
£

O NURUL SARA BINTI SAMAD > \ 5
0003 KPJ Klar
& m DAY, = JE Speciall w pi
O SA.NTV‘I A/L MALA 5 Cocgle i, il Q Q
O AL.E)(.LDH s @ 16:38
O GRACE POH LI YING 5 G/ 16:41 Outside
% nocnuTan -
e Employee List will only be visible to managers, normal employee will be directed into the
user’s own timeline
e Timeline plots the user’s clock in, clock out and status update locations on a map
e User can tap on each log card to focus on the log’s location in the map

e |Icon identifiers:

Log Icon Map Icon

Clock In @ @

Status Update Lj @

Clock Out @

14
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4.7 Work OT

Shows the employee’s OT entitlement

. . < OT Entitlement
<« OT Entitlement < OT Entitlement
Work Day Rest Day Public Holiday
Work Day Rest Day Public Holiday Work Day Rest Day Public Holiday - =
All Day
After Work | ---- All Day
OT Start 08:00
Min OT 30 min OT Start 09:00 Min OT 60 min
Max OT 180 min Min OT 60 min
TIER MAX OT or
PERIOD OT START oT TIER MAX OT oT 1 120 min DR15
1 18:00 S 1 180 min DROS 2 240 min DR20
2 18:00 HW15 2 180 min DR10 3 240 min DR25
3 3 @ min

Before Work

OT Start 09:00
Min OT 60 min
TIER MAX OT o7

1 480 min HW15

2 0 min

3 0 min

After Work | OT

OT Start 10:00
Min OT 60 min
TIER MAX OT oT

1 240 min HW15

2 0 min

3 0 min

4.8 Team Log
4.8.1 My Summary

< Calendar
é} Summary Work Se.. Leave
¢ May 2024 >
sun Mon Tue Wed Thu Fri Sat
1 2 3
6 7 8 ¢ 1 1
121 14 \ E | 17 18
19 21 22 23 24 25
26 28 9 30 chl
Me Team
Employees Late E;:J:‘ Abs (::115 OT Leave
LEE CHONG Wal L]

e User can view his own time attendance summary
e User can tap on the card to direct to Attendance Log to view detailed summary

15



4.8.2 Team Summary
< Calendar
é Summary Work Se.. Leave
< May 2024 >
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4
5 6 7 8 9 10 1
12 13 14 [ 18 J 17 18
A 4
19 20 21 22 23 24 25
26 27 28 29 30 31
Me Team

Dept SALES ~

Out-
side

Employees

JOSEPH TAN

User can view his team member’s time attendance summary

Earl
tate "2 Aps

Out

CHONG XIN YING

MOHAMMAD FAHAD

MICHAEL ANGELO

®

OT Leave

J

SQL HRMS E-TMS Module

User can tap on the card to direct to Attendance Log to view detailed summary

where time attendance summaries have not been process
Filtering chips can be used to filter the summary:

0]

O O 0O O ©O

Late In
Early Out
Absence
Outside
oT

Leave

‘Clock on Behalf’ button will be visible only to manager on current date and previous dates

16
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4.8.3 Clock On Behalf (Manager only)

Managers are allowed to clock in on behalf for his team by tapping on the ‘Clock on Behalf’ button

&« Calendar &« Employee List
é Summary Work Se... Leave Q, search Employee
< May 2024 »

Sun Mon Tue Wed Thu Fri Sat

0001

f‘
\

26 27 28 29 30 £l

MARLEY TAN Al LING
1 2 3 4 : >
00005
3 8 7 8 9 10 n
O SALINA BINTI SALLEH 5
12 13 14 15 | 16 7 18 e
19 20 21 22 23 24 25 O SARA CARL N
Dept HR

E4
o
=
@
o
=
I

NURUL SARA BINTI SAMAD 5
00003
SAMY A/L MALA >
00004
ALEX LOH "
00008

O GRACE POH LI YING s
00010

Dept SALES

I

JOSEPH TAN

00002

) @

Clock on Behalf

Edit Log (Pencil Icon)

<« Attendance Log
£ 10 May 2024 - 16 May 2024 >

MARLEY TAN Al LING
12

Total Work
e ©
@

Attendance Log Adjustment

10/5 U5 12/5 135 14/5 15/5 16/5 Date
16 May 2024
Thu, 16 May 2024
Late In Early Out Overtime
0 min 0 min 0 min c]
cLocK DATE TIME —
Clock In 16 May. 12:44 Fa
Clock Out 16 May 14110 V4
0 Leave Status A Timeline

e After choosing an employee, the manager is directed to the Attendance Log where the

Pencil icon on each log and a “Clock In’ button is visible
e Pencil icon: Log is allowed to be adjusted

17



Clock On Behalf

Lo Clock In Lo Clock Out
MARLEY TAN Al LING MARLEY TAN Al LING
(00005) (00005)
Date Date
Thu, 16 May 2024 Thu, 16 May 2024
Clock In Clocked In
14:15
1415 ®
lock Out
ot 14:15
Claim OT
Attachments
[@ Take Photo Remark
i
Attachments
B Take

Manager’s location will be captured when help to clock on behalf

SQL HRMS E-TMS Module

‘Clock In/Clock Out’ button will be enabled only if the manager’s Location Service is enabled

(refer Permission)

e Manager can adjust the employee’s clocking time and checked ‘Claim OT’ if needed

4.9 Notification

4.9.1 Geofence Service
Android

There are 2 types of geofence service in Android platform:

1. Before user clock in

p

@ SQL HRMS 2 - now ~

SQL HRMS Geofence Service
Time clock reminder is active

2. After user clock in with geofence service running

@ SQL HRMS 2 - now ~

SQL HRMS Geofence Service

Geofence monitoring is active
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i0s
In i0S platform, only 1 type of geofence notification will be display on device

A R ARSI T . ol R _Ltﬂ
SQL HRMS Geofence Service 3m ago
N.m Geofence service is active -
E?_ 15 d

4.9.2 Clock In/Out Reminder

1. Remind user to clock in when he is within work location

SQL HRMS 2 + now ~

Time Attendance Reminder

Remember to clock in

2. Remind employee to clock out when he leaves his work location

SOLHRME 2 « Tm ~

Time Attendance Reminder

Remember to clock out

4.9.3 Clock Status Update

e There are three types of status update:
O Location service off
o0 Employee outside work location
o Mock / Fake location

e f[g:

@ SOL HRMS 2 » now ~

GPS Location Status Update
MOHAMMAD FAHAD's GPS location is off
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4.9.4 Clock on behalf

Mangers managing the same employee will receive the following notifications once a manager help
his team to clock on behalf:
1. App Notification

SQL HRMS 2 « now W N

Clock-In on behalf

Employee MICHAEL ANGELO by manager LEE
CHONG WAI

2. Email Notification
Manager Clock-In Recorded in SQL HRMS Time Attendance App for employee MICHAEL ANGELO D inbox

Developer <no-reply@sgl.com.my>
tome «

Dear JOSEPH TAN,

This email serves as a notification that a Clock-In action has been recorded in the SQL HRMS Time Attendance App on behalf of an employee within your department by the manager.
Please find the details of the Clock-In action below:

Clock-In

Employee Name: MICHAEL ANGELQ

Date: 16/05/2024

Time: 02:00 PM

By Manager. LEE CHONG WAI

GPS:3.1068, 101.4679
Device: TP1A.220624.014

Thank you

This notification is generated by SQL HRIMS App

4.9.5 Employee login from a different device

Managers will receive an email notification once his team using a different device to login to the
app
Employee MOHAMMAD FAHAD signed in on a new device
@ Developer <no-reply@sgl.com.my>

. to me

Dear JOSEPH TAN,

This email serves as an alert that an employee have signed in on a new device
Please find the details below:

Employee Name: MOHAMMAD FAHAD

Date: 17/05/2024 10:09 AM
Device: M2101K6G (TKQ1.221013.002)

Thank you

This notification is generated by SQL HRMS App
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4.10 Sync Cloud

Step 1: Cloud Icon | Sync Cloud... | Time Attendance | Sync All

Update Payroll {v Stop Sync

Leave App Pending Claim Payroll Time Attendance

Date 1/5/2024 v 1o 31/5/2024 ~ ETMS updated to 1/1/2024

Session O v Category: 5] vil. |lcicadistns No Clock OutLate In;l ~

Employee: a ~ .. Project: O ~ .../ GPSRange: Offling;In Office;Qutsi ~

Branch: @] ¥ || Job: O b

Department. (] vl Task O ~

HR Group: )] v Apply

Log ar Leave

z Date Name Total Late In Total Early Out Total OT Session Code Clock Status GPS Range

» ;{-‘13/5/2024 LEE CHONG WAI 0 0 0= Absent Offline Map
[ 14/5/2024 LEE CHONG WAI 0 0 0---- Absent Offline Map
[+ 14/5/2024 JOSEPH TAN 0 0 0 SALES Absent Offline Map
[ 14/5/2024 CHONG XIN YING 0 0 0 SALES Absent Offline Map
[ 14/5/2024 MOHAMMAD FAHAD 0 0 0 SALES Absent Offline Map
[ 14/5/2024 MICHAEL ANGELO 0 0 0 SALES Absent Offline Map
[ 15/5/2024 LEE CHONG WAI 0 0 0---- Absent Offline Map
 15/5/2024 JOSEPH TAN 0 0 0 SALES Absent Offline Map
G 15/5/2024 CHONG XIN YING 0 0 0 SALES Absent Offline Map
[# 15/5/2024 MOHAMMAD FAHAD 0 0 0 SALES Absent Offline Map
[ 15/5/2024 MICHAEL ANGELO 0 0 0 SALES Absent Offline Map
# 16/5/2024 LEE CHONG WAI 212 148 0--—-- Late in, Early out, No cloc... In Office Map
[ 16/5/2024 JOSEPH TAN 158 0 24 SALES Late in, Traveller, Time off Traveller Map
[ 16/5/2024 MARLEY TAN Al LING 0 0 146 QT Time off In Office Map
[ 16/5/2024 CHONG XIN YING 0 0 0 SALES Absent Offline Map
[ 16/5/2024 MOHAMMAD FAHAD 0 0 0 SALES No clock out, Traveller Offline Map
[ 16/5/2024 MICHAEL ANGELO 0 0 0 SALES No clock out In Office Map
Count = 17

Step 2: After all necessary adjustments are made | Update Payroll
e Alternatively, user may click on the ‘Update TMS’ button under ‘Update Payroll’ dropdown
to only update TMS data to server
e After ‘Update Payroll’, all OT / Leave trans that has been assigned action will no longer
appear on the grid. User may view it under Time Attendance Unassigned Listing report

Note: The ‘ETMS updated to dd/mm/yyyy’ is the date of the latest TMS summary processed. Any
attendance logs before the updated date will no longer allowed to be adjusted from SQL HRMS app.

21



SQL HRMS E-TMS Module

4.10.1 Attendance Log Error

This dialog box will only prompt if there are any incomplete log pairs (missing clock in / clock out)
that requires attention

Time Attendance Log (3 error) X

Please complete the following clock pairs with error

H Date Name Clock Status Expected Clock In  Expected Clock O... Clock In Clock Out Work Duration Is OT Break Time

» 16/5/2024 LEE CHONG WA No Expected In  |No Expected Out [03:34PM | o ® | o
16/5/2024 MOHAMMAD FA.. No clock out No Expected In Mo Expected Out  06:36 PM 0 O 0
16/5/2024 MICHAEL ANGELO No clock out MNo Expected In Mo Expected Out  02:00 PM 0 O 0
Count=3

Recalculate

e Purple cells: Missing time which needs to be filled in
e Editable columns:
o ClockIn
o Clock Out
o IsOT
O Break Time
® ‘Recalculate’ button will enabled once changes are made to perform recalculation on the
attendance logs

4.10.2 Log

This tab shows the processed TMS summary with employees’ log details after processed

Log or Leave
= Date Name Total Late In Total Early Out Total OT Session Code Clock Status GPS Range
[ 14/5/2024 LEE CHONG WAI 0 0 0---- Absent Offline Map
[ 14/5/2024 JOSEPH TAN 0 0 0 SALES Absent Offline Map
[ 14/5/2024 CHONG XIN YING 0 0 0 SALES Absent Offline Map
(¥ 14/5/2024 MOHAMMAD FAHAD 0 0 0 SALES Absent Offline Map
B 14/5/2024 MICHAEL ANGELO 0 0 0 SALES Absent Offline Map
[© 15/5/2024 LEE CHONG WAI 0 0 O} Absent Offline Map
B 15/5/2024 JOSEPH TAN 0 0 0 SALES Absent Offline Map
[ 15/5/2024 CHONG XIN YING 0 0 0 SALES Absent Offline Map
B 15/5/2024 MOHAMMAD FAHAD o 0 0 SALES Absent Offline Map
® 15/5/2024 MICHAEL ANGELO 0 0 0 SALES Absent Offline Map
= 16/5/2024 LEE CHONG WAI 212 148 0---- Late in, Early out, No cloc... In Office Map
z Clock In Late In Remark (In) Clock Out Early Out Remark (Out) or GPS Range Traveller Is OT Attachment .. Attachment

12:32 PM 212 03:32 PM 148 0 In Office ] O 1 1
03:34 PM 0 0 0 In Office ]} @] 1 0
B 16/5/2024 JOSEPH TAN 158 0 24 SALES Late in, Traveller, Time off Traveller Map
= Clock In Late In Remark (In) Clock Out Early Out Remark (Qut) or GPS Range Traveller Is OT Attachment .. Attachment ...
04:38 PM 158 06:24 PM 0 24 Traveller a @] 0 0
(¥ 16/5/2024 MARLEY TAN Al LING 0 0 146 OT Time off In Office Map
B 16/5/2024 CHONG XIN YING 0 0 0 SALES Absent Offline Map
[ 16/5/2024 MOHAMMAD FAHAD 0 0 0 SALES No clock out, Traveller Offline Map
B 16/5/2024 MICHAEL ANGELO 0 0 0 SALES Mo clock out In Office Map

Count = 17
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4.10.2.1 Location Map

SQL HRMS E-TMS Module

User can click on the ‘Map’ button in tab to show the employee’s log location (Clock In, Clock Out,

Status Update) on a map

@ Time Attendance Map

GPS Range: Offling;ln Office;Outsi LNak 2/ A RO persiet g Waw‘asa,-,
Show Expected Location S MEP Satellite
Show Route p Y% COHfEﬁIQ 0
m ; The Butterfly Cre
= . Time Trans Type  GPS Range iC @ Setia City, Mall @)Hometown ERE
04:38 PM ClockIn Traveller x Coffee SETIA ALAM
04:41PM  Status Upd.. Outside . Clock Qut - 06:24 PM
0445PM  Status Upd.. Outside e | :2E; lg?iﬁ;%g
04:49 PM Status Upd.. Outside _ KOSSAN TowerQ
04:53 PM Status Upd... Outside ¥ Sur}sur’la Forum Sohg, M
b 0624PM  ClockOut  Traveller aran Setia g Suites By LuxProphy 'y
l'am
Sunsurig
Count = 6 4 AT Swan Lakeo
uEie) Eco Ardénce @
£ CMEH L(uj\ s
e & Eob i
] =
All Locations &
g Rex BasketBall Academyv & Jalan g whm
fa ge‘s\ U tia D%
5 alan Seti 5.
= Jalg 2 Dam% 6)
r & " Setiy e 2| -
S lan gy TMaig, 2. %
Google LAy 2
= Keyboard shortcuts  Map data 2024 Google  Terms  Report a map error

e Map icon identifier:

Icon Description

Clock In

©

Status Update

©

Clock Out
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4.10.2.2 Edit Mode

Step: Right-click on the grid | Edit

' Time Attendance Log X

1 £ Date Name Expected ClockIn  Expected Clock Out Clock In Clock Out Work Duration Is OT Break Time
14/5/2024 LEE CHONG WAI 09:00 AM 06:00 PM 0 )] 0
14/5/2024 JOSEPH TAN 09:00 AM 06:00 PM 0 ()] 0
14/5/2024 CHONG XIN YING 09:00 AM 06:00 PM 0 2] 0
14/5/2024 MOHAMMAD FAHA... 09:00 AM 06:00 PM 0 )] 0
14/5/2024 MICHAEL ANGELO  09:00 AM 06:00 PM 0 O 0
15/5/2024 LEE CHONG WAI 09:00 AM 06:00 PM 0 O 0
15/5/2024 JOSEPH TAN 09:00 AM 06:00 PM 0 O 0
15/5/2024 CHONG XIN YING 09:00 AM 06:00 PM 0 [ ]
15/5/2024 MOHAMMAD FAHA... 02:00 AM 06:00 PM 0 @] 0
15/5/2024 MICHAEL ANGELO  09:00 AM 06:00 PM 0 ] 0
16/5/2024 LEE CHONG WAI 09:00 AM 08:00 PM 12:32 PM 03:32 PM 180 O 0
16/5/2024 LEE CHONG WAI No Expected In No Expected Out 03:34 PM 0 O 0 |

1 Count = 19

i Recalculate

e Editable columns:

o0 ClockIn
o Clock Out
o IsOT

O Break Time
® ‘Recalculate’ button will enabled once changes are made to perform recalculation on the
attendance logs

24



4.10.3 OT

SQL HR

MS E-TMS Module

Log or Leave
= Date Post Date Name Day Type Action
B 16/5/2024 16/5/2024 MARLEY TAN Al LING Work Day Unassigned bt Show Log
I 17/5/2024 17/5/2024 MARLEY TAN Al LING Work Day Overtime B Show Log
Remark Script Start Time End Time Duration Break Time Claimable OT Code
10:00 AM 11:00 AM 60 60 HW15
11:00 AM 01:00 PM 120 120 HW20
= Overtime v Show Log
» 5 Remark Script Start Time End Time Duration Break Time Claimable OT Code
» 06:00 PM 08:00 PM 120 120

e Editable columns:
O Post Date

O Action:

m Unassigned

m Overtime: Record will be posted to Pending Overtime

m Cancelled: Record will be ignored

e Red highlight: All the nested records are assigned with an OT code (wont be posted to
pending)
Green highlight: Not all the nested records are assigned with an OT code

® ‘Show Log’ button is to show all employee’s attendance logs on that date

4.10.3.1 Edit Mode

Step: Right-click on the grid | Edit

Time Attendance Overtime

Date

Name

Remark

Start Time

End Time

Duration

Claimable

Break Time OT Code

» 16/5/2024

MARLEY TAN Al LING

12:44 PM

02:10 PM

86

86

0 HW15

Count =1

e Editable columns:

o
o
o
o

Remark
Claimable
Break Time
OT Code

e ‘Save’ button will enabled once changes are made
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4.10.4 Leave

SQL HRMS E-TMS Module

Log oT Leave
= Date Post Date Name Clock Status Remark Script Start Time End Time Duration Deductible Action Leave Type
13/5/2024 13/05/2024 LEE CHONG WAI Absent 09:00 AM 06:00 PM 480 480 Show Log Unassigned
14/5/2024 14/05/2024 LEE CHONG WAI Absent 09:00 AM 06:00 PM 480 480 Show Log Unassigned
14/5/2024 14/05/2024 JOSEPH TAN Absent 09:00 AM 06:00 PM 480 480 Show Log Unassigned
14/5/2024 14/05/2024 CHONG XIN YI.. Absent 09:00 AM 06:00 PM 480 480 Show Log Unassigned
= 14/5/2024 14/05/2024 MOHAMMAD F.. Absent 09:00 AM 06:00 PM 480 480 Show Log Leave MC
14/5/2024 14/05/2024 MICHAEL ANGE... Absent 09:00 AM 06:00 PM 480 480 Show Log Unassigned
15/5/2024 15/05/2024 LEE CHONG WAI Absent 09:00 AM 06:00 PM 480 480 Show Log Unassigned
15/5/2024 15/05/2024 JOSEPH TAN Absent 09:00 AM 06:00 PM 480 480 Show Log Unassigned
15/5/2024 15/05/2024 CHONG XIN Yl.. Absent 09:00 AM 06:00 PM 480 480 Show Log Unassigned
15/5/2024 15/05/2024 MOHAMMAD F.. Absent 09:00 AM 06:00 PM 480 480 Show Log Unassigned
15/5/2024 15/05/2024 MICHAEL ANGE... Absent 09:00 AM 06:00 PM 480 480 Show Log Unassigned
16/5/2024 16/05/2024 LEE CHONG WAI Late in 09:00 AM 12:32 PM 212 212 Show Log Unassigned
16/5/2024 16/05/2024 LEE CHONG WAI Early out 03:32 PM 06:00 PM 148 148 Show Log Unassigned
16/5/2024 16/05/2024 JOSEPH TAN Time off 09:00 AM 01:00 PM 240 240 Show Log Unassigned
16/5/2024 16/05/2024 JOSEPH TAN Late in 02:00 PM 04:38 PM 158 158 Show Log Unassigned
16/5/2024 16/05/2024 MARLEY TAN Al.. Time off 08:00 AM 10:00 AM 120 120 Show Log Unassigned
16/5/2024 16/05/2024 CHONG XIN YI.. Absent 09:00 AM 06:00 PM 480 480 Show Log Unassigned
16/5/2024 16/05/2024 MOHAMMAD F... Time off 09:00 AM 01:00 PM 240 240 Show Log Unassigned
16/5/2024 16/05/2024 MOHAMMAD F... Time off 02:00 PM 06:00 PM 240 240 Show Log Unassigned
16/5/2024 16/05/2024 MICHAEL ANGE... Time off 09:00 AM 01:00 PM 240 240 Show Log Unassigned
16/5/2024 16/05/2024 MICHAEL ANGE... Time off 02:00 PM 06:00 PM 240 240 Show Log Unassigned
Count = 21
e Editable columns:
O Post Date
o0 Remark
o0 Deductible
O Action:
m Unassigned
m Leave: Records will be posted to Leave Application
m Unpaid Leave: Record will be posted to Leave Application
m Cancelled: Record will be ignored
O Leave Type: Value changes based on chosen action
e User need to assign a leave code in order to post it to Leave Application

‘Show Log’ button: Show all employee’s logs on that date
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