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GENS Help Centre

Personaize Conlent Lavout Thursday, January 17, 2013

Welcome

1. Klik “ Worklist”

iy Links  Select One:

& B J GEMS Help Centre

| Sfdenie lease click here or on"GEMS Help Centre' ik a
gm—m | e i hand comer o gethep on GEMS
) Votfors Adistln Welcome to GEMS! nctionaies
! Bnefy
) Corpénseion " Towards Excellent, Interactive and Integrated Public Service m
ot P A o in ine with 215t Century's Civil Service Visior"
! ayol lefce .
! o Deveonen Eozp;ter!lmﬂnmmgon.%semeRequest(h[:lay
! Qaanzatonl Oeveoment e
) Enterpige Leaming For any inquiries, please contact GENS Helpdesk al+6732382407 or emeail &l gems helpdzsk@osd.qovon
g%ﬁ-ﬁﬂﬁ%& * Absence Request (Malay Guide
S0 EN
) My Content
) Contnt Hangoenent
gﬂm GEMS News s
b%ﬁm wnata Bagi Pegawai dan Kakitangan Kerajaan QuickLinks e
- Tokea Sy My E-mail My Calendar
- Chce by P Wssalamualaum / Selam Sejahters
i i My Payslips My Benefits
- ly SystemProfe Bagi pinak Pengurusan GEMS, kami ingin memperkenalkan mengenai roses Pengesahan Data didalam | |\ pytormance My Lesming
(GEMS, yang mana pegawal dan kakitangan kerajaan akan dapat mengesahkan dan mempastkan data - —
Discussion Forums SW7AY [peribadi dan data perkhidmatan mereka adalah betul dan terkini, s A
HoDiscussins avalabe My Surveys My Time & Attendance
b Padamasa ini, proses i kini boleh digunakan oleh jabatan - jabatan dibawah Jabatan Perdana Menteri — —
Kementerian Kewangan, Kementerian Perhubungan, Kementerian Hal Enwal Ugama dan Kementerian SR SEEA
Pertahanan dan akan dilancarkan kepada kementerian - kementerian dan abatan - jbatan yang an secara| | ReauestAbsence  Team Pertormance
bergilir- ilir, Aktivii - aktiviti mass briefing dan roving, yang bertujuan untuk memperkenalkan dan ly bxam Results
menerangkan mengenai proses berkenaan kepads setiap kementerian - kementerian dan jabatan-
[batan, akan dimaklumkan kemudian,
Sekiranya ada sebarang pertanyaan sa hubungi GEMS Helpdesk.

»)
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ey
GEMS Home Workist Addto My Links  GEMS Help Centre  Sian out
Menu B Milinks SelectOne: v
E aelf Sewi(s;e"s New Window | Customize Page |
anager Self Senice
) Recruiting
gg’:g‘:&*“ﬂmmﬂm Worklist for 70000004: MD ALI BIN HUSSIN
) Compensation
Dml FOrOISALSENGe = 1) oy Work ListFiers: v
b Payroll Interface ;
) Workforce Development e : -AppmI L
) Organizational Development | 20 Date From M Worked By Ac JUiLLL UL L
b Entrpie Leatring D ALIBINHUSSIN 031812013 23800 vl Wordow Wow v BCS e ot Pl
b SetUp HRMS Approved ¥ —
{ Bans
Ea;g'm D ALIBINHUSSIN 03/18!2013;;':2:3;0" AoprovalWorow Wow v ;u_yP_q_t,S;?SAb nce Mo BiPoomt, g,
b Content Management : =
o Wors D ALIBINHUSSIN 032772013 I;”rzva:g” oproval Warkow Wow v ____L_L_Y.E__LLS;?SAD 0ot Mol BYPosHomt, o,
= Worklist B
- Worklist Details g?h?%DlemM 0310212013 Approval Routing Approval Workflow ol ngAb 1 Mot ByPoshont
) Reporting Tools —
: omt BiPoshamt ..
) PeopleTools %Tls;ﬁdmm BN patmots Approval Routing Approval Workflow How v g?s Aosénce Nomt Boshamt, .,
- Take a Suney i —
- Change My Password ABDUL RAHMAN . , BCSAbsence Mamt BiPoshiqm Reac
I vt BIN ABDUL RAHIH 040112013 Approval Routing Approval Workflow 3-Low % Rea
- My System Profle ABDUL RAHMAN . BCS Absence Momt ByPoshamt - .
BIN ABDUL RAHIM 040112013 Approval Routing Approval Workflow How v %
2. Pilih
URefesh “Approval Routing” bagi senarai
permohonan yang belum
dibenarkan.
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o
200
v ;:-.‘-‘0.00.
EMS Home Workist AddtoMyLinks GEMS Help Centre  Sign out

WIRLLOANT NIERACTIE ST

MyLinks  Select One: v
New Window | Customize Page | &
Worklist for 70000004: MD ALI BIN HUSSIN
D:m?l e Detail View Work List iters: APProval Routing i
) Organizational Development From DateFrom Workltem  Worked By Activity Priority Link
) Enterprise Leaming ABDUL RAHMAN : Y , BCSAbsence Mamt BiPoshlomt Reac
) StUpHRIS BIN ABDUL RAHIN 0410112013 Approval Routing Approval Workflow 3Low %
b SetUpELM ABDUL RAHHAN : BCSAbsence Mamt BPoshomt .
) My Contert BIN ABDUL RAHIH 0410112013 Approval Routing Approval Workflow 3Low % e3¢
) Content Management
o Wordis ﬁlggﬁ}m‘” BINT! 3211013 Approva Routing Approval Wi Tl e T
= Worklist B0
- Worklist Details g?l?%DTJAFmM 0310212013 Approval Routing Approval Workflow How v EESAbsence m Bfosliont. .
) Reporting Tools B
) PeopleTools
- Take 3 Survey
- Change My Password
- My Personalizations 4 3. Klik \
- My System Profile - ’
Bcs Absence Mgmt
=>»  ByPosMgmt” link bagi
pegawai yang akan
% Retresh | : .
— \ dibenarkan cuti. v
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Meluluskan Permohonan Cuti

Home Workist  AddtoMylinks  GEMSHelpCentre  Signout

MyLins Seled One:

Request Details
SITIFATIMAHBINTIKASSIM

KERANI
Review the details for this request and either approve, deny or submit for rework, You

may also enter optional comments about each approval choice.

Absence Detail
20032013 ™
End Date: 29032013
Absence Name: Exit Country Leave
Resson ExCoty Lamm 4. Pastikan maklumat
ang perlu
Duration: 100 Days - V BP
dilengkapkan
- Take s Suvey Country WYS Malaysia
= Change My Password
- My Personalizations 5. Catatkan maklumat
- My S ot
kebenaran dalam
Status: Submitied ruangan Approver
Comment.
uestor Comments:  Memohen untuk kebenaran keluar negeri - Miri, Sarawak pada hari —
iaai2dn2
Approver Comments: al@z
J .
6. Klik “Approve” untuk
membenarkan
Approve Deny |
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TN T Wi

bogeretee | Aproval Confimfion

b ‘/ A you i you et o g s Asence Rt

lged

! Pyrolleae

D Workocs Desehpmenl

) OganafineOeveonent

Einterpriul.enmi\g 7. Klik “Yes” untuk
I

)

)

el Up RIS
e pengesahan

ly Conten

el Hanagenent
7 ot

= kst

) Repoting ook

) PeoTok

" oo iy
 Changely Password
 ly ersongzating
 ly System Pofe

c :@ 8:' 6385\& QQ/J‘ U" C%SJ ”@ U" C%%Q @ U:’ ng}\)g
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ot Mot Aolhls CESHstwie  Spod

M SelotOne v

Approve Confimation

‘/ The Absence Requestwas sccessfuly agpoed

)[ 8. Klik “Ok” ]
oo Devetpren
Oryezaonl Despnet

Enlerrse Leamng
SepHRUS
Set Ll

= ords

= Horfs ells

NG S TN G TN TN N )
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Mengemaskini dan Meluluskan Kehadiran
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JGEMS

) (Custom Expire
) Address colum
@ Deleted Items
/) Drafts 3]
) Drafts
i ] Folders
| Bug Fix No
[ Cuti
| Daily Schec
| GEMS usag
) GEMS.Noti
(3 Mail Notifc

|

| File Edit View Go Tooks Actions Help Type a question for help v
0 @Bk © ndﬁ 39 @ Messages % ﬂﬁdi

Mail || GEMS Notifiation iy ___PT)*

Favorte Folders ¥ ||B, 14 [} § From Subject Received Size C.. ¥4

Mail Folders A

LlAIMailttems v ) Dk Monty

3 € Mailbox - OKHIH 4 || 3 pate: Syt

3 My Copy
| Outstandin
[ Prestasi
| Reporting”
| Room Bool
] Inbox )
L g Junk E-mail [!
) MAPIUseContz

o} GEMS.Notification.pres@psd.q... Request for approval - Time and Attendance - ABDUL RAHM... Sun3/31/2013 2:13 AM 8 KB

[ Date: Last Week

# Date: Two Weeks Ago

# Date: Three Weeks Ago

# Date: Last Month

# Date: Older

\

Y
( )
1. Menerima email notification.
Pegawai / Penyelia akan menerima
email notification dari GEMS
y,
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Mengemaskini dan Meluluskan Kehadiran

Extra line breaks in this message were removed,
From; (GEMS Notification,pres@psd.gov.bn Sent: Sun3/31/2013 243 AM
To: Dk Hih Asiah Binti Pg Hj Chuchu
(e
Subject:  Request for approval - Time and Attendance - ABDUL RAHMAN BIN ABDUL RAHIM, 70000001

&3

!@following request(s) has been submitted. This request(s) requires your approval before it will be processed. \

] »

Transaction Name = Tine and Attendance Submission Employee Name = ABOUL RAHMAN BIN ABDUL RAHIM Employee ID = 76000601
Submitted Time for the following date(s) = 2012-09-17

\@s communication was sent via Oracle Workflow Technology. Please do not reply to this email. )

{111}

2. Contoh isi kandungan email
Ini adalah contoh isi kandungan email notification yang
mencatatkan nama, bil k/p dan tarikh maklumat kehadiran
yang perlu untuk diluluskan.
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Mengemaskini dan Meluluskan Kehadiran

Pl
LT

GEMS

INTELLIGENT, INTERACTIVE, INNOVATIVE

v

Today's Date: 10-Dec-12 \
3. Masukkan No. Kad
Pengenalan diruang
“User ID”
— J
Having issues logging into GEMS? )
User D: 70000001 4, Masukkan Kat
Contact the GEMS Help Desk apican hate

Laluan diruang
“Password”

16k
LA10

Password: sweveemmee

Email: gems.helpdesk@psd.govn S

FOIgUt your EESSWOI'd?

Working Hours:
Mon. - Thurs. & Sat.

T:45am - 12:150m / 1:30pm - 4:30pm

Announcement/Makluman

Makluman Penting

Catatan kedatangan kinilebih mudah dengan menekan butang “attendance” diruang Log Masuk.

Selamat Menggunakan khidmat Cepat dan Mudah!!

NG S TN YOI INE ST

BAHAGIAN GEMS|JPA®©



Manual GEMS

=
Pagel? ¢ .-::o *

.0' oy

GEMS

Mengemaskini dan Meluluskan Kehadiran
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MS

AT TG T ANV

Menu

v Manager Self Service
> Time Management
> Joband Personal
Information
[ Compensation and Stock
> Benefts
> Team Learning
D Performance Hanagement
D Organization Management
> Attendance
= Employee Awards Report
= Review Transactions
- Direct Reports
’Recruting
> Workforce Administration
) Benefts
> Compensation
> Global Payroll & Absence
Momt
D Payrolinterface
Workforce Development
> Organizational Development
> Enterprise Learning
D SetUp HRMS
D SetUpELM
> PeopleSoft
> My Content
) Content Management
 Portal Administration
> Workist
> Tree Manager
) Reporting Tools
) PeopleTools
= Takea Survey

w Mhanna My Pacewnrd
( 1l

)

A

Main Menu >

Manager Self Service

Home Worklist

AddtoMyLinks  GEMSHelpCentre  Signout

MyLinks ~ Select One: v

Edit'Manager Self Service"Folder

If Service transactions include: browsing and searching the catalog, enrolling employees, creating supplemental leaming and reviewing an employee’s learning transcript.

Employee Awards Report
Employee Awards Report

Review Transactions
Review ransactions that you have submitted

5. Klik “Manager Self Service”

Job and Personal Information
Manage job and personal information for your
employees.

E| Employee Award Submission

Bl Employee Award Approval

%] View Employee Personsl Info
16 More...

4

Team Learning
View and maintain team learning records and
objectives, and browse and search the leaming
catalog.
5] Team Members
) Browse Catslog
£ Certification Status
2hore.,

P

— ﬂ Attendance

5 Manager Time Approval Page

Compensation and Stock

Manage salaries for your workforce, ither by
individual or by group. Review the compensation
history and total compensation picture for your
directreports, as well as review their stock

option history and vesting status of shares.

1% Request Ad Hoc Salary Change

EAggove Ad HocSalary Change

] Final Apprvl Ad Hoc Salary Chg
§ More..

4

Performance Management
Plan, evaluate and manage performance and

development for your workforce,
(1) Performance Documents
F¥] Approve Documents

¥/ Team Learning
2More.,

P

E Direct Reports
Hidden - Direct Reports

Pi

4

P

ime Management
Manage schedules, view and approve reported

and payable time, absence and overtime
requests, exceptions, and more.

(21Room Booking

(') Mansge Schedules

O Approve Time and Exceptions
2More.,

Benefits
Benefits

%] Approve Clsim/Application
%] Approve Dependent Info Change

B Claim/Application Rast Mar
4 More..

Organization Management
Organization Management

%] Department Budget Proposs|
) View Budget Propossl

=] Approve Budget Proposs|
3More..
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Mengemaskini dan Meluluskan Kehadiran

Home Worklist AddfoMylins  GEMSHelpCentre  Signout

MyLinks ~ Select One: v

v Manager Self Service
1 Time Management W Attendance Edit ‘Attendance " Folder
I Joband Personal
Information

[» Compensation and Stock anagerfime Approval Page
> Benefts Manager Time Approval Page

> Team Learning
I Performance Management )[ 6. Klik “ Attendance”

-Mmeqmnt

> Attendance

—'

R oy )[ 7.Klik “Manager Time Approval Page”

- DirectReports
IRecruting
I»Workforce Administration
) Benefts
> Compensation
I Global Payroll & Absence
Mgmt
b Payrolinterface
Workforce Development
1> Organizational Development
I Enterprise Learning
b SetUpHRMS
D SetUpELM
I>PeopleSoft
[>My Content
>Content Management
> Portal Administration
> Worklist

I» Tree Mana -
DRepomggls I Main Content
| PeopleTools

= Takea Survey

= ("hanne v Pacewnrd
{ ! n )
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Mengemaskini dan Meluluskan Kehadiran

900
¢ .‘:':'0.0.'0.
GEMS Home Workist Addto MyLinks GEMS Help Centre  Sign out

ATHLLOENT WIERACTIE ST

MyLinks ~ Select One: v

[ Self Senice
[ Manager Self Senice

) Time Management
e Manager Time Approval Page

Information Enter any information you have and click Search. Leave fields blank for alist of allvalues.

[ Compensation and Stock
 Benefits | Find an Existing Value | AddaNewValue |
) Team Learning

b Performance Management —
b Organization Management | | EMPID: beging with [+ 70000001

¥ Attendance SetiD: begins with

- Manager Time Approval
Page Department: begins with

- Emplovee Awards Report .

- ReiowTansacions. [3] o e ot i

- DirectReports roval Status: = v v ;
) Recruiting » 9. Masukkan tarikh

b Worklorce Administration Late i dalam ruang Date

) Benefits

[ Compensation Under Report

[ Global Payroll & Absence
Momt

[ Payroll Interface

[ Workforce Development

[ Organizational Development

) Enterprise Learning

[ SetUp HRMS

) SetUp ELM

) PeopleSoft .

[ My Content

[ Content Management

[ Portal Administration

D Worklist

) Tree Manager

R il Y

| »

New Window | &

a

8. Masukkan Bil K/P
dalam ruang EmplID
J

«
O %=

<
o

|

10. Klik “ Search”

Find an Existing Value | Add a New Value
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Mengemaskini dan Meluluskan Kehadiran

11. Masukkan

‘.‘
0 ‘.'0.‘.': maklumat
GEMS Home Wotlid  AdlobyLing  GEMSHelpCenbe  Signout kehadiran
L T ot seperti yang
; B diruang
DSQHSem ' ‘_ NQWWNBWIcustﬂmizepagel n | Comments
(7 Manager Self Service
e anager Time Approval Page
formation 11a. Jika Pegawai
bCmpenaln d e Name: ~ ABDUL RARHAN BN ABDUL RAHN Employeel 7000001 L
| Benefts . setelah
ETumLumng Department SA12700301 o Date: 17092012 {L1a memasukkan
Perfmqoeﬂanagemt b maklumat
| Orgenization Hanagement .
o Mendance kehadiran,
Time Enter By Comments Absence From  AbsenceTo maklumat
ABDUL RAHHANBIN ABDUL i
P N T e hedam 024 HE|  lehadiran
~ Enohoyee Awards Reood hendaklah di
-Revew Tmsactins ~~|%{ [—"m— | “delete” dan
= DirgctReports click“Save”.
) Recruting Approval S
1 Workforee Adminshaton LastUpdate Dateime  LastUpdated By 12. Tandakan petak
) ere lomalordey - Asere DGO SAUAHBITHIANANGOAMT “Override
) Compensafon Workoff Day Training @ Approval
1) GlobalPayrol & Absence Holiday (thers Status”
Wyt Leae TotalHours Clocked:
| Payrol nerface . | | Wlate 13. Tandakan petak
 Workforce Development [ Override Approval Status yang berkenaan
”“'”"?‘““““’.““"’"‘m omments @ pada ruang
DEWLW“"Q FlﬂgFIEM ”Approva’
) SetUp RS - e
1) Set UpELM atus
g:’“m | 14.Masukkan
/ keterangan
ot v b :
) ol Adrisraon 0 C'”‘a”g
omments.
o e [ \ porove” /
AR z 5. Click “Approve”

NE AN N ST TSN NG DD
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ISTILAH/KETERANGAN
Approval Routing Menyenaraikan permohonan yang belum dibenarkan
Approval Status Status kebenaran kehadiran
Attendance Kehadiran
Lomment Ruang Catatan
Usate Under Report Tarikh yang hendak dikemaskinikan
Engll) Zlii?nlizzlﬁiﬁkzsngenalan kakitangan yang hendak
Manager Self Service Pegawai yang meluluskan

Manager lime Approval Page

[verride Approval Status

FPassword

ser ]

Worklist

Untuk mengemaskini kehadiran

Bagi mengubah status kebenaran kehadiran

Kata Laluan

No. Kad Pengenalan awda

Tempat meluluskan permohonan-permahonan
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ISTILAH BAGI PUNAT (BLTTON)

Approve Membernarkan
Deny Tidak membenarkan
No Tidak

74 Selesai

Search Pencarian

Ves Ya
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Manual - manual GEMS :

v Bagi Pengguna GEMS (Self Service)

v/ Bagi Pengguna HR (Human Resource)
- Lantikan dan Pertukaran

- Penamatan Perkhidmatan
- Hal Ehwal Perkhidmatan

- Hal Ehwal Cuti dan Kehadiran _

- Hal Ehwal Peribadi dan Tanggungan

- Hal Ehwal Kelulusan, Pingat

dan Lantikan Jawatankuasa (profile)

v Bagi Pegawai Meluluskan

v Pengesaha

¢/ Prestasi

Jabatan Perdana Mentel Laman Se



