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Personalize Content Layout Tuesday, October 16,

Menu
[ Self Service

[ Do

[:_Global Payroll & Absence Mgmit
[ Workforce Development
[ Set Up HRMS

[ SetUp ELM

[ My Content

[- Content Management

[ Worklist

[ Reporting Tools

— Take a Survey

~ Change My Password
= My Personalizations

— My System Profile

1. Klik “Self Services “

Assalaamu'alaikum warrahmatullah dan salam sejahtera,
Welcome to GEMS!

" Towards Excellent, Interactive and Integrated Public Service
in line with 21st Century's Civil Service Vision"

GEMS IS YOURS. We provide Security, Reliability and Conveniences to your Data and your HR
needs.

Discussion Forums
Mo Discussions available

B EQ

GEMS is used throughout all the Ministries and Departments with effective Data Sharing.

If you encounter any problems, you must first browse at GEMS Help Centre

OR
Contact your GEMS Trainer/ GEMS Change Agent

If problem persists, please contact GEMS Helpdesk at 2382407 or email at
gems.helpdesk@psd.gov.bn

Warmest regards
GEMS Management

Welcome =

GEMS News
new Data Verification for Government Employees

Assalamualaikum/ Salam Sejahtera,

On behalf of GEMS Management Team, we would like to introduce GEMS Data Verification
Process, where government employees are able to verify and confirm their Personal and Job
data in GEMS and confirm that the information is correct and up to date.

will soon be released to other ministries. Mass briefing and roving activities to walkthrough
the data verification process with every ministries and departments will be inform at a later
date.

To access the quick guides for Data Verification, please click here.

Should you have any enquiries, please contact GEMS Helpdesk.

B EE

At this moment, this process is released to all departments under Prime Minister's Office and

Select One: -

My Links

lease click here or on "GEMS Help Centre"
ink at the top right-hand corner to get help on
(GEMS functionalities.

HNEW

Computer Based Training on Absence Request
(Malay Guide):

* Absence Request (Malay Guide)

Quick Links =
My E-mail My Calendar
My Payslips My Benefits
My Performance My Learning
My Careers My Reports
My Surveys My Time & Attendance
Team Learning Request Absence

My Exam Results

My Leave Balance

HEW

Ahsence Balances as of 30/09/2012

[If you view your Absence Balances, your leave balance)
of Annual Entitlement is as of 30/09/2012. hould you
noticed that the leave balance is not cotrect, please
consult your GEMS Human Resource Specialist
(Absence (HRS Absence) at your Administration
Section.
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MyLinks Select One: v

¥ Self Senvice

2. Klik” Verify Employee

[ Room Booking .
b Time Reporting ﬁ Self Service Information “
[ Personal Information i BN : : : . : .
b Paytall and Compensation 5...§E!f..?emce transactions include: browsing and searching the catalog, enroling and viewing your learning transcript.
b Benefts ﬁwﬂ Mw o e Transachous
[ Learning and i~ i Room Booking Verify Employes Information Review transactions that you submitted for approval
Development =l Make Room Booking
> Learning Il View Room Booking
[ Performance Management B View Room Information
E E;:;Lélﬁ:geﬂdmtles K] Time Reporting ﬁ Personal Information K] Payroll and Compensation
) Report and review your time, schedules, request absences Review and update your personal information. Review your pay and compensation history. Update your
= Verify Emplayes ! . . A .
nformation and more. . =) Persanal nformation Summary direct depqsrt and other deduction or contribution information.
Do Tramen (0 Report Time 1] Home and Mailng Address = E-Payslip Summary Page
- Review Transacions [ View Time = Phone Numb
[ Recruiting - Woe. r?gfﬁ mher
I Global Payroll & Absence S
Mgmt ﬁ Benefits ﬁ Learning and Development K] Learning
[ Warkforce Development Review health, insurance, savings, pension or other benefits Add or review information about profiles of skils and View and maintain learning records and objectives, and
[ 3etUp HRMS information. Review and update dependent and beneficiary competencies, interest fists, training and development, browse and search the leaming catalog.
[ SetUp ELM personal informatian. = My Profie =] BCS Fxam resuf
[» My Content [ Claim/Application Request =] My Job Profiles =] Submit Travel Arrangements
> Content Management El Dependent Information =] Vigw Travel Arangements
> Warklist [ Benefits Information 5 Hore...
> Reporting Tools [ Dependents and Beneficiaries
E:keaw ﬁ Performance Management ﬁ Recruiting Activities ﬁ Attendance
= Change My Password —
- v Personalizations :f;ﬁ:: ;Insu ; gﬂf:gilcni e;giri ;:zz:;upment documents, and Ecrumng Activities -
= : Careers On-Line Submizsion Page
My System Profle £ My Performance Documents 1= Interview Evaluations
(1 Other's Performance Documents = Interview Calendar

1] nterview Team Schedule




Nnformation erification

S urrer A ASFE, MOFAT, M MINDEF and MOMA useage on
Feranor nformation
| Official Name: ABDUL RAHMAN BIN ABOUL RAHIM Annual Lesave Balance: a.00
; Gender sA0le Medical Leave Ralance: 0.00
: Date of lirth: O¥WIN/ 1T
| Blirth Country: FBrunes Darussalsm
| Citizenship Yellow National Reg. 1D Card: 70-000001
| Mationality
| Race:
2 Religion: I1SLAMN
Highest Education Level: Not Ingicates £

|

Marital Statuw 2|

k — -

Marital Statun: Sungie An of: OoVOI/I0T |

[V mMarital Status Verified

e Nombars o — — ] ; |

rhene Tyeae Fhens Number Extensien Proterced 1] Phone Number Verified
\eobile 8513207
Home 2aparas

Change smMergency contacts |

Il Emergency Contact Verifisd

(;h-n?. hol;v}.: matiing addrasses I

Il Aaddress Veritied

|
Emall Type Emall Agdress Preferced

W Email Address Verified
Business asian ohuonuRosa gov. bn

"I rore OO R MAve & DOve MTeesl RITAT AOIISEE 0SS CTORIC P! MAOHEEmE 88T MBS

Dependent INformation |

1] Dependent Infarmation Verified

Current Primary Job Infornmation

- P - Sala Mext
Effective - Ministry Department | Department Fositicn - - - Employes | Salary =3 . ary Monthily
Dat Ministry | ripticn |10 D ripticn Mu r |Bosition Description [ = - Matrix .?ﬁl;ln Gola Increment
Prrirmes JABEATAM c. 12
DSBS TZ | SasDiA Minist=r's SA1ZT FERKHIDMATAM | EEZEETS (IFENYELLAS PELABAT TETAFP L ey - A28 D
~ BB X
OFfice A0 A R

Primary Jtob Informma n VWerification
@ Primary Job Information Correct

0 Primary Job Information lncorrect

Employees Comnmrents:

A1) jumilsh cuti ssilsh it
Zp kenasikcsn gEji tshunsn tidsk betwl

Dengan ind saya menga2hu bahawa saya telah meneliti dan membetulkan maklumat yang diperlukan dan mengesahkan bahawa makluomat
tersebut adalah teratur dan terkini.

Hereby | declare that | hawve checked and updated the reqguired information and wverify that the information are correct and op-to-date

Employeese Werified

Return to Self Serwvice

3. Ruang ini
akan
terpapar.
Awda perlu
meneliti dan
kemaskini
kan dengan
lengkap dan
betul untuk
pengesahan
maklumat
data awda
yang terkini
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ZJGEMS Workist | GEMSHepCemte | Sianout
I Self Senvice New Window | Customize Page | -]
[ Recruiting
[ Global Payroll & Absence
[Mgmt : . :
> Workiorce Development Personal & Job Information Verification
I Set Up HRMS Currently for PMO, MOF, MOFAT, MOC, MINDEF and MORA usage on
b L Personal Information
" Reporting Todls /—
-~ Change My Password Official Name: ~ ABDUL RAHMAN BIN ABDUL RAHIM Annual Leave Balance: 6,00

= My Personalizations

= My System Profile Gender: Male Medical Leave Balance: 0.00

Date of Birth: ~ 01/11/1979

Birth Country:  Brunei Darussalam

Citizenship: Yellow National Reg. ID Card: ~ 70-000001

Nationality:

Race:

weligion: [SLAM _ /
Highest Education Level: Mot Indicated [l Change Highest Education
Y
4. Personal Information - Awda dikehendaki untuk meneliti semua maklumat di bahagian ini. laitu maklumat
peribadi dan Hak Cuti Tahunan dan Cuti Sakit Swasta. Jika terdapat maklumat yang salah atau perlu untuk
ditambah hendaklah dicatatkan diruang Employee Comments. y
~ ™

5. Ruang Employee Comment juga dikhaskan untuk mencatat maklumat yang telah dikemaskinikan atau perlu

untuk dikemaskinikan di bahagian lain Data Verification ini.
\ y

(Employee Comments: }

\ )




Home Sign out
Mew Window | Customize Page | 2
[ Recruiting
[* Global Payroll & Absence
Mgmt H - 5
 Workforce Development Personal & Job Information Verification
I Set Up HRMS Currently for PMO, MOF, MOFAT, MOC. MINDEF and MORA usage on
P
I A Personal Information
[ Reporting Tools
— Change My Password Official Name:  ABDUL RAHMAN BIN ABDUL RAHIM Annual Leave Balance: 6.00
— My P lizati . A
B Se;s;:zflljz:%loens Gender: Male Medical Leave Balance: 0.00

Date of Birth: 01/11/1979

Birth Country: Brunei Darussalam

Citizenship: Yellow National Reg. ID Card:  70-000001

Nationality:

Race:

Religion: ISLAM

Highest Education Level: Mot Indicated O Change Highest Education k

6. Jika maklumat “Highest Education Level ( Kelulusan )” awda tidak betul, awda perlu tandakan di petak kosong
“Change Highest Education”

Worklist GEMS Help Caentre
U Self Senvice Now Window | Customize Page | I,
[ Recruiting
[ Global Payroll & Absence
gm - - -
B Workiore Davlopinent l_’ersona_tl & Jo_b Ir!formgtlon _\_/enﬁcatlon
[+ Set Up HRMS Currently for PMO, MOF, MOFAT, MOC, MINDEF and MORA usage on
oWodte
[ Reporting Tools
~ Change My Passwotd Official Name: ABDUL RAHMAN BIN ABDUL RAHIM Annual Leave Balance: 600
= My Personalizalions X N
- My System Profile Gender: Male Medical Leave Balance: 0.00
Date of Birth: 01/11/1979
Birth Country:  Brunei Darussalam
Citizenship: Yellow National Reg. ID Card:  70-000001
Nationality:
Race:
Religion: ISLAM f
Highest Education Level: Not Indicated [Vl change Highest Education h

7. Masukkan kelulusan awda yang terkini di dalam kotak baru yang terpapar di ruang “Change Highest Education”
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GEMS

[ Self Serace Naw Window | Customiza Paga | »ﬁ.

I Recrutting

L Global Payroll & Absence

:‘g," sorce Developmant Personal & Job Information Verification

[ Set Up HRMS Currently for PMO. MOF. MOFAT. MOC, MINDEF and MORA usage on

: g'mll Tols Personal Information a

= Change My Paaxward Official Name: ASDUL RAHMAN BIN ASDUL RAHIM Annual Leave Balance: 6.00 8 J' k A d

: M.‘tﬂmm.!!‘.!“'. !1!"!!1 EI!!;I Gender: Male Madical Leave Balance: 0.00 - JIKa d

— | DateotBinh: 011111579 perubahan
Birth Country:  Beune: Danussalam g
Citizenship: Yellow National Reg. ID Card:  70-000001 bagl ta raf
Nationality: kelamin
Race: g
Religion: ISLAM aWda ! KI I k
Highest Education Level: Not Indicated ¥ Change Wighest Education ”C hange
Change mertal ststus___| 5| marital
Marital Status:  Swgle Asof 010272012 S ARTIOn o status”

l..‘
© ) junse

Workast Add 12 My Links GEMS Halp Ceotts

i' %Semcc New Winsow | Customize Page | B 9. Ruan g
| Global Payrall & Absence . baru bag|
',' ™ 'm‘,w Marital Status Change “Marital
s ik ABDUL RAHMAN BIN ABDUL RAHIM
! My Content Status
[+ Contert Management Fill m the following mformation and click the submit button. This form muust be completed vathn
[ Worklist 31 days of your marmiage date or you wil not be egible to change your benefit elections for this Change”
I' Reporting Tools farmily status change event
- Take 8 Survey akan
= Change My Password
- My Personaizana
—gg?w,c:m Prnﬁlnng > terpapar
*Date Change Will Take Effect: ) untuk awda
Current Marital Status; Single isikan
*Change Marital Status To: - denga n
lengkap dan
Q@,@_J / betul.
Return 1o Personal WEommation




G EMS Home Worklist Add to by Links GENS Help Centre Sign out

m MyLinks SelectOne: v

| Self Senice New Window | Custormize Page | &
[* Recruiting

[* Global Payrall & Absence
<L Marital Status Change

[ Workforce Development

[ SetUp HRUIS ABDUL RAHMAN BIN ABDUL RAHIM
" SetUp ELM

I My Content Fill in the following infarmation and click the submit butian. This form must be completed within
I Cantent Management 3 days of your marriage date or you will not be eligible to change your benefit elections for this 10. Klik ikon “Calendar” dan

[ Worklist ; .
b Reportng Tods family status change event. masukkan tarikh awda

- Take a Sunvey nikah/kahwin.
= Change My Password
= My Personalizations
= My System Profile

*Date Change Will Take Effect.  0412/2012 [ 11. Klik “Change Marital
Status” bagi pilihan taraf
Current Marital Status: Single kelamin

*Change Marital Status To: ~ :Married v r N
12a. *Peringatan:
Perubahan “Marital status” awda tidak akan

subit | bertukar secara otomatik , kerana ini adalah
12. Klik “Submit” memerlukan pengesahan dari “Department
—

Administrator”
Return to Persanal Information 2




' Global Payrall & Absence
Mgmt

' Workforce Development
I Set Up HRMS

= Change My Password
= My Personalizations
= My System Profile

Worklist | GENS Help Centre Sign out

New Window | Customize Page | =

hitta

Personal & Job Information Verification

Currently for PMO, MOF, MOFAT, MOC, MINDEF and MORA usage on

Official Name: ~ ABDUL RAHMAN BIN ABDUL RAHIM Annual Leave Balance: 600
Gender; Male Medical Leave Balance: (.00
Date of Birth: ~ 01/11/1979

Birth Country: ~ Brunei Darussalam

Citizenship: Yellow National Reg. ID Card: 70000001

Nationality:

Race:

Religion: |SLAM

Highest Education Level: Not Indicated Change Highest Education
Change martal s
Marital Status: ~ Single Asof. 01022012 Marital Status Verified

13. Tandakan di petak kosong “Marital Status Verified” sebagai pengakuan maklumat telah
diteliti dan dikemaskinikan.
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Self Senice

Recruting

Global Payroll & Absence
Momt

Workforce Development
Set Up HRIMS

Worklst

Reparting Toals

~ Change My Password

" My Personalizations

F My System Profle

Home

| GENS Help Cent

Official Name: ~ ABDUL RAHNAN BIN ABDUL RAHIN Annual Leave Balance:
Gender: Male Medical Leave Balance:
Date of Birth: 0111111979

Birth Country:  Brunel Darssalam

Citzenship: Yellow National Reg. 0 Card: 70000001

Nationality:

Race:

Religion: ~ ISLAW

Highest Education Level: ot Indicated Change Highest Education

Change marital status

6.0
0.00

Asof: 01022012

Marital Status: ~ Singl

Marital Status Verified

[ Change phong numbers |]—)

Phone Numbers
Phone Type Phone Number Extension Preferred
. ! Phone Number Verfied
Maobile 7123456
Home 2384146

Sign out

14. Jika
Ada
perubahan
atau
tambahan
bagi
nombor
telefon
awda, Klik
“Change
Phone
Numbers”
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m Wy Links  Select One: v
| SelfSenice New Window | Custc Processing
I Recruiting

I Global Payroll & Absence
[igmt

I Workforce Development Phone Numbers

 SetUp HRMS

| Set Up ELI ABDUL RAHMAN BIN ABDUL RAHIM

' My Content

) Content Hanagement Enter your phone numbers below. —

b Waorklist ( h
P?eEomggTools Phone Numbers 15 R o

= Take 2 Survey ) : . Ruang baru

= Change My Fl'aslswurd ekplone cInson eierred bagi “Phone

- my gesr?eonrjlag::;#'t;ns Mobile 7123456 Delete - Numbers” akan

= Home 2334146 Delete terpapar untuk

awda isikan dengan
lengkap dan betul
Add a Phone Number |
\ J
*Required Field
Sk J

Return to Personal Information




[ Global Payroll & Absence
Mgmt

[ Workforce Development
[ Set Up HRMS

[ Worklist

[ Reparting Toals

= Change My Password

= My Personalizations

= My System Profile

Phone Numbers

ABDUL RAHMAN BIN ABDUL RAHIM

Enter your phone numbers below.

Mobile 7123456
Home 2384146 [
v H

Home

Warklist

>

[ Add a Phone Number |]

*Required Field

Save

Return to Personal Information

(3EMS Help Centre Siqn out

New Window | Customize Page | h{%

16. Jika ada
perubahan
Nombor telefon
atau tambahan,
awda perlu klik
“Add a Phone
Number”

17. Kotak kosong
akan bertambah
seperti contoh yang
telah di paparkan
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JGEMS Home Worlst | CEMSHeCene | Sinou
[ Seff Senice New Window | Custo Processing
' Recruiting '
' Global Payroll & Absence
Mgmt 5 18. Klik “Phone Type”
' Workforce Development Phone Numibers bagi pilihan jenis telefon
[ Set Up HRMS
D Workist ABDUL RAHMAJ BIN ABDUL RAHM
" Repotting Tools > 19. Masukkan nombor
= Change My Password Enter your phone nmbers below. e
= My Personalizations
= My System Profle r ~
*Telephone Extension Preferred 20. Jika nombor telefon
Mobie 7123456 Delte yang awda masukkan
. s B 0 mempunyai nombor
o elle sambungan , masukkan
Other vI 8765432 "] Frete di ruang “Extension”
\ J
4 N
Add a Phone Number | 21. Tandakan
: “Preferred” bagi
b ft lef ¥ d
*Required Fiel nombor telefon awda

yang mudah dihubungi

Return to Personal Information > 22. Klik “Save”




Phone Numbers
Save Confirmation

“ The Save was successiul

(=

23. Klik “Ok”

Wybinks Select One: v
Maw Window | Qustorize Page | B




-
¢ isaee
eteag

Menw &

[+ Self Service

[ Recruiting

[ Global Payroll & Absence
Mgmt

[» Workforce Development
[> Set Up HRMS

[ Worklist

[* Reporting Tools

= Change My Passward
= My Personalizations

= My System Prafile

Worklist

New Window | Customize Page |

Personal & Job Information Verification
Currently for PMO, MOF, MOFAT, MOC, MINDEF and MORA usage on

Personal Information

Official Name:  ABDUL RAHMAN BIN ABDUL RAHIM Annual Leave Balance: 6.00
Gender: Male Medical Leave Balance: 0.00
Date of Birth: ~ 01/11/1979

Birth Country: ~ Brunei Darussalam

Citizenship: Yellow National Reg. ID Card: ~ 70-000001

Nationality:

Race:

Religion: ISLAM

Highest Education Level: Not Indicated (W] Change Highest Education

Marital Status

Marital Status: 01/02/2012

Change marital status

Single As of; Marital Status Verified

Phone Numbers

Change Ehnne numbers _|

Phone Type Phone Number Extension Preferred
. Phone Number Verified |«
Mabile 7123456
Home 2384146
Other 8765432

24. Tandakan di petak kosong “Phone Number Verified” sebagai pengakuan maklumat telah
diteliti dan dikemaskinikan.

| sian out

B

331




I Global Payroll & Absence
Mgmt

[ Workforce Development
[ Set Up HRMS

= Change My Password
= My Personalizations
= My System Profile

Home | Woist | GEMSHeCenre | Simout

Marital Status Change marital status |

Warital Status: ~ Single Asof: 01022012 Marital Status Verified

Phone Numbers Change phone numbers

Emergency Contacts Customize | Find | & First U 10f1 L") Last Change emergency contacts
Name Relationship To Employee Primary Contact
Hjh Maisarah binti Hj Ishak Mather

Change home/mailing addresses

Phone Type Phone Number Extension Preferred
. Phone Number Verified
Mobile 7123456 r
Home 2384146
(ther §765432

25. Jika
Ada
perubahan
atau
tambahan
bagi
Panggilan
kecemasan
awda, Klik
“Change
Emergency
Contacts”

Address Type  Status As Of Country Address
I Address Verified
Email Addresses Change emall addresses
Email Type Email Address Preferred
. . " Email Address Verified
Business rahman.rahim(@psd.gov.bn
Personal rahman.rahim@hotmail.com

“If you do not have a Government Email Address, please contact your Administration Section / Unit
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[ Self Senice

[ Recruiting

[ Global Payroll & Absence
Mgmt

[* Workforce Development
[ Set Up HRMS

[ Worklist

[ Reporting Tools

= Change My Password
= My Personalizations

= My System Profile

Emergency Contacts

ABDUL RAHMAN BIN ABDUL RAHIM

Emergency Contacts

Contact Name

Relationship to Employee
Mother

Edit

ﬁtﬁw

Primary Contact: Hjh Maisarah binti Hj Ishak

[ Change the primary contact |

Worklist

)
)

]

[ Add an Emergency Contact

)

Return to Personal Information

GEMSHelpCente | Signout

New Window | Customize Page | h{%

26.Klik “Edit” jika
awda ingin
membetulkan
maklumat bagi
“Emergency
Contacts”

\.

27. Jika
“Emergency
Contacts” awda
melebihi daripada
satu, awda boleh
memilih untuk
menukar bagi
maklumat
panggilan
kecemasan yang
mudah dihubungi )

28. Klik “Add an
Emergency
Contact” jika ada
yang perlu di
tambah




G EMS Worklist Add to My Links GEMS Help Centre Sign out

B ] dos Seemone

I Self Senvice MNew Window | Customize Page | /B
[* Recruiting

[» Global Payroll & Absence
Mgmt Emergency Contacts
[* Workforce Development

> Set Up HRMS Emergency Contact Detail

e ABDUL RAHMAN BIN ABDUL RAHIM 29. Masukkan nama di

—>
E&%r::i;tthﬂanagemem ruang “Contacts Name”

[» Reporting Tools “Contact Name:
= Take a Survey )
= Change My Password . ) ) . ot -
- My Personalizations Relationship to Empioyee: er

= My System Profile

30. Klik bagi pilihan
“Relationship to

> Employee”
L [T contact has the same telephone number as the employee )
( _ )
Country: Brunei Darussalam Change Country 31. Jika maklumat bagl

panggilan kecemasan awda
mempunyai alamat dan

nombor telefon yang sama

Address: BRN Edit Address >

Telephone: dengan awda tandakan di

ruang kotak kecil tersebut

\. J

*Phone Type Phone Number

32.Klik “Edit Address” Jika

Add a Phone Number | : alamat belum lagi
dikemaskinikan di ruang
{, ”

* Required Field Address

Save |

Return to Emergency Contacts




Home  Worlist Add to by Linis GENS Help Centre Sign out

M Mylinks SekctOne v
el e e o  Custonize s | &
" Recruting
! Glopal Payrol & Absence Eit Address
(Homt
Eg‘jﬁfm““’m“‘ Courty:  Brne Do Chane Couny . .
s | e
) SetUp Ll (" Mress 1 N\ 33. Masukkan
) My Conen alamat di ruang yang
! Content Hanagement Address 2 terpapar dengan
! Wkl > lengkap dan betul
! Reputing Took Address &
= Take 8 Survey
- Chne iy P N\ Adress & J 5| 34.lIsikan di ruang
= =t B IIC’-ty”
My Personaizations (it IDiztrict: 0 T

= My System Profie (e

COIII‘IIY' 35. Kilk ikon “Look

> Up” pada “District”
0K | el
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GEMS Home  Worki Addto My Links GENMS Help Centre Sign out
MyLinks Select One: v
New Window | 2
) Recruting |M“
b Global Payroll & Absence -
i Look Up District
! Workforce Development
) et Up HRMS -
) SetUpELM Searchby: Sate v begnsit
1 My Content
! Content Management
D Worklst Look Up | Cancel IAdvanced Lookup
! Reporting Tools
- Take 8 Suney
- Change My Password Search Results
-~ My Personalizations [{] Hofd Ty
- My System Prfle State  Description
a i 36. Klik di ruang
il Gune ez “State” bagi pilihan
18 Tembuong daerah
I Tutong




Home  Workist  Addlo MyLinks GEMS Help Centre Siqn out

Mylnks SelectOng: v
New Window | Custo PrOCESSing

Edit Address
Country: ~ Brunei Darussalam Change County
Address: ~ No 123, Sp45, Jn Tungku Link Gadong,
N 37. Masukkan
Address2.  KgRimba ”Post Code”
! Reporting Tools :
- Take 3 Suney Address & [ )
= Change My Password Adress > 38 Masukkan
" My Personalzatons = h nama negeri di
= My System Profie Ciy: Distict DM O Buneithuaa | Post BETN ruang “Country”
( ] Code: y
County: ]
[ ok |  39.Klik “Ok”
| J




Worklist Addto My Links GEMS Help Centre Sign out

MyLinks Select One:

I Self Sevice New Window | Customize Page | B
[* Recruiting

[» Global Payroll & Absence
Mgmt Emergency Contacts
[ Warkforce Development

I Set Up HRIS Emergency Contact Detail

[ SetUp ELM
s ABDUL RAHMAN BIN ABDUL RAHIM

[» Content Management

[* Worklist
[* Reporting Tools
= Take a Survey *Contact Hame: Hjh Maisarah binti Hj Ishak
= Change My Password
= My Personalizations *Relationzhip to Employee: Mother -
= My System Profile
Address and Telephone
[“I contact has the same address as the employee 40 MaSU kka n Nom bor
[CI contact has the same telephone number as the employee E te|ef0n
Address
Country: Brunei Darussalam Change Country
Address: BRN Edit Address 7 \

41. Jika “Emergency
poore | b
contact” awda

Telephone: 7123458 .
| eepnone : mempunyai nombor

telefon yang berlainan.
Other Telephone Humbers Awda perlu k“k lﬂdda
*Phone Type Phone Humber Phone Number”
Add a Phone Number | \, 7
EEle e o ”
save_| > 42. Klik “Save

Return to Emergency Contacts
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EMS ome Workii Add to My Links GEMS Help Centre Sign out

LS mA

Mew | R S

I Selff Senice New Window | Customize Page | &
[ Recruiting

[ Global Payroll & Absence
Mgmt Emergency Contacts

[ Workforce Development .
T Save Confirmation
[ SetUp ELM

[ My Content

[ Content Management
[ Worklist

[* Reporting Tools

= Take a Survey

~ Chanae My Password
= Ly Personalizations

= My System Profile

¢

“ The Save was successful.

> 43. Klik “Ok”




Marital Status:

Phone Numbers

Phone Type
Mobile

Home

Other

[ Self Service .
> Recruiting Official Name:  ABDUL RAHMAN BIN ABDUL RAHIM
[* Global Payroll & Absence Gender: Male
[Mgmt o
* Workforce Development Date of Birth: ~ 01/11/1979
- Set Up HRMS Birth Country:  Brunei Darussalam
[ Worklist . )
' Reporting Tools Citizenship: Yellow National Reg. ID Card: ~ 70-000001
~ Change My Password Nationality:
~ My Personalizations ationality:
= My System Profile Race:
Religion: ISLAM
Highest Education Level: Not Indicated 0 Change Highest Education

Single Asof: 01022012

Phone Number Extension Preferred
7123456
2384145
8765432

Emergency Contacts Customize | Find | # First L 4 of1 L2 Last
Name Relationship To Employee Primary Contact
Hjh Maisarah binti Hj Ishak Mother

| Workiist
Annual Leave Balance: .00
Medical Leave Balance: 0.00

Change marital status

Marital Status Verified

Change phone numbers

Phone Number Verified

Change emergency contacts

Emergency Contact Verified

diteliti dan dikemaskinikan.

44. Tandakan di petak kosong “Emergency Contact Verified” sebagai pengakuan maklumat telah

Sign out
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Self Senice

Recruiting

Global Payroll & Absence
|Vigmt

Workforce Development
Set Up HRMS

Worklist

Reporting Tools

- Change My Password

[~ My Personalizations

= My System Profile

Marital Status

Marital Status: ~ Single

Phone Numbers

Phone Number

Phone Type

Mobile 1123456
Home 2364146
Other §765432

Asof:  01/0212012

Extension

Preferred

| workist |

Change marital status

GENS Help Centre

Marital Status Verified

Change phone numbers

Emergency Contacts
Name

Hih Maisarah binti Hj Ishak

Customize | Find | -
Relationship To Employee
Mother

First & 4 of 1 L2 Last
Primary Contact

Phone Number Verified

Change emergency contacts |

Status

Address Type

Country Address

Email Addresses
Email Type
Business

Personal

Email Address

rahman.rahim@psd.qov.bn

rahman.rahim@hotmail.com

Preferred

Emergency Contact Verified

| Sion out

[ Change home/mailing addresses |]—)

L] Address Verified

Change email addresses

| Email Address Verified

45, Jika Ada
perubahan
atau
tambahan
bagi Alamat
rumah
awda, Klik
“Change
home/
Mailing
Addresses”
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EMS Home  Workist  AddtolyLinks GEMS Help Centre Siqn out

L SR T Skl

m My Links  Select One: v

b Sef Seice New Window | Customize Page | EI
" Recruting

" Global Payroll & Absence
Mt

* Viotoce Deepmert 'ﬁ\e and Mailing Address \

| Set Up HRMS

) Set Up ELM
) My Contert ABDUL RAHMAN BIN ABDUL RAHIM

 Content Management 46. Ruang ini akan

b Worklist Addresses > terpapar untuk
| Reporting Tools Mo addresses have been aoded awda isikan

= Take @ Suney

= My Personalizations \ /

= My System Profle

*Requred Field

Ratum to Personal Information
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GEMS Home  Workist  AddtoMyLinks GEMS Help Centre Sign out

My Links  Select One: v

b SelfSenice New Window | Custonize Page | %

) Worotce Dvelpmen Home and Mailing Address

) Set UpELM 47.Kilk “Address
)y Cotet ABDUL RAHMAN BIN ABDUL RAHIM Type” bagi pilihan

| Content Management _ > jenis alamat
! Reporting Tools No addresses have beerf added. ‘
- Take a Suney . ] ‘
- Change My Passiord ; . v Add 48. Klik “Add”
- My Personalizations [Address T e J [ _I ~

= My System Profile

*Required Field

Retur to Personal Information
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GEMS Home  Workiist — Addto MyLinks GEMS Help Centre Sign out
_l My Links ~ Select One: v
" Self Senice New Window | Customize Page | ME“
" Recrutting
" Global Payroll & Absence
Vgn Add Home Address
» Workforce Development
[ Set Up HRMS Country: Brunei Darussalam Change Count
> Set Up ELM ( \
DMZ C{I:ntent Address1: Mo 123, Spg45, Jin Tungku Link, 49. Masukkan
" Content Management . alamat di ruang yang
D Waorkist Address2:  KgRimba terpapar dengan
" Reparting Tools . lengkap dan betul
= Take a Survey Address 3
= Change My Password .
= My Personalizations Qddress 4 j > 50. Isikan di ruang
- My System Profile Cty: District: Q Post BE1410 “City”
Code:
County:
Date Change Wil Take Efect > 3:;, ';';';;k‘,’,gi;:’i‘c’:‘”

On this date:  22/12/2012 5 (example: 3110112000

Save | Cancel |




ey
Ms Home dist  Addo MyLinks GEMS Help Centre Siqn out
My Links ~ Select One: v
) Sef Senice New Window | 2
! Recnuiting
1 Global Payroll & Absence -
mt Look Up District

U Workforce Development
b Set Up HRMS
) Set Up ELM Searchby: State v begnsuih
U My Content
! Content Management
b Worklist Look Up | Cancel |Advanced Lookup
! Reporting Tools
- Take a Sunvey
- Change My Passid Search Results
~ My Personalzations [{] 4o [y
- My System Prfe State  Description

B Belat 52. Klik di ruang

BM Brunei Muara “State” bagi pilihan

18 Temburong daerah

Il Tutong
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[+ Self Senice

I Recrutting

I Global Payroll & Absence
Mgmt

[ Workforce Develapment
[ Set Up HRMS

[ Set Up ELM

[* My Content

I Content Management

[ Warklist

I Reporting Tools

= Take a Survey

= Change My Password
= My Personalizations

= My System Profile

Add Home Address

Country: Brunei Darussalam

Address 1: No 123, Spg 45, Jin Tungku Link,

Worklist Add to My Links GEMS Help Centre Sign out

My Links Select One: \

New Window | Custo Processing

Change Country

Address2 g Rimba S 53. Masukkan pos

kod
Address 3:
Address 4: 54. Masukkan nama

negeri di ruang
City: District M~ C Brunei Muara [Post BE1410 ]_ “Country”
Code:
County: N
[ )

Date Change Wil Take Effect:

On this date:  22/12/2012 [0 (example: 31/01/2000)

Cancel |

55. Klik “Save”

55a. *Peringatan:

Perubahan “Home/Mailing Address ” awda
tidak akan bertukar secara otomatik , kerana
ini adalah memerlukan pengesahan dari
“Department Administrator”
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JGEMS | wokist | GEMSHebCenre | Simout
[ Self Semice
) Recuiting Marital Statos Change martal status |
[' Global Payroll & Ab: . .
Mgm(‘: HERTEE Marital Status:  Single Asof:  01/02/2012 Marital Status Verified
I Workforce Development
[ Set Up HRMS
[ Worklist Phone Numbers Change phone numbers
[* Reporting Tools Phone Type Phone Number Extension Preferred
L Ch';gge %3! Password Mo —_— Phone Number Verified
= My Personalizations ool
= My System Prafile Home 2384146
Other B765432

Emergency Contacts [jug;tljmi;.ﬂmﬁﬁ First (4 4 of1 L7 Last Change emergency contacts

Name Relationship To Employee Primary Contact Emergency Contact Verified
Hjh Maisarah binti Hj Ishak Mother

Change home/mailing addresses

Address Type  Status As Of Country Address

Address Verified

56. Tandakan di petak kosong “Address Verified” sebagai pengakuan maklumat telah diteliti dan
dikemaskinikan.
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Self Senice
Recruiting
Global Payroll & Absence
Mgmt
Workforce Development
Set UpHRMS
Worklist
Reporting Toals
- Change My Password
= My Personalizations
= My System Profile

| GEMS Help Centre

Home | Workist

Marital Status

Marital Status: ~ Single Asof:  01/02/2012

Change marital status |

Marital Status Verified

Phone Numbers

Change phane numbers

Phone Type Phone Number Extension Preferred
. Phone Number Verified
Mobile 7123456
Home 2384146
Qther B765432

Change emergency contacts |

Ii]u:s:tl:lmizelwlEIIE First = 4of1 L= Last
Name Relationship To Employee Primary Contact Emergency Contact Verifed
Hjh Maisarah binti Hj Ishak Mother

Emergency Contacts

Change home/mailing addresses

Address Type  Status As Of

Country Address

V| Address Verified

Change email addresses

Email Address Preferred

Email Type
Business

rahman.rahim(@psd.gov.bn

Personal rahman.rahim@hatmail.com

Sign out

57. Jika Ada
perubahan
atau
tambahan
bagi Alamat
email awda,
Klik
“Change
email
Addresses”




" Self Semvice

" Recruiting

" Global Payroll & Absence
{Mgmt

" Workforce Development
" Set Up HRMS

" SetUpELM

> My Content

 Content Management

" Worklst

" Reparting Taols

= Take a Suney

= Change My Password
= My Personalizations

= My System Profle

LR LR T DR L ]

Email Addresses
ABDUL RAHMAN BIN ABDUL RAHM

Email Addresses

Email Address

*Email Type
Business

rahman.rahim{@psd.qov.bn

Preferred

Home  Waorklist

Addto byLinks

GEMS Help Centre Sign out

My Links ~ Select One:

New Window | Customize Page |

MdnEmal Addess |

*Required Field

Saye

Retumn to Personal Information

é )
58. Ruang baru bagi
“Email Addresses”
— akan terpapar untuk
Delete [ awda isikan dengan
lengkap dan betul
\. J

T

B

hiten
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s Eis Mew Window | Customize Page | h{%

[ Recruiting

[ Global Payroll & Absence

Mgmt .

I Workforce Development Email Addresses

[ Set Up HRMS

I Waorklist ABDUL RAHMAN BIN ABDUL RAHIM

[ Reporting Toals

- Change My Password Email Addresses

= My Personalizations *Email T Preferred

= My System Prafile = LIEIEMEd o
Busine ahman 13 glate |

Warklst GEMSHelpCente | Sianout

S 59. Jika ada
v 0 f——rm perubahan emel
> atau tambahan,
Add an Email Address awda perlu klik “Add
an Email Address”

* Required Field \ J

Save ’ ~

60. Kotak kosong
akan bertambah
seperti contoh yang
telah di paparkan
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I Self Senice New Window | Custo Processing
[ Recruiting '
[ Global Payroll & Absence
Mgmt .
I Workforce Development Email Addresses
I Set Up HRMS 61. Klik “Email Type”
" Workia ABDUL RAHMAN BIN ABDUL RAHIM | T yp
[ Reporting Tools il i s
= Change My Password Email | ddresses emel
:ﬁw *Email Type Email Mdess Preferred
= —cahman-rabim@ped-gaiba =l Delete | > 62. Masukkan emel
rahman rahim@hoatmail com _D'El!h awda
4 ™)
Add an Email Address |
—> 63. Tandakan
* Required Field “Preferred” bagi

emel awda yang
mudah dihubungi

64. Klik “Save”
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s Home Worklist Add to My Links GEMS Help Centre Sign out

IR RN A TR v

My Links  Select One: v

| Self Senice New Window | Customize Page | &

mt Email Addresses

b Set Up HRMS Save Confirmation

" Content Management “ The Save was successful.

~ Take a Survey

=~ Change My Password
= My Personalizations
~ My System Profile

> 65. Klik “Ok”




Home Worklist GEMS Help Centre Sign out

[ Self Senvice "

b Recriting Change marial status
[ Global Payroll & Ab: . .
Il‘u’lgm{t) o e Marital Status:  Single Asof: 0110272012 Marital Status Verified
[» Workforce Development

[ Set Up HRMS

[ Worklist Phone Numbers Change phone numbers
[ Reporting Toals Phone Type Phone Number Extension Preferred

- chgr?ge gqy Password . Phone Number Verified

— Mabile 7123456
= My Personalizations
= My System Profile Home 2364146

Other 08765432

Emergency Contacts Customize | Find | B First 14 qof1 Y Last Change emergency contacts

Name Relationship To Employee Primary Contact Emergency Contact Verified
Hjh Maisarah binti Hj Ishak Mother

Change home/mailing addresses

Address Type  Status As Of Country Address
Address Verified
Email Addresses Change emall addresses |
Email Type Email Address Preferred
. . Email Address Verified €—
Business rahman.rahim@psd.gov.bn
Personal rahman.rahim@hotmail.com

*If you do not have a Government Email Address, pleaze contact your Administration Section / Unit

66. Tandakan di petak kosong “Email Address Verified” sebagai pengakuan maklumat telah diteliti
dan dikemaskinikan.




7 Seif Service

» Room Booking

» Time Reporting

» Personal Information

» Payroll and Compensation
" Benefits

» Leaming and Development
» Performance Management
» Recruting Actities

v Aftendance

= Verify Empioyee information
~ Review Transactions

|’ Recruiing

| Global Payroll & Absence

Pamt

| Workforce Development
) Set Up HRMS

) Worklist

[’ Reparting Toofs

- Change My Password
- My Personalizations

- My System Profile

| Wondist | GEMSHelpCente | Simout

Emergency Contacts Customize | Find # M st Change emenency contacts I
Name = : =
Name Relationship To Employee Primary Contact B Esucigiiy Contact Verlied
Hijh Maisarah biti 5 lshak IMother
Change homelmaiing adresses | p
Address Type  Status As Of Country Address . .

| __ Address Verified 67. Jika Ada

| perubahan

atau
Email Addresses Change email addresses | = rr;)bahan
Email Type Email Address Preferred = agl
Business rahman rahim@psd.gov bn maklumat
Persanal rahman rahimi@hotmail. com J kelua rga
awda, Klik
*if you do not have a Government Email Address, please contact your Administration Section  Unit ”Ch ange
Dependent Information Change dependent information dependen t
. . . H ”
Naioual ID ﬁ)eneﬁuag Hame FEl;lauonshlpto Dt of Bith - Information
B Employee __ Dependent Information Verified \

0 Other

Current Primary Job Information

Eflctive | [linisry Deparment Depament [Poson Poson Employe{ Solay , 22 Montiy ' |
Date JD&scnm D Description Number |Description Class | Matrix Plan Salary f)ate_
B IABATAN |
| . PERKHDVATAN | Gl
OO20ISAYIA s SAZZO0N /oo HERER 0000 KERAN TP (o0 | | a0
Office GRS ‘




hesag
GEMS : Warklist Add to My Links GEMS Help Centre Sign out
Meu | e et
[ Seff Senice New Window | Customize Page | ME“
[» Room Booking
[ Time Reporting

[ Personal Information . .
b Payroll and Compensation | Dependent/Beneficiary Personal Information
= Benefits
I Claim/Application Request
I Benefits Information
[ Dependents and
Beneficiaries

Employee ID 70000001 BIN ABDUL RAHIM,ABDUL RAHMAN

Currently you have no dependents setup, click Add Dependent Info Button to add a new dependent

= Dependent Information

" Learning and Development [ Add Dependent Info |} >| 68. Klik “Add Dependent Info”

[ Learning
[ Performance Management
[ Recruiting Activities
[ Attendance
= Verify Employee Information
= Review Transactions
[ Recruiting
[ Global Payroll & Absence
[Mgmt
[» Workforce Development
[ Set Up HRMS
[ Set Up ELM
[ My Content
[ Content Management
[ Worklist
[ Reporting Tools
~ Take a Survey
= Change My Password
= My Personalizations
= My System Profile




Home Worklist Add 1o My Links

My Links  Selact One:
- Self Service Mew Window | Gustogge Page | B

[ Room Baoking

[ Time Reporting

[ Pargonal Information

L Payroll and Compensation

Dependent/Beneficiary Personal Information

= Benefits EmpliD 70000001 ABDUL RAHMAN BIN ABDUL RAHIM
b Claim/Application Request|
 Benefits Information : (o tic
[ Dependents and T —
Baneficiarios *Date change will take effect: | 24/12/2012 iy
[ ing and Development *Last Name:
[ Learning 7 ~
B geﬁwmam::c Management *First Name:
[ Recruiting Activities ! H.
& Attendance , - Wials - 69. Ruang ini
= Varify. Employee Information
= Review. Tranaactions “Date of Birth: o akan
I Racruiting
45 g(3“|::m|l Payroll & Absence Birth Country: BRN te rp a p ar.
[ Workforce Development *Relationship to Empl H hd
8 g:tUpHRMS | *Relationship to Employee AWda perlu
I St Up ELM s iti
-ty Content meneliti dan
* Content Managemant *Marital Status: » Marital Status Date: [
ordat kemaskini
i Reporting Tools Student: No - Student Status Date: [W
= Ghanga My Pasaword Date of Death: i kan den gan
~ My Parsonalizations
EMvSvsamPells | | Gecupation —| lengkap dan
5 betul untuk
[”] Same Address as Employee
Address pengesahan
Country: BRM C1 Brunei Darussalam ma klumat
Addresa: BRM Edit Address data aWda

yang terkini.

[ same Phone as Employes

Contact Phone
Phone:

Hational 1D Cijstamize | Find | View Al | i
“Country “Mational ID Type Description Hational 1D Brimary 1D
1 BRN Q [&] ==

Submit | —
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S Home Worklist Add to by Links GEMS Help Centre Sign out

_] My Links Select One:

7 Self Senice New Window | Customize Page | 3
[ Room Booking =
I Time Reporting > 70. Masukkan Nama di ruang
[ Personal Information ; : “« ”

b Payrll and Compensaton Dependent/Beneficiary Personal Information Last Name
= Benefits EmplID 70000001 ABDUL RAHMAN BIN ABDUL RAHIM

I Claim/Application Request .

> Bonefts orati : 71. Masukkan nama di ruang

I Dependents and ) “First Name”

Beneficiaries *Date change will take effect: 241212012 [3

= Dependent Information oo ”
1 Leaming and Development *Last Name:  Abdul Rahman NN 72. Klik “Gender” untuk
[[;Ig)e::fr;ung y pilihan jantina

erformance Management . . Siti Mai
I' Recruiting Actiities First Name: .
[ Attendance : oM
Gender: Female - ! “

. VB”E' Emglﬂl[ee Information l ender ) 73. Kllk |k0n Calendar Date
~ Review Transactions (CDate of Bith; _17/12:2012 51 } > of Birth”

[ Recruiting

[" Global Payrall & Absence l Birth Country: BRN 0

Momt 74. Klik ikon “Look Up Birth

I' Warkforce Development | *Relationship to Employee: Daughter v p— > Country”

[ Set Up HRMS

b Set Up ELM

[* My Content M 71 . .

; - 75. Klik “Relationship to

b Cc-ntent Management *Marital Status: Single M Marital Status Date: ) > o P

b Worklist Employee

b ET‘“’ gg Tools Student: No v Student Status Date: el

- Take a Sunvey . .

- Change My Password Date of Death: 3 > 76. Klik “Marital Status”

= My Personalizations untuk pilihan taraf kelamin
My System Profile Occupation:

: 77. Klik ikon “Calendar

Marital Status Date”

['| Same Address as Employee
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[~ Self Senice

[* Room Booking

[ Time Reporting

[ Personal Information

[ Payroll and Compensation

= Benefits
[ Claim/Application Request
[ Benefits Information
[* Dependents and
Beneficiaries

= Dependent Information

[ Learning and Development
[* Learning
[ Performance Management
[ Recruiting Activities
[ Attendance
= Verify Employee Infarmation
= Review Transactions

[* Recruiting

[ Global Payroll & Absence

IMgmt

[ Workforce Development

[* Set Up HRMS

[ Set Up ELM

[* My Content

[* Content Management

[ Worklist

[* Reporting Tools

= Take a Survey

= Change My Passward

~ My Personalizations

= My System Profile

Date of Death:

Occupation:

Worklist

Home

Add to My Links

GEMS Help Cenire Sign out

My Links  Select One:

Same Address as Employee

| AddsoseTypetliiali alus,

Country:

Address:

Same Phone as Employee

Brunei Darussalam

78. Masukkan jenis Pekerjaan

3 bagi “Dependent” awda yang

sudah bekerja

79. Tandakan kotak kosong
tersebut jika mempunyai
Alamat tempat tinggal yang
sama

>

Phone |ype: Tiome

Phone:

National ID

*Country
1 BRN

ription

80. Tandakan kotak kosong
tersebut jika mempunyai
nombor telefon yang sama

~ ) e A
Cus tomize | Find | View All | &=

Nagional ID

First L

81. Klik ikon “Look Up” di
ruang “National Id Type”

10of1

Submit |
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S Home Worklist Add to My Links GEMS Help Centre Sign out

L BIRAL 5 SRS

_I My Links  Select One: v

7 Self Senice .
[ Room Booking New Window | r.:Eu

[* Time Reporting

[ Personal Infarmation

[ Payroll and Compensation
7 Benefits

I Claim/Application Request o |
' Benefits Information e

I' Dependents and
Beneficiaries

= Dependent Information Search Results
I Learning and Development 1505 )
[ Leaming - : - —
0 Performance Management Country National D Type Description 82. Klik jenis warna kad
I Recruiting Activities BRN BC Brunei Birth Certificate ' )
[ Attendance BRN ICG Green National Reg. D Card pengenalan awda di ruang

= Veify Employee Information |~ BRN Purple National Reg. ID Card (™ “National ID Type
- Review Transactions BRN Yellow National Req_ D Card Description”

I' Recrutting BRI '
BRN Royal National Reg. ID
' Global Payroll & Absence R -

{Mgmt

I Workforce Development
[ Set Up HRMS

I Set Up ELM

[ My Content

I Content Management
[ Worklist

' Reporting Taols

- Take a Survey

~ Change My Password
= My Personalizations
= My System Profile

Look Up National ID Type

=]

>
i

o
e

& |
L}




~ Self Senice

[ Room Booking

[ Time Reparting

' Personal Information

[ Payroll and Compensation

= Benefits
I Claim/Application Request
' Benefits Infarmation
[ Dependents and
Beneficiaries

= Dependent Information

[ Learning and Development
[ Performance Management
I Recruiting Activities

[ Attendance

= Verify Employee Information
= Review Transactions

[ Recruiting

[ Glabal Payroll & Absence
Mgmt

[ Warkforce Development

[ Set Up HRMS

[ Waorklist

[ Reporting Toals

~ Change My Password

- My Personalizations

~ My System Prafile

Student: No v

Occupation:
Same Address as Employee

Country:

Address:

Same Phone as Employee

Phone:

*

Country *National ID Type

Student Status Date:

Date of Death:

Address Type: (Invalid Value)

Brunei Darussalam

Phone Type: Home

Description

1 BRN ¢ BC

q Brunei Birth Certificate

| sian out
Processing

ome Waorklist GEMS Help Centre

85a. *Peringatan:

Perubahan “Home/Mailing Address ” awda
tidak akan bertukar secara otomatik,
kerana ini adalah memerlukan pengesahan

dari “Department Administrator”

e

/

83. Masukkan
nombor kad
pengenalan di
ruang
“National ID”

85. Klik
“Submit”

First (4 40f1 2 Last

, e i aoodE
Customize Find | View All | B8

National ID 84. Tandakan kotak

70123456 # 3 kosong yang
terpapar di ruang
“Primary ID”
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G EMS Worklist Add to My Links GEMS Help Centre Sign out

Mo | e St

[ Self Semvice Change home/mailing addresses
[* Room Booking Address Type Status As Of Country Address
[» Time Reporting [l Address Verified

[» Personal Information

[» Payroll and Compensation
[» Benefits

[» Leamning and Development

b Leaming Email Addresses Change email addresses
I Performance Management Email Type Email Address Preferred Email Address Verified

I Recruiting Activities Business rahman_rahim@psd.gov.bn
[ Attendance

= Verify Employee Information Persanal rahman.rahim@hotmail.com

= Review Transactions

*If you do not have a Government Email Address, please contact your Administration Section / Unit

[* Recruiting

[* Global Payroll & Absence -
Mgmt Dependent Information Change dependent information |

b Workforce Development National 1D Deneficiary ..o Relationshipto 1, of pjrth

b Set Up HRMS LL Employee Dependent Information Verified |<€=
b Set Up ELM 01 Other

[* My Content

[* Content Management

b Worklist Current Primary Job Information

[* Reporting Tools Sal Next

- Take a Survey Effective Minist Ministry  |Department |Department Position |Position Employee | Salary ﬁ Monthly ﬁa ment
= Change My Password Date Description |ID Description Number |Description Class Matrix | Salary Date
= My Personalizations an —ate

= My System Profile Prime JABATAN

. PERKHIDMATAM GAJI
01/02/2012 | SAQ1A g;'?lstefs SA12700308 AWAM - BAHAGIAN 70000002 |KERAMI TETAP 00006 HARI 559.00
ce GEMS

Primary Job Information Verification

© Primary Job Information Correct
© Primary Job Information Incorrect

86. Tandakan di petak kosong “Dependent Information Verified” sebagai pengakuan maklumat
telah diteliti dan dikemaskinikan.
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JGEMS
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> Sef Servce
I Room Bookng
b Time Reporting
b Personal information
I Payroll and Compensaion
) Benefts
I Leaming and Development
 Perdormance Management
I Recuiting Acthties
I Attendance
= Verily Employee nformation

= Review |ransactions

Recruitng
Gl Paymol & Absence

Maent

Woridorce Development
Set Up HRMS
Woridist
Reportng Tools
- Chianne My Password
= My Persongizhions

|DUSHIESS

Personal

Tl ET RIS U uN- Ot

rahman rahim@hotmal com

GEMS Helo Cenirs

*If you do not have a Government Emai Address, plezse contact your Administration Section | Unit

Dependent Information

—"—ge'am“:' 1 ot of Bith
(Other

Change dependers

formekion |

7 Dependent Informption Verified

enz Primary Job Information

- My System Profie

. ! J 1
e | .. Wiy (DegarmenDopatment Poiion Poion Empoge Sy 22 Wonty 1
Date Description D Description Number |Description (Class !a_m;m Salary "F
i JABATAN ’ ’
—— ; PERKHIDMATAN | GAX |
011022012/SA1A  (Ministers  [SA12700308 ANVAM - BAHAGIAN (70000002 {KERAN TETAP {00006 HARI 559.00!
e GENS | |
| Y,

dit Primary Job Information Details

Efective | ; | Salary Next
Dk |ooy (DpumeDpuient |~ (RegoliTe [fegloenialy) o (Noslly (L
Date D iDgsc;ﬂpm [Name{Department] Class mlPlan Salary [

5| q q | |

Primary Job Information Verification

Primary Job Information Correct

87. Pastikan
maklumat awda
dalam “Current
Primary Job
Information”
adalah betul dan
terkini

\. S

r D
88. Jika maklumat
awda tidak betul
di ruang “Current
Primary Job
Information”
awda perlu klik
“Primary Job
Information

Incorrect”

é )

89. Kotak kosong
yang baru akan
terpapar dan
perlu awda isikan
dengan lengkap
dan betul

9 primary Job Information Incorect




e
JGEMS Home Woist | CEMSHepCere | Smo
M UL IGIIIWI.IGI!IIUMAW{UI ) (
I Room Booking Personal rahman rahim@hotmal com 90. Yang perlu awda
) Time Reporting isikan di ruang
| Personal Information *If yoa do not have a Government Email Address, please contact your Administration Secton | Unit MG
I Payrot and Compensation Pr 'm.ary Job .
oo \oviriiinas | | Information Details
' Leaming and Development ialah:-
| Performance Management National ID IB;;DMI Name ge:I.ML Date of Birth =3 ) )
b Recrating Actities = i 7 Dependent Information Verified
! Atendance o Ot > “Effective Date”
- ‘erify ED‘U‘]L‘-‘: Informaion >  “Min istry”
I;‘ec;;:gw Current Primary Job Information > “Department ID”
{4 oo V4
Glokal Payrol & Absence EM,,G | iy |Dopartmeit M Posion Posiion Emplogee _h.l ﬁ::m mmlﬂﬁ : > ”Posmo? ’
“9&" S ‘—"4"‘ Descrigtion [0 Dacnm Nomber Descipfon  (Class |Marx 5" Salary oo > “Reporting to
Set Up HRMS ‘ vaTAl j_ — > > “Employee
- 0U0212{SAA :]::tefs Sa700308 ] o IOMATAN 700000(12\’KERAM e Jooos [N | ssaon e
fommeds Ofice f‘w BAHAGIAN | AR | > “Salary Matrix”
- Change My Password ’ ’ | 7 .
- My Pessonalizations ‘ : » “Salary Admin
- My System Proffe ( Plan”
Edit Primary Job Information Details >  “Month ly
flocive | .. (Dopormentlegarmen |\ . ReporingTo  |Emposee Soay 222 Mony €0 Salary”
Date ) Description ™= (NamefDepartment] Class ~ Matix |, = |Sadlay |p, ™ | | | > “Next Increment
JABATAN | Date”
00201 5 | SADIAQ) | SAMZQ, fs';l’fw TONN2  |Petadben | TEAP | 000G [JIHARI| |00
NEGARA | ) *Pastikan maklumat
= awda masukkan
Primary Job Information Verification N adalah yang terkini. )
"' Primary Job Information Correct
'@ Primary Job nformation Incorect




b Room Bookng

) Time Repoting

b Personal normation

b Payrol and Compensakion
! Benefts

b Leaming and Deelopment
b Pedomance Management
) Recruting Actiies

! Atendance

= Verfy Employes Inbmation
[ Recruting

) Giobal Payrol & Absence
[l

" Workce Deeloment

) SetUp HRMS

+ Workis

! Reportng Tools
tl}‘mgghlx Passind

My Persoralabons
LMy Quctorn Dol

Workdel

| CEuSHe

ndary Jobln

Cente

—>

formation

Hoce (Enpl | o (Do L R

m M_m“"'_wl“'“ Descr nm M,le m
ABATAN KASTAM DA

S0 flSO0A Mty Frace [SDUZOH (EXSASORAM-  (OSH[KERAN IR0
BAAGHN A

Pine el T
kzzummu N e L i L

Secondary Job Information Verifcation

" Secondary Job nformation Corect
* Secondry b nformaion et

El_ng!o_yee Comments

1) jumiah cuti salh
2) kenaikan gay tehunan bk el

| Simod
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Job
Information”
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Dengan ini saya mengaky bahawa saya telah meneliti dan membetulkan maklumat yang diperiukan dan mengesahkan bahawa maklumat ini perlu awda
tersebut adalah teratur dan terkini. isikan komen bagi
Hereby | declare that | have checked and updated the required information and verify that the information are comrect and up-to-date. ma kltu Titd .ya :
elah di
Enployee Veriied diperbetulkan dan
- ' yang perlu
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Denqan ini saya mengaku bahawa saya telah meneliti dan membetulkan maklumat yanq diperiukan dan mengesahkan bahawa maklumat
tersebut adalah teratur dan terkini.

Hereby | declare that | have checked and updated the required information and verify that the information are correct and up-to-date.

[ Employee Verified ]

| Save ‘

Relim to Self Senvice
v
\ 4
97. Tandakan “Employee Verified” di kotak
96. Klik “Save” setelah selesai kosong yang tepapar sebagai pengakuan yang
mengemaskinikan semua maklumat telah diteliti dan

dikemaskinikan.
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98a.*Peringatan: )
Untuk Pengesahan data ini Cuma sekali sahaja yang perlu dikemaskinikan, jika awda ada sebarang
pertukaran atau maklumat baru (maklumat alamat rumah , email, status kahwin, telefon dan keluarga),
awda bolehlah mengemaskini maklumat tersebut melalui kemudhan yang ada di “Self Service”. Bagi
maklumat lain, hendaklah dimaklumkan kepada bahagian Pentadbiran bagi pengemaskiniannya.. Y,

G

Dengan ini saya mengaku bahawa saya telah meneliti dan membetulkan maklumat yang diperlukan dan mengesahkan bahawa maklumat
tersebut adalah teratur dan terkini.

Hereby | declare that | have checked and updated the required information and verify that the information are correct and up-to-date.

\[Sunmittn HR \]

Employee Verified

Return to Self Semice

l

98. Klik “Submit to HR”




