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Chapter I: General System Modules

1.1 Login
Before logging into the system, first check the browser used. Please use Google Chrome for the best result. Then please type
the address hris.ktb.co.id to access the login page or you can find the link in KTB Channel > My Application.

Default Username Information

Username : Employee ID (4 digits, i.e. 1234)
Password :Admin@123456
e — O *
Login x
& > C | D 10.10.10.88282 &

SPISy}

Login Remember Me

Forget your password?

Images 1Login Page

There are two actions that can be performed on this page. Login or Request for Forgot Password (if forgot password). In
order to login, please type your username and password in the fields provided. There are two possibilities when trying to
login, namely:
a. Successful Login, the page will be redirected to the home page.
b. Failed to Login, this happens if the username and password do not match. Retype the username and password then
click the Log In button to enter the system.

1.2 Forgot Password
If you forget your password, please click 'Forget Your Password' and see the display as below:



Forgot Password

Enter your email.

Email Link

Images 2Forgot Password

Enter the e-mail registered in the System and click the 'Email Link' button. An account recovery link will be sent directly to
your e-mail. Follow the instructions in the e-mail to complete account recovery.

1.3 SPISy10 Homepage
After logged in, you are now on the SPISy homepage. Let's look at the image below:

B SPISy 10| World class HR & P& X | B SPISy 10| World class HR & P& X - ®
& C O B nhttps://hris-dev.ktb.co.id 0% 1Y @ & =
= =] H 2898 ~

n & Total Employee & Total Male & Total Female & Total Active Users & New Employee This & End Contract This Mo

W Favourites Menu

Dashboard Type: General = Set As Default

& Personal Information

@ Time Management Employment Type

¥ Leave Administration

&3 Wedical Administration

[@ Loan Administration

Permanent

Images 3SPISy10 Homepage

On the left there is a menu list. The main modules of this system are Organization, Personal Data, Time Management, Payroll,
and Settings.
At the bottom left of the menu list, there are 3 icon images. Logout, English, and Indonesian. Each menu has a function as
follows:

e  Logout Icon for exit from the system and immediately redirect to the Login page.

e  British Flag to change to English.

e Indonesian Flag to change to Indonesian.



In the middle of the web page there is a dashboard. Dashboard to displays graphs, tables, and information about the
company to help Managers make decisions. The top right is the user information and user settings that are currently logged

in.

1.4 Monitor Your Application Request and/or List of Waiting for Your Approval

Click

Message

icon on the

See All Request List >

upper

right page

New page will appear as below:

then

select

"See

All

Request

List”

@ My Inbox = List of Waiting for Your Approval Application
@ My Request = List of Your Existing Application Request
(3) History Approval List = List of History Application that you requested and you approved

Chapter II: Personal Information Module

2.1 Employee Details

A.

Main Data

This page displays the main employee data. Some data is mandatory and is really needed by the application,
especially in the payroll process. Example of required data:

Gender
Place and date of birth

Marital status

NPWP Number

KTP/ID Card Number
BPJS TK ID

BPJS Kesehatan ID

BPJS TK Location

BPJS Kesehatan Location

LN WD R

=
= o

Name, consisting of first name, middle name and last name

Religion, for the needs of the payroll process.




The second part is additional employee information. This section does not include mandatory data for any process. Click the
Back button to return to the main page of employee data information, or the Save button to save this data.

# Employee Employee Details
Employee Detail
Basic Data dentity Address Family Education Medical Work Experiences Evaluation Others
Personal Information
no photo 3
Employee No * H 16010139 Attendance D P Ed
+
Name * : v [ D Employment Type® : — Select — v
* H — Select — v
Gender * H Male ® Female Position
Birth Place * B Los Angeles Job Class® B v
Birth Date * B 04-08-1992 B Cost Center B — Select — v
Join Date* : 23-10-2017 =
Age H 25
Nationality : Indonesian v Terminate Date
Religion : ISLAM v Pension Plan Date : 23-10-2017 =
Marital Status* : SINGLE v Tax Type* . __ Select — v
Married Date : 23-10-2017 B Tax Status® . _ Select — v
NPWP
Work Location® H — Select — v
BPJS TK
BPJS KES
Images 4Employee Basic Data — Personal Information
Additional Information
Nick Name : Office Phone : Hat B - Select — A
Phone : Office Email : Helmet : — Select — v
Mobile Phone B Building : — Select — v Clothes B —- Select — v
Email : Room : — Select — v Jacket : — Select — v
Blood Type B — Select — A Computer Name : Pants H —- Select — v
Height (cm) : Static IP Address : Shoes : — Select — v
Weight (kg) : Glasses : Yes Boots : —- Select — A
L R=<

Images 5Employee Basic Data — Additional Information

B. Identity
The employee identity menu is used to store employee identity data such as KTP, SIM, KITAS, and Passport for Expatriates.



#® Employee Employee Details

Employee Detail

& Retno Putri Jaya

Basic Data dentity Address Family Education Medica

Identity Information

No  Identity Identity No. Issued Date

1 SIM A 12980092012

Showing 1to 1 of 1 entries

Work Experiences

Evaluation

Expired Date

Jan/25/2018

Others

Download Remarks
£35080089_STMA jpe

Previous Next

Images 6Employee Identity Information




e How to Add Employee Identity

This menu will appear when you click the Add button. The data that must be filled in is the Type of Identity and Identity
Number. The expiration date will also be used for expiration date reminders on the Dashboard. You can also upload the
document file on this menu. Click the Cancel button to close this form or please click the Submit button to save data to the
database.

Add Employee Identity

Employee Retno Putri Jaya

Identity* — Select — A
Identity No.”

Issued Date =
Expired Date =

Documents [Pilih File | Tidak ada file yang dipilih

Remarks

Cancel m

Images 7Add Employee Identity

e How to Change Employee Identity Data

After clicking the Identity column, the Form will appear on your layer. You can change any data contained in this
information. Click the Cancel button to close this form, the Delete button to delete data, or the Submit Request button to
save data to the database.

Edit Employee Identity

Employee Retno Putri Jaya

Identity* SiM A M
Identity No.* 12920092012

Issued Date 25 01-2013 ﬁ
Expired Date 25 01-2018 =
Documents

| Pilih File | ring moring jpg

Remarks

Images 8 Edit Employee Identity

C. Address

Employee address is one of the important data that a company needs to know about its employees. Here there are two types
of addresses; Address according to KTP and domicile address. All information seems to be required. Don't worry, our system
has a copy address feature that really helps you.



#  Employee Employee Details
Employee Detail
& Retno Putri Jaya
Basic Data denfity  Address = Family Medical Work Experiences  Evaluation Cthers
Employee Address Current Address
Copy to current address
Address *
Address *
P
P
RT/RW*"
RT/RW"
Sub District®
Sub District®
District =
District *
City = — Select — v
City * — Select — v
Province * — Select — v
Province * — Select -— v
Country * — Select — v
Country * — Select — v
Zip Code*
Zip Code *
Ownership * — Select — v
Ownership * — Select -— v
Images 8Employee Addresses
D. Family

This tab serves to display a list of family members.

# Employee Employee Details

Employee Detall

& Retno Putri Jaya

Basic Data dentity Address Family

Employee Family Member

Showing 1to 1 of 1 entries

No  Relation Family Name

1 SPOUSE Jonathan Rotinsulu

Medical Work Experiences Evaluation Others
Gender BirthDate Marital Status Dependent Status
M Julr15/1965 MARRIED YES

Remarks

Previous Next

Images 9Employee Families




e How to Add Family Members
Click the Add button as in the picture, then a form will open.

Add Employee Family Member

Employee Retno Putri Jaya

Elood Type —_ Select v
Relation* — Select --- A -

Education Level

- v

Family Name™ Select

Marital Status™
Gender® ®'Male' - Female - Select - v

Dependent ®ves No
Birth Place® Status®
Birth Date* 27-10-2017 = Emergency Yes ®No

Contact”
Age 1
Address®

i

Phone
Additional Information

KK No.
Working Status Yes ®'No
Company Identity No.
Position BPJS No.
Remarks Insurance Name

y Paolicy No.

Images 10Add Employee Family

1. Choose a family relationship: spouse, child, parent, or other family member. Please complete the list of options in the
General Settings > Master Data menu.

Please fill in your Name, Gender, Place and Date of Birth.

Address and Telephone for very important contact information when needed as an employee emergency contact.
Other important information is Marital Status and Dependent Status (to calculate the calculation of benefits).

Click Cancel to cancel and close the form, or you can click the Submit Request button to save the data into the database.

vk wnN



e How to Change Family Members

This menu will appear when you click on the column for family relations or the names of family members in the image
below. Please refer to the previous point (How to Add Family Members) for required data. After completing the required
data, you can click Cancel to cancel and close this form. You can remove data from this form with the Delete button. Or, you
can save the data changes by clicking the Submit button.

Edit Employee Family Member
Employes Retno Putri Jaya
. Blood Type — Select — v
Relation’ SPOUSE v
Education Level — Select — v
Family Name* Jonathan Rotinsulu
Marital Status* Y
Gender* */Male’ Female MARRIED M
Dependent ®ves No
Birth Place" Jakarta Status®
Birth Date® 15-07-1965 ﬁ Emergency ®iyes UNo
Contact*
Age 52
Address® JI Probolingo No_ 17
4
Phone 021-8867906
Additional Information
KK No.
Working Status ®iyes ' 'No
Company Identity No.
Position BPJS No.
Remarks Insurance Name
,  Policy No.
Cancel Update

Images 11Edit Employee Identity
E. Education
Employee Education explains to the company the employee's education history, training history and ability history. This
information is very useful for the needs of promotion requirements.

A Employee Employee Details

Employee Detail

& Retno Putri Jaya

Basic Data dentity Address Family Education Medical Work Experiences Evaluation Others

Employee Education

Delele‘ X Add ‘ +

No  Education Level Faculty Major Yeari(s) GPA Institution Certificate No Remarks
1 s Information Technology Computer Science Nov 1992 - Nov 1995 Binus University
Showing 1 to 1 of 1 entries Previous Next

Images 13 Employee Education



How to Add Education

To add education history, click the Add button as shown in the image.

Add Employee Education

Employee Retno Putri Jaya
Education Level® . Select — v
Faculty
Major - Select — N
Start Date” 27-10-2017 m ™ ari0z0m7 B
Duration Year(s) Year(s)
GPA of
Institution*
Address

P
City” — Select — N
Graduation Type® — Select — M
Certificate No
Certificate Date 27-10-2017 =]
Remark

A

Cancel Submit

Images 12Add Education History

Please select education level: high school, diploma, bachelor, and others.

Faculties and Departments taken by employees. If the Education level does not have a major, please leave it blank.
Select an entry date and a graduation date. If the education level is still running, then please fill in the date of
graduation according to the estimated graduation of education.

Fill in the GPA column with a number format and a period (.) as a comma.

Institution / University is required.

Fill in the details of the institution such as address and city.

Select the graduation type.

Enter the certificate number, if any, or the type of graduation with the description " Graduated”.

Select a certificate date.

The Remarks column is a column for additional information about this Education.

Click the Cancel button to close the form or click the Submit button to save data to the database.



e  How to Change Education History

To change Education history, click on the Education level column in the specified row. The instructions that must be followed
are the same as when you add Education data. The difference lies in the Level of Education, Faculties, and Departments that
cannot be changed. Click the Delete button to delete it permanently or Click the Update button to save the changed data.

Edit Employee Education

Employee Retno Putri Jaya
Education Level” 51
Faculty Information Technology
Major CompScience
Start Date” 24111992 g 0D 54411905 =
Duration Year(s) Year(s)
GPA of
Institution® University of Indonesia
Address Salemba

A
City Jakarta v
Graduation Type’ Graduated v
Certificate No
Certificate Date . -

=

Remark

4

Images 13Edit an Education



e  How to Add Training
The purpose of this menu is to provide detailed information on employee certification and training. You can perform several
functions in this menu:

1. Click the Add button to add a new training.

2. Select the type of training in the selected column to change the training information.

3. Select the row then click the Delete button to delete the training related files.

Training
Delete | % Add | +
No  Training Type Field Course Institution Certificate No Certificate Date Remarks
1 In-House Programming Programming-MVC PTSSS Octi24/2017
Showing 1 1o 1 of 1 entries Previous Next
Images 14Employee Training List
Add Training
Employee Retno Putri Jaya
Training Type® —— Select — v
Field” -— Select — v
Course® —— Select — v
Institution®
Address
s
City" — Select — v
Certificate No
Certificate Date 27-10-2017 =
Start Date 27-102017 & E“:’ . 21102017 8
ate
Paid By* — Select — v
Company Bond Until =
Remarks
4
Cancel Submit
Images 17 Add Training

1. Keepin mind that fields marked with a red (*) are mandatory and cannot be left blank. Choose the type of training,
which can be in the form of internal company training or by bringing in tutors from outside the company (External
Training).

2. Choose a training subject. Usually, this information depends on the type of work of each employee.



Choose a training course.

Fill in detailed information about the institution such as name, address and city.

Fill in the information regarding the certificate, number, and date.

Select a training date.

Choose the party that pays for the training, it can be an individual, a company or a scholarship.

Choose the date of the obligation to serve an employee if the employee has a special service agreement with the
company for a period of time after training.

9. Remark’s column is used as additional information or special notes.

10. Click Cancel to close the form or click the Submit button to save data to the Database.

© N VAW

How to Change Training Data

Edit Training

Employee Retno Putri Jaya
Training Type* In-House
Field® Programming
Course™ Programming-MVC
Institution™ PT 238
Address

g
City* Jakarta v
Certificate No
Certificate Date 24-10-2017 =
Start Date” 24-10-2017 End. 24102017 =

Date™
Paid By" Company v
C Bond Until o
ompany Bond Unti =

Remarks

s

Images 18 Edit Training

After clicking on the column row that you want to change the data for, this form will appear. Follow the instructions as
you did when you added the training data details. After finishing filling in the detailed data, click the Cancel button to
close the form. Click Delete to delete data permanently or you can click the Submit button to save data to the database.



F. Work experience

1.3 Employee Details

Employee Detail

& Retno Putri Jaya

Basic Data dentity Address Family Education Medical
Working Experiences
No  Start Working To Company
1 25-Jul-2001 Juli16/2003 PTXYZ

Showing 1 to 1 of 1 entries

Images 19 Working Experiences

‘Work Experiences

City

Jakarta

Evaluation

Employment Type

Pemmanent

Others

Delete | % Add | +
Organization Job Level Remarks
Human Resources Senior Staff
Previous Next

This tab displays the employee's work history. This information is very important to know if the employee has the right job

or project during his career.

Add Employee Working Experience

PT XYZ

Business Field® i
usiness Fie Food, Beverages, and Retail

Address® JI Surabaya
ity Jakarta
Fhone No

Website

Resign Reason® Personal
Employment P

Type* ermanent
‘Organization®

Employes Retno Putri Jaya
Start Warking® 25072001 B ™ |16-07-2003 B
Company*

Job Level

Description®

Reference

Phone

Email

PFh (A21)

PFh (A15)

Remarks

Senior Staff
Supervising people in field.
e
usD v
usD v
4
Cancel Submit

Images 20 Add Employee Working Experience



Chapter lll: Time Management Module

3.1 Overtime Request HRSS
This screen displays information about overtime employees. The data can be seen from the planned working time to the
actual date of overtime work.

#  TimeManagement  Employee Permit | Overtime Lembur

Overtime Request

Filter | [ Excel @ [5PDF Add

Planned Overtime Actual Overtime
Employes Employee . _—
Letter Ho Date Mo Mo Position Organization Shift Status ot OT Plan ot ot ot
. OTPlanin  Planin  OT Plan out Overtime  Actual  Actual  Actusl  Actual Overtime
Date Time  OutDate Time Formula InDate InTime OutDate OutTime Formula
OVTREG- 55080034 Sony Falix Genaral Affsir | Human Regulsr  SUBMITTED | Aug/30/2017 | 08:00 | Aug/30/2017 | 18:00  Regular
Staff S Resources Day Days
201708-000000
OVTREG- 55080024 Akbar Jaya Spisy CS SPISy CS Regular | SUSMITTED 17:00 1700 Regular
Putra Programmer Day Dayz
201710-000001 Staff
OVTREGQ- Oct'25/2017 | 53050006 Albertus Java Java Regular | SUBMITTED | Octi262017 | 17:00 | Octi262017 | 17:00 | Regular
Medico Putra  Programmer Devalopment Day Days
201710-000001 Staff
OVTREGQ. S3880084 Amaliz Putri | HR Manager Human Regular | SUBMITTED 17:00 1700 Regular
Manin Rasources Day Days
201710-000001
OVTREG- Octi25/2017 | S3020087 Amel Puti HR Supervisor | Human Regular | SUBMITTED | Octi262017 | 17:00 | Octi26i2017 | 17:00 | Regular
Saikura Resources Day Days

201710-000001

Images 21 Overtime Request



3.1.1 How to Create Overtime Request

Add Overtime Request

Letter No® OVTREQ-201710-000002
Letter Date : 30-10-2017
Qvertime for Shift Date® 30-10-2017 =
Overtime Plan” Define In and Out v
In 30-10-2017 2
ourt 30-10-2017 =
Overtime Formula — Select — ¥
Round Overtime H Yes
Employee” All Employaes
Search » Search..
Abdul Hidayat >
Adam Putra Perwira
Adenya Dede
Aditya Setia Putra <
Agam Putra
Agus Tri Yono “

Agus Wahyu Wibowo
Aisyah Catur Wulansari
Akbar Jaya Putra
Akma Redha Jaya
Albertus Medico Putra
Alfi Hidayati

Amalia Putri Manini
Amel Puti Saikura
Amelia Angela Sutarno

Advance Filter

Remarks

= -

Images 22 Add Overtime Request

Overtime letter number and letter date are filled in automatically by the system.
Select shift date for overtime request.

3. Choose an overtime plan, whether when the absence comes in or after the absence comes out or based on
duration.

4. If you select based on duration, write the duration in hours and minutes, then select the type of overtime. Plan
time can be OT After or Holiday.

5. Select the overtime formula that will be used for this overtime request.

6. Select employee(s).



7. Click the Cancel button to cancel all data and close the form.
Click the Draft button to save the overtime request data (can be changed or deleted later), or
9. Click the Submit button to save the data in the database (cannot be changed or deleted again).

3.1.2 Overtime Realization
The Overtime Realization menu is a menu for submitted the approved overtime approval carried out. Display on the
layer will like picture under this.

CreeriimeReall zadionkis : CATREAL-BOEE 1M
neerimeRequesiiio : OVTREG-0ER1-000055 -
Requasd hio~ : OV TRER-D0EE H-0000ES
Emplapes : 1761 - HERMELIMA RADIANWANE
Emplopes Ko : 1761
Oeriime for Ehi Date : 18120z [ ]
Lhit : MT - Mo - Tha
Cvreriime Plar : Define Im and Ot v
Drreriime Type : OT Aifer v
_Flunil : 16-1-2022 [ ] 13200
Flan Dut : 16-H-20a2 ] 21200
Aodust in
Aupdusl Ou
Rl zation in : 15-H-20e | 1500
Fosallzadion Dut : 16-11-2022 ] 2430
Round Dnverdime : s
De-ducisd Ereak : s
Derfime Acihvily Plan : nas1 sy
V.
Oreriime Aoy : jam sz
Realizadion
A
= ]

Figure 23 Overtime Realization

1. Overtime letter number and letter date automatically by the system.

2. Select the shift date for Request overtime.

3. Choose an overtime plan, is it at the time after roll call enter or after roll call go out or based on duration.

4. If select based on duration, write duration in hours and minutes, then choose type overtime. Plan time can be OT
After, or holiday.

5. Select employee(s).

6. Fill in the Overtime Activity Plan.



7.  Click Cancel button for cancel all data and close the form.
8. Click Draft button for save request data overtime (can changed or deleted then), or
Click Submit button for store data in database (can’t change or delete).

Process Data

Organization : All v

Employee™ All Employees

W
(1]
B

Search

Abdul Hidayat -
Adam Putra Perwira
Adenya Dede

Aditya Setia Putra
Agam Putra

Agus Tri Yono

Agus Wahyu Wibowo
Alsyah Catur Wulansari
Akbar Jaya Putra
Akma Redha Jaya
Albertus Medico Putra
Alfi Hidayati

Amalia Putri Manini
Amel Puti Saikura

+ A v F
[ 3

Amelia Angela Sutarno - -
Advance Filter

Start Date | 30-10-2017 =

End Date : 30-10-2017 =]

¢ Advance Options
Re-import Attendance Data
Keep Edited Data

Keep Imported Data

Images 24 Daily Attendance Process

3.2 Daily Attendance
This menu is used to view employee’s historical daily attendance. To open this page, users use the menu Time Mangement
-> Daily Attendance.

User can filter the historical daily attendance as shown in the image below.



A  Time Managemeant

Daily Attendance

Filter

Day

Thursday
Tuesday
Wednesday
Thursday
Friday
Manday
Tuesday
Thursday
Friday
Monday
Tuesday
Wednesday
Thursday

Friday

50 100 250

18-07-2023

Lrag a column neader here to group oy that column

t2

Employee Name

BAGUS DEWANTORC
BAGUS DEWANTORC
BAGUS DEWANTORC
BAGUS DEWANTORO
BAGUS DEWANTORO
BAGUS DEWANTORO
BAGUS DEWANTORO
BAGUS DEWANTORO
BAGUS DEWANTORO
BAGUS DEWANTORC
BAGUS DEWANTORC
BAGUS DEWANTORO
BAGUS DEWANTORC

BAGUS DEWANTORO

Chapter IV: Leave Administration Module

4.1 Employee Leave Balance
This menu is used to view the balance of all types of leave for employees. To access this page, users can enter the Leave
administration menu for the Employee Leave Balance. The listing page shows the following information: Employee No,
Employee Name, Leave Type, Leave Period, Initial Balance, Carry Forward, Expired Date, Total Balance, Used Leave,

Adjustment, Remaining Balance, Status and Edit.

Shift
Maon - Thu
Maon - Thu
Man - Thu
Man - Thu
Friday
Man - Thu
Mon - Thu
Mon - Thu
Friday
Man - Thu
Man - Thu
Man - Thu
Man - Thu

Friday

Date In

06-07-2023

11-07-2023

12-07-2023

13-07-2023

14-07-2023

17-07-2023

18-07-2023

20-07-2023

21-07-2023

24-07-2023

25-07-2023

26-07-2023

27-07-2023

28-07-2023

Actual

Time In

02:40
0819

D@24

07:45
08:51
Da:44
08:32

08:31

Date Out

06-07-2023

12-07-2023

13-07-2023

14-07-2023

17-07-2023

18-07-2023

20-07-2023

21-07-2023

24-07-2023

25-07-2023

26-07-2023

27-07-2023

Time Out

1739

1742

19:51

1942

1956



A Leave Type Setting

Employes Leave Balance

Filter ~ Excel = FDF

® 0 ©

No  Employee No

1 55980000
2 55980000
3 $3980002
4 55980002
5 55980003
6 55980003
7 55980038
e 5920050
9 55980059

10 $5980037

Showing 1 te 10 of 105 entries

Generate Employee Leave Balance

Employee Name
Aries Wijaya @

Aries Wijaya

Bertrand Napitulu
Bertrand Napitulu
Sunardi

Sunardi

Robi Palaska Putra
Michael Saputra Widjaya
Michael Saputra Widjaya

Robert Albert Lestaluhu

Leave Type

Annual Leave

Long Leave

Annual Leave

Long Leave

Annual Leave

Long Leave

Annual Leave

Annual Leave

Long Leave

Annual Leave

Employee Leave Balance

Periode

01 Jan 2017 - 31 Dec 2017

19 Oct 2017 - 18 Oct 2022

01 Jan 2017 - 31 Dec 2017

19 Oct 2017 - 18 Oct 2022

01 Jan 2017 - 31 Dec 2017

19 Oct 2017 - 18 Cct 2022

01 Jan 2017 - 31 Dec 2017

01 Jan 2016 - 21 Dee 2016

20 Aug 2017 - 19 Aug 2022

01 Jan 2017 - 31 Dec 2017

B Initial Balance
CF Carry Forward
TB Total Balance

ADJ Adjustment
RB Remaining Baance

User can do the following:
Click Filter to open the search page.

1.

vk wnN

Click the Excel button to download the list in Excel format.

Click the PDF button to download the list in PDF format.

Click Employee Name to open the leave balance history.

Click the pencil icon (edit) to change the employee leave balance. Select the data to be deleted.

12.00

10.00

12.00

10.00

12.00

10.00

12.00

12.00

10.00

12.00

CF
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Expired
Date

01-07-2018

19-10-2022

01-07-2018

19-10-2022

01-07-2018

19-10-2022

30-04-2019

20-02-2018

20-08-2022

01-07-2018

12.00

10.00

12.00

10.00

12.00

10.00

12.00

12.00

10.00

12.00

Used

0.00

0.00

0.00

0.00

0.00

0.00

300

0.00

000

Previous

12.00

10.00

12.00

10.00

12.00

10.00

12.00

10.00

12.00

Status

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Next



4.2 Leave Request HRSS
Press the 'Add' button on the page that has opened. After that the page will be redirected to a web form as shown in the
image below.

Add Employee Leave Request

Request No LEVRQ2018020002
Request Date 19 Feb 2018
Employee No S5980003
Employee Name* $5980003 - Sunardi | View Employee Information
Leave Type* Annual Leave v
. — To — ) 12}
Start Date 19-02-2018 = 19-02-2018 = Full Day v
Total Days 1 Day(s)
Period Balance Use Remain
01 Jan 2017-31 Dec 2017 12.00 1 11.00
Remark
5
Attachment Choose File |No file chosen

Address During
Leave

PhonelHP No

Delegation

Images 26 Add Leave Request

To add a Leave Request, complete the following information (information marked with (*) is required):
Request No: will be filled automatically.

Request Date: desired leave date.

Employee No: Number of employees who will take leave.

Employee Name: Fill in the name of the employee who will take leave.

Leave Type: Select the type of leave to be taken by the employee.

Start Date: The start date and end date of the employee on leave.

Total days: total days off based on employee schedule.

Remark: fill with additional info about the mass leave.

Attachment: employee can upload attachment for leave info.

Address during leave: fill in the address of the employee during the employee's leave.

Phone / HP No: fill in the contact number that can be contacted when the employee is on leave

Lo NOUhAEWDNR

=R
NP o

Delegation: the contents of employees who replace the duties of employees who are on leave
Click the Cancel button to close the page and cancel.
Click the Draft button to save the leave request as a draft.

=
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15.  Click the Submit button to submit a leave request.

Chapter V: Loan

5.1 Loan Records HRSS
Loan Record is a page for registering or submitting employee loans. To open this page, users use the menu Loan -> Loan
Registration.

#t  Loan Record

Loan Record

000 <
Fitter Excel | PDF Delete ®

Loan Loan Total Finish
uest Ho Employee Tenor Remain{s] Wonthi Start Date Status Transaction
L L Type . Amount Paid =B v Date
1 | Lonzotz100001 Carloen | Adam Steve E 1.000.000 ] 1.000.000 333.2333 | 01-11-2018 01022019 Approved Y]
Lallana
O | Lonz01z100002 Shorbterm | Em&Tshun001 12 12,000,000 | 2,000,000 10,000,000 1,000,000 | 24-10-2018 24-10-2019 Approved (Y]
Loan (STL)
1 | Lonzotz100003 Longterm | Em&Tahun002 a0 £0.000.000 ] £0.000.000 12333323 | 21-11-2018 21-11-2023 Approved R
Loan (LTL}
D LON2012100004 Short-term Em&Tahun001 12 10,000,000 1,666,687 8,333,333 823,332 | 21-11-2018 21-11-2019 Approved kB
Loan (STL)
O | Lonzo12100005 Shortterm | Em@Tahun002 ] 12,500,000 6,250,001 8,249,999 1,041,867 | 21-11-2018 21-11-2018 Approved B
Loan (STL)
D LON2018100006 Short-term Em&Tahun005 12 12,000,000 o 12,000,000 1,000,000 | 27-11-2018 27-11-2019 Draft | |
Loan (STL)
< >
Showing 1 to 8 of 8 entries Previous MNext

Images 27 Loan Record SS

From the menu above, we can do:

1. Click the filter button to open the desired filter criteria.
Click the excel button to download the listing in excel file format.
Click the pdf button to download the listing in pdf file format.
Click the delete button to delete the selected data.
Click the add button to add a loan request (loan registration).
Click the clear filter button to remove all existing filters.
Click the search button to find data based on filtered criteria
Check / select the data to be deleted.
Click the loan type code in the second column to change the loan record data.
10. Click icon

W N RAWN



5.2 How

to add a loan application (Loan Registration)

After pressing the Add button, a page like the one in the image below will appear.

# | LoanRecom

Loan Registration Form

Loan Typs*
Empicy
intsrast Typs*
interest Rats*
Tenor-
Pament Type*

Loan amount

Start Loan Payment Dats*

Transfer Date

Loan Pisags

Remarks

Current Status

Pament status

Join Dats 1001200 Length Of ssrvics & Years s Monthjs)
Empioymnt Ststus Permansnt age 34¥sars 0 Monthis)
~ Pension Date Remain Months 282
= Contract End Dats Job Class c1
2 wontnig Dapartmant ML ORG STRUCTURE Position PROCRAMMER
ictive Loan
s ~
o Losn Loan amount Tanar Totsi pai Remainjs) wontny start Date Finen oats
| SoowngOnaoroesnes
=
26102018 L
S e
Orart Revisusd By Approved By
unpaia Revisusa B 210018 & | approveasy 102018 &
Fite ttzshment Tk | Tiesk 203 berkas dgilh
Dus Data Basic Amount Interast “Total &mount Paid Amount Paid PaidDate Loan Batancs Remans o]
100000 a 1.0m0m a | ungai 000010
1,000,000 a 100000 a | unga 12000000
om0 a 10m0m o | uegan 20001
100000 a 10m0m a | unga s0000m
5 | zoome 100000 a 1.0m0m 0 | unga 700001
6 | 2oz 1,000,000 a 100000 a | unga 5000000
7 | maszoe 1omo0 a 10m0m o | uegan 50001
5 | mosz0e 100000 a 10m0m a | unga 400001
s | zarzom 1,000,000 a 100000 a | ungaa 3000000
0 | e 1om00 a 10m0m a | umpan 20m0m
n | 2w 1omo0 a 10m0m o | uegan 100000
2 | 210209 100000 a 10m0m 0 | unga a ©
— EE

Complet
1.

10.

11.
12.
13.
14.
15.
16.
17.
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e the information below (lines marked with (*) are mandatory information):

Loan Type: select the type of loan that has been determined in the previous menu. The system will retrieve the data
and fill in according to the settings.

Employee: enter the name of the employee who applied for the loan. Choose from a list of existing autocompletions.
When you choose an employee's name, the system will automatically display the employee's current profile and
loan funds.

Interest type: interest scheme types which automatically chosen based on loan type (Flat, Annuity).

Interest Rate (%): percentage of loan interest (in %), which automatically chosen based on loan type.

Tenor: length of loan repayments (in months). Can only be filled with integer (real) numbers.

The tenor input limit is up to the maximum tenor.

Payment Type: disbursement of funds (Salary)

Loan Amount: the amount of the loan proposed. Can only be filled with numeric (real) integer numbers.

Start Loan Payment Date: choose the starting date for the first payment, then the next month's payment will be
made on the same date in the following months according to the tenor of the application.

Transfer Date: select the date the loan funds are disbursed. If you choose the Salary type of disbursement of funds,
then your allowance will be added to the amount of the funds proposed.

Loan Pledge: this input contains a sentence to apply for an employee loan or can also be filled in with the reason for
the employee's loan application.

Remarks: enter additional notes if needed.

Current Status: the status of the document (by default draft).

Payment Status: current payment status (by default unpaid).

File Attachment: upload supporting documents for applying for a loan.

Reviewed By: contains superiors who supervise loan applications.

Reviewed Date: select the date the monitoring was carried out and approved.

Approved By: contains the boss who approved the loan application.



18. Approved Date: select the date the loan application approval has been approved.

19. Calculate: press this button to simulate a loan. The system will perform calculations and display the loan scheme
table. Once appropriate, the user can submit to save the data.

20. Cancel: press this button to cancel and return to the main screen.

21. Draft: press this button to save the loan application as a draft. The system will return you to the main screen.

22. Submit: press this button to submit the loan application request to superior. The system will return you to the main

screen.

5.3 How to Change Loan Registration

#

This menu could be done only for Draft Loan Application.

Click the request code on the loan list page to open the Loan Record edit page. Users can change the Loan Record on
the page as shown in the image below.

Loan Recor

Loan Registration Form

Loan Typer v

Join Date ar2me Langtn or ssrvice 3 veare s wontns)
-

" Empiojmsnt status permansnt ags 34 vsars s Montns)

ntsrsct Typ=- > Pension Dete Remain Months F
intsrest Rster an % Contract End Dats Job Cisss e
anar P S — Departmsnt WAIN ORG STRUCTURE Postion PROGRAMMER

actrve Loan
Prymant Tpe- v

Ho Loan Loan Amount Tanar Totsl Pt Remain(s) Monthy Start Dats Finish Dets

Loan Amount*

1 Stonsemmican | 12000000 2 2000m00 1000000000 100000000 2e10am8 2e10ams
Start Losn paymsnt Deter & @sn

Sooning 0 00F enties
Tranater Date* =
Loan Predge Py Tutkon Fee
Ramarss
Current ststus approvsa Revisusa By approvea By
Paymant Status Parttaly P Raviewed By & | approveasy =
Fie Attachment E g
Tekmari. | ek 3ca benas apiin

No Dus Date Basic Amount Interest Total Amount Paid Amount Pad Pald Date Loan Batance Remarts 2
1 | w020t 100000 1000000 a | ungaks 000000
2 | 2o +o0000 1000000 a| urpas 100000
3 | 2er22me 1000000 1000000 o[ urpais som0m
+ | 2rarame +00000 1000000 a| urpaie aomom
s | 2ecame 1000000 1000000 o[ uepae 70m00m
5 | 2ea2me 100000 1000000 a| upie so00m
7 | 2eoe2me 1000000 1000000 | upane soom
& | 2eas2me 100000 1000000 a | ungaks 1o

20052019 1000000

272019 1,000000
20052019 1000000

20002019 1,000000

1000000

1000000

1000000

1000000

o | unpan

o | unpais

o | unpan

3000000

2000000

1000000

[}
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Change some of the required information

1.

Loan Type: select the type of loan that has been determined in the previous menu. The system will retrieve data
and fill in according to the settings.

Employee: enter the name of the employee who applied for the loan. Choose from a list of existing autocompletions.
When you select an employee name, the system will automatically display the employee's current profile and loan
funds.

Interest type: interest scheme types which automatically chosen based on loan type (Flat, Annuity).

Interest Rate (%): percentage of loan interest (in %), which automatically chosen based on loan type.

Tenor: length of loan installment (in months). Can only be filled with integers (real).

The input tenor limit is up to the maximum tenor.

Payment Type: disbursement of funds (Salary)

Loan Amount: the amount of the loan proposed. Can only be filled with numeric (real) integer numbers.

Start Loan Payment Date: choose the starting date for the first payment, then the next month's payment will be
made on the same date in the following months according to the tenor of the application.



10.

11.
12.
13.
14.
15.
16.
17.
18.
19.

20.
21.

22.

Transfer Date: the choice of the date for the disbursement of loan funds. If you choose the type of disbursement of
funds by Salary, it will add your allowance to the amount of the proposed funds.

Loan Pledge: this input contains a sentence requesting an employee loan application or can also be filled in with the
reason for submitting a loan by the employee.

Remarks: enter additional notes if needed.

Current Status: the current status of the document (by default draft).

Payment Status: current payment status (unpaid by default).

File Attachment: upload supporting documents for applying for a loan.

Reviewed By: contains the supervisor who supervises the loan application.

Reviewed Date: select the date the inspection was carried out and approved.

Approved By: contains the supervisor who approves the loan application.

Approved Date: select the date the loan application approval has been approved.

Calculate: press this button to perform a loan simulation. The system will perform calculations and display a table
of loan schemes. Once appropriate, the user can submit to save the data.

Cancel: press this button to cancel and return to the main screen.

Draft: press this button to save the loan application as a draft. The system will return you to the main screen. This
button will disappear when the loan status has been disbursed or funds have been paid.

Submit: press this button to save the loan application and it will automatically be saved with the Approved status.
The system will return you to the main screen. This button will disappear when the loan status has been disbursed
or payment of funds.

5.4 How to Delete Loan Types (Loan Type)
This menu could be done only for Draft Loan Application.
Select and check the data to be deleted. Then press the Delete button to delete the selected data, then select the
Confirm button to continue deleting data or Cancel to cancel.

Loan Typs Empiops Tanor Loan amount Totm Pag Ramainjs) montney start Dats Finien Dats status Transaction
cartomn Acam seme Latzra 3 1omam a 1000000 333 | ar-rt-amme orm2me roamzn EE

‘Short-term Loan (STL) EmETan001 12 12,000,000 2,000,000 10,000,000 1000000 | 24-10-2018 24-10-2019 Agprowed EE
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Chapter VI: Medical Reimbursement

6.1 Medical Reimbursement HRSS
Medical Reimbursement is a page for registering or submitting employee’s medical reimbursement. To open this page, users
use the menu Medical -> Medical Reimbursement HRSS.

Filter

No

1

#  Reimbursement Type  Generate Reimbursement Balance  Add Reimbursement Claim Request  Reimbursement Claim Request

Reimbursement Claim Request

0

Request Request Request Employee Reimbursement Request Approval Payroll Payroll Remaining Approved Advance
no Date. Status No Employes Type Period Amount Balance Period Status Balance Advance Balance

MED- 24-05-2018 | Submitted hB8TTS nzha Join Date Jan-Des task | 14-06-2018 | 1.000.000,00 | 500.000.00 4.500.000,00 0.00 5.000.000.00
20180524- schadule To 14-08-
00001 2018

MED- 24.05-2018 Draft HBBTTS haha Join Date Jan-Des task | 14-06-2018 | 1.000.000,00 | 500.000,00 4.500.000,00 0.00 5.000.000,00
20120524- schedule To 14-06-
o002 2018

MED- 05-06-2012 Submitted 52020000 Anton Wiaya Medical January- 01012012 | 3.000.000,00 | 3.000.000,00 2.000.000,00 0.00 0,00
20180605- Decembzer To 01-01-
00001 2018

Showing 1 to 3 of 3 entries Prewious Next

Gambar 15 Medlical Claim Request

On this page there is a list of claims submitted by employees. How to use buttons such as Filter, Excel, Add, and Delete is the
same as other menus. Claims that have Submitted / Approved status cannot be deleted.

6.2 Add/Edit Medical Claim Request
This form appears when clicking the Add button on the index page to add a claim request. Likewise when you want to edit
the request. What can be done when Add is; Draft and Submit. What can be done during the Edit process, namely; Submit




and Delete. What can be done if the status is Submitted or Approved, namely 'Cancel' request. The form display can be seen

below:

Request No
Employee*
Join Date
Job Level
Organization
Position
Medical Type
Period Date
Join Balance

Patient Relationship

Balance Information

Total Claim

No Patient Name

RUSDIVAN W

vk wn e

Chapter VII: Performance Evaluation & Competency Evaluation

MED-YYYYMMDD-XXXXX

RUSDIYANTO

2010

Department Head

General Affairs

DEPARTMENT HEAD GENERAL AFFAIR S

Rawat Jalan -
01-03-2022 fo 28-02-2023 v
s
RUSDIYANTO v
IDR 0
Hospital Diagnosis Amount

7.1 Evaluation Form HRSS Grade | - IV
In this menu, the function is to fill out Forms by Users/Employees according to the assessment period (Initial, Mid and Final).

7.1.1

From User Requestor

Receipt date Remarks

L 13
x

Cancel m m

The following fields must be filled in when submitting a Medical Claim:
Employee Name will automatically appear
Select the medical type available in the options.
Select the period of the selected medical type.
Select Patient Relationships.

Add detailed claim data such as Patient name, Hospital, Diagnosis, Amount, Upload Receipt, Receipt Date
and Remarks.
Select the Submit button to save, Draft button to save as a draft and cancel to close the form.

To be able to access the Performance Evaluation form, you can go through the Performance Evaluation > Evaluation Form

HRSS menu.

The system will display a page like the image below.

#  Employse Calculste Evaluation Form Employes Request

Evaluation Form

Q2023

2024 | DENY DWI PRASTYO Team Mamber
(2813)

To view the details of the form and fill out the form, click data in the 'Employee' column, the system will display the
Performance Evaluation form as shown below.



"

Calculste EvaluationFormESS

EVALUATION FORM
GRADE HV.

FISCALYEAR: 202312024

= DENY D FRAETYD unit HRCIRLGL notE
o u owesien - acmisssiraticn & sumen Rsecurzar
Pesiizn TEAM MEMEER HUMAN RE BOURCE | 8 CORFORATE S0CIAL RESFONBRILITY
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v P seLFREviEN et SUALUIATOR REVIEW saLF REviEN et SUALLIATOR REVEN 2na EuALUATOR FEVIEN comPETECY RATIG rEsT
e A P P P
A A 4 2 2
4 4 4 . 4
v
4 4 4 . 4
4 o & “ “
e A P P P
asing Defnton For Comntensy
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F - s Rt Iant Fating
il i = Targst Sahlssmand ot Feint x 05 = Sompstanay Leael Tol Point 1 398
{1 it HERT t s Final
i E— r— Evalustor 1 rEs— Eraiuat

Emgioye: Evatustor 1 pr— Svatuaior2 H Emgioree Evalusiort

;
BE=

1. The user filled in the Performance Goal / Self Review Performance & Competency / Self Evaluation Performance &
Competency column - the white column. Columns can only be filled based on the specified period range
Initial/Mid/Final. Columns that are gray, cannot be filled.

2. To add a Target, Requestor can click on the “+” symbol in the table “A. Performance Evaluation (MBO) Grade | —
v”,

3. To delete the Target, the Requestor can click the "x" symbol in table "A. Performance Evaluation (MBO) Grade | —
v”,

4. Click “Draft” to save the data that has been filled in but not final and the data can still be revised.

5.  Click Submit to send the form to the evaluator.



7.1.2 From User Approver/Evaluator

To be able to access the forms sent by employees to their Approver or Evaluator, Evaluators can access the Employee Request

68
(™) . 2813 v
menu or click the "Message" icon in the upper right corner to the left of the Profile icon then select the "My
Inbox" tab.

Then the system will display an image like the one below.
Employee Request

My Inbox | MyRequest  HistorpApprovallist

© Refresh ¥ siter B Exce B roF

PE-513 14-06-2023 Performance Evaluation Request 2813 DEMY DWI PRASTYO Submitted a

Click the code number in the "Request No" to display the details of the form to be reviewed. After view clicked as follows.



"

Calculste EvaluationFormESS

EVALUATION FORM
GRADE IV

FISCAL YEAR: 20232024

=3 ey o FRASTTD e HR.CHRE A
anae owisicn dmicicirain & Humen Reccurses
Fotion TE 2 NEWEER HUMAN RE30URCEY & CORFORATE BOCIAL RELFONNELTY

A. Performance MBO) Evaluation Grade | - IV

INTIAL TARSET BETTING D REVIEW FINAL EVALUATICH

PERFORMANE GOAL e REvEW 16t EVALUATOR REVIEW ELFEVALUATION 15t EVALUATOR EVALUATION 20 EVALUATOR EVALUATION wes RaTe RERLT

3 Fd e Fd P Fd
v
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Rt Deteticn For Gonl
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1. The user filled in the 1st Evaluator Review Performance & Competency / 1st Evaluator Evaluation Performance &
Competency column - the white column. Columns can only be filled based on the specified period range
Initial/Mid/Final. Columns that are gray, cannot be filled.

2. Click “Approve” to approve the form sent by the Requestor. Or

3. Click “Sendback” to return the Form to the Requestor. When you click Sendback, a pop-up like the following will
appear whose purpose is to provide reasons or notes to the Requestor.

Note




4. Click “Approve” to approve the form sent by the Requestor

7.1.3 From User Acknowledge

To be able to access forms sent by employees to acknowledgments, acknowledgments can access the Employee

Request menu or click the "Message" icon
then select the "My Inbox" tab.

Then the system will display an image like the one below.

1.3 Employee Employee Request

Employee Request

My Inbox My Request HistoryApprovalList
PE-513 14-06-2023 Performance Evaluation Reguest

[
o
w

DENY DWI PRASTYQ

in the upper right corner to the left of the Profile icon

PartiallyApproved &

Click the code number in the "Request No" to display the details of the form to be reviewed. After view clicked as follows.



-

Caleulzte EvaluationFormESs

EVALUATION FORM
GRADE 1V

FISCALYEAR: 202302024

= DY DWI PRATTYD vt HR GG EA
Grac : Dvisicn Admiciciraiicn & Humen Aecourses
Fosion T2 WENEER HUMAN RE S0URCEY & CORFORATE BOSIAL REBFONELTY

A. Performance (MBO) Evaluation Grade | - IV

INTIAL TARGET 1ETTING o REEN FiNAL EvLUSTICN
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1. Click “Acknowledge” to approve the form that has been sent by the Requestor. When you click the “Acknowledge”
button, a pop-up will appear as follows.

Note

2. Fill the Note, the content of the Note will appear in the signature column on the form.
After filling the Note and click “OK” then, the system will display the start page of “My Inbox”.
In the Acknowledgement module, there is no “Send Back” function.

w



7.2 Evaluation Form HRSS Grade V - VI

In this menu, the function is to fill out Forms by Users/Employees according to the assessment period (Initial, Mid and Final).
7.2.1 From User Requestor

To be able to access the Performance Evaluation form, you can go through the Performance Evaluation > Evaluation Form

HRSS menu.

The system will display a page like the image below.

Evaluation Form

Y Fiber

2024

To view the details of the form and fill out the form, click data in the 'Employee' column, the system will display the
Performance Evaluation form as shown below.



#  Emplojes | Caleulats Evaluation Form

Calculate EvaluationFormESS

Name  :OKTAVIA RISNA DAMAYANTI
Grade v
Position - GENERAL MANAGER HR, CSR & GA

A. Performance (MBO) Evaluation Grade V - VI

unit

Division

EVALUATION FORM
GRADE V.VI
FISCAL YEAR: 2023/2024

R,CSREGA

dministration & Human Resources

MOTE:

Listing performance gosls for the evaluation of progress and resuts

shall be SMART (Specfi, Measurable.

Goal
Timely):

‘auid rate each Key Result Area regarding the degress ofits
achievemen:

Maximum number of items for individual should no excesd 5.

INITIAL TARGET SETTING WID REVIEW
No
KEY RESULT AREA (KRA) PERFORMANCE GOAL wiGHT % SELF REVIEW 12 EVALUATOR REVIEW
PERFORMANCE GOAL 1
1 || KEYRESULT AREA (GRA) 1
A A 4
s PERFORMANCE GOAL 2
2 RESULT AREA (KRA) 2 30
4 4 4
ote: Total weight parcantage should be 100% ToTAL 100
’
MEORatings
Ratngs  Deserptan Range
75 | Oustending Perormance | = 150.00
P4 Sumassxpacston | 120001 < 15000
P3| Mests Expeciztion 20.00t0 < 120.00
2| Moty tes 50005 <2000
Pt | Below Expectstion 300010 <5000
U | Unsatstactory 0.0t < 20.00
B. Competency Review Grade V - VI
REQUIRED LEVEL MID REVIEW
No | COMPETENCY DEFINTION
LEvEL oEFINION SELF REVIEW 154 EVALUATOR REVIEW SELF RE'
Achere to the code of sonduct, mora [
Frncipies and KTB's corparate valuss e e e
1 | intearity with regards to bahavior sctions, and | © PR
ativaiaibois orgenization develogmen and sosiety J Y
Compranzns en customar setus
Srasiem ans howing senzam in
maating the nesc of inermal & extem ntrosuss and provide guidance on
o | Customer customers, both direct andindirect, in | 5 sirategic direction to th organization to
Orentes customers’ needs
highioht customers nesds J »
good relationshio with tre customers
Dispisy the best intantions in achieving
3 | Teamwors | company goal. with couperatve spint | Buid dynamicworking e
and positve atiude fo ohers J Y
situaton and conditons based on fhe
- information presentes, o actively -
B en e . eate sirategy at division leve
Tning creste 2 concest wih new innevative
ar sstagi eaz st signs wi tne 4 4
crganzstion s vaivaz
Oispisy proseie mtasons, oyt sn2
commiment o e erganizason a2 wes Cansiter tne bast mtarast fr zsmpany
wmership sccomplisn erganizaten’s go. ouner y 4
arcat
Demonstrate a positve atitude ang
. reve sty o scsping wran | [
ahanges or challenges (agity). and
able to produce an innavative idea for z #
comaany impravemen
,
SearingDefntionF orCompztency
Ratmgs  Defnian sont
cs Far exceacs expacted lavel 140
4 feve most f the time =
o Mests Expacted level 100
2 Gocasionally meets expecied evel @
e D6 not mast expasted iave s
C. RATING FOR SALARY INCREMENT
P - Final Point Increment Rating
s = 13000
a | noow<om
Finsl Points =  Target Achicvemant Total Paint x 70%)] + (Compatancy Level Total Pointx 30%)
5 | mow<inn
¢ | 7000me0000
o | s000m<roo
| 1. Initial 2. Mid 3. Final
| Employee Evaluator 1 Evaluator 2 Employee Evaluator 1 Evaluator 2 Empl
{ | Name: okTavIA RISHA. Name: PRASETIO HARTONO | Name: NOBUKAZU TANAKA Name: GKTAVIA RISNA Name: FRASETIO HARTONO | Name: NOBUKAZU TAAKA Name: GKTAVLA
DAMAYANT! DAMAYANT] DAMAYANT]
Date: 14-08.2022 Date Dste Date Date Dste Date
Note Note Note Note




1. The user filled in the KRA/Performance Goal/Weight/Self Review Performance & Competency / Self Evaluation
Performance & Competency column - the white column. Columns can only be filled based on the specified period
range Initial/Mid/Final. Columns that are gray, cannot be filled.

2. Toadd a Target, Requestor can click on the “+” symbol in the “A. Performance Evaluation (MBO) Grade V - VI”,

3. To delete the Target, the Requestor can click the "x" symbol in the table "A. Performance Evaluation (MBO) Grade
V-V,

4. Make sure the total Weight is 100, if it is not appropriate, then the Requestor cannot submit, and a pop-up will
appear saying "Weight is not equals to 100!"

Weight is not equals to 100!

5. Click “Draft” to save the data that has been filled in but not final and the data can still be revised.
Click Submit to send the form to the evaluator.

o

7.2.2 From User Approver/Evaluator
To be able to access the forms sent by employees to their Approver or Evaluator, Evaluators can access the Employee Request

68
&~ M 2813+
menu or click the "Message" icon in the upper right corner to the left of the Profile icon then select the "My
Inbox" tab.

Then the system will display an image like the one below.
Employee Request

My Inbos My Request HistoryApprovalList
O Refresh ¥ citer m B POF

PE-513 14-06-2023 Performance Evaluation Request 2813 DENY DWI PRASTYOD Submitted &

Click the code number in the "Request No" to display the details of the form to be reviewed. After view clicked as follows.



ft  Employec Calculate Evaluation Form

Calculate EvaluationFormESS

FISCAL YEAR: 2023/2024
Name  :OKTAVIA RISNA DAMAYANTI Unit  :HR.CSR&GA NOTE:
Grade sV Divisien - Administration & Human Rescurces. Histing performance gosls for ine evaluation of prograss and rasults
Gosis shal bs SMART (Seecif. Messurasie. Asmavatle, Rekven, and
Position - GENERAL MANAGER HR, CSR & GA Timely):
Jsistor snoulc ate ascn ey Resut Ares regarding e degress of s
senievemen
A. Performance (MBO) Evaluation Grade V - VI
INITIAL TARGET SETTING WID REVIEW
No
KEY RESULT AREA (KRA) PERFORMANCE GOAL WIGHT 56 SELF REVIEW 15t EVALUATOR REVIEW
PERFORMANCE GOAL 1
1 KEY RESULT AREA (KRA) 1 70
P P Y,
2 KEY RESULT AREA (KRA) 2 PERFORMANCE GOAL 2 30
2 2 Y,
Note: Total weight percentage should be 100% ToaL 100
»
MEORatings
matngs Desorpron Range
P5 | Oustanding Perormance | 15000
95 | SxcasssSipeomion | 120001t < 150,00
3| wests Sxpacizton 800010 < 120.00
P2 | Mosty Masts Expactaton | 5000t 20,00
1| Sslon xpec 30001 <5000
U Unsststastory 2001 <2000
B. Competency Review Grade V - VI
REQUIRED LEVEL WD REVIEW
No  COMRETENCY DEFINITION
DEFINITION SELF REVIEW 15t EVALUATOR REVIEW SELFRE'
Adhare fo the cods of canduct, mers ead the direction of organization and
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The user fills in the 1st Evaluator Review Performance & Competency / 1st Evaluator Evaluation Performance &

Competency column - the white column. Columns can only be filled based on the specified period range
Initial/Mid/Final. Columns that are gray, cannot be filled.

Click “Sendback” to return the Form to the Requestor. When you click “Sendback”, a pop-up will appear as follows
whose purpose is to provide reasons or notes for the Requestor.

Note

3. Click Approve to approve the form sent by the Requestor.

7.23 From User Acknowledge
To be able to access the forms sent by employees to their Approver or Evaluator, Evaluators can access the Employee Request

&
= 2813 v
menu or click the "Message" icon —

Inbox" tab.
Then the system will display an image like the one below.

in the upper right corner to the left of the Profile icon then select the "My

Employee Request

Mylnbox | MyRequest  HistoryAperovallist

O Refresh Y riter m B POF

PE-513

2023

14-06-2023 Performance Evaluation Request 2813 DENY DWI PRASTYOD

Submitted &

Click the code number in the "Request No" to display the details of the form to be reviewed. After view clicked as follows.



& Empojee | Caleutats Evaluation Form

Calculate EvaluationFormESS

LUATION FORM
GRADE V.

d
02312024

Administration & Human Resources

FISCAL YEAI
Name - GKTAVIA RISNA DAMAYANTI unit HR,CSR &GA
Grade v Division
Position - GENERAL MANAGER HR, CSR & GA

A. Performance (MBO) Evaluation Grade V - VI

INITIAL TARGET SETTING
KEY RESULT AREA (KRA) PERFORMANCE GOAL

PERFORMANGE GOAL 1

1 || KEY RESULT AREA (KRA) 1

2 KEY RESULT AREA (KRA) 2 PERFORMANCE GOAL 2 30

y

Note: Total weight percentage should be 100% TOTAL

B. Competency Review Grade V - VI
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Click “Acknowledge” to agree to the form sent by the Requestor. When you click the “Acknowledge” button, a pop-
up will appear as follows.

Note

Fill the Note, the content of the Note will appear in the signature column on the form.
After filling the Note and click “OK” then, the system will display the start page of “My Inbox”
In the Acknowledgement module, there is no send back function.

Chapter VIII: Phone Billing

8.1 Phone Billing HRSS

The HRSS Phone Billing menu is used by employees to report bills for personal telephone use and usage for office needs. In
this menu, it is expected that employees can report employee personal use on the SIM card that has been given from the
company according to the current period.

To open Phone Billing menu:

1.
2.
3.

Choose Payroll Calculation , and then click Phone Billing HRSS

Choose Phone Billing Periode which will be submitted

Phone Billing Status, lock when you have submitted , unlocked period that is still permitted to submit personal use
Phone Billing

Transfer Status to Employee, blank if it has not been processed during the payroll period. Transferred if it has been
deducted to the employee

At this stage, Employee can select phone billing usage data that is used for personal use or Business use.
Detail Phone Billing

Employee

Period

(1563

(202211PAY] - Payroll 202211

Tetal Billing

Business Cost

Personal Cost

Rp. 58,153

Rp. 56153

Rp. ]

1.
2.
3.
4.

Status: Unlocked

Make sure the employee's name/NIK in the employee column matches the employee's

Tick data which is personal usage data on the existing phone billing data

Click Submit to save the selected phone usage data for personal use

Unlocked/Locked status states whether the data has been entered for a certain payroll period

Chapter IX: Business Trip

9.1 Suspend Request

Suspend Request is a page for making business travel requests.

On this page the user can make a Suspend Request which will be executed. To make a Suspend Request, the user uses the
menu Suspend -> Suspend Request.



1.3 Business Trip Request

Business Trip Request

| Fiter | Excel POF
©)

o @

No Requestno Employee Position Organization Approval Status Date

1 TRV-201812-000003 Ridwan Satriya Java System Analyst Java Development Approved 16-12-2018 - 21-12-2018 | Closed
()] Staff

Showing 1 to 1 of 1 entries

From the menu above, we can do:

Click the filter button to open the desired filter criteria.

Click the excel button to download the listing in an excel file.
Click the pdf button to download the listing in pdf file format.
Click the add button to open the Add Suspend Request page.
Click request no to change data or view request details.

6. Click the icon to download the request details as a pdf file.

ukwn e

Add 4
()

Settlement PDF

O]

Previous Next

Suspend Requests that appear in the listing are only Suspend Requests made by Or Suspend requests for employees who are
logged in and the 3rd Business Trip Suspend Request cannot be carried out, with the condition that the 2 previous suspend

requests have not been completed.

9.1.1 How to Add New Suspend Request Domestic (Single Destination)
After pressing the Add button, a page will appear as shown below.

Add Business Trip Request

Request No F-BT-XXXXXX-22

Employee * 2131 - DENY MASDA PRANATA MANURAT

Position TEAM MEMBER PART S BUSINESS DEVELOPMENT

Grade TEAM MEMBER

Role Parts Business Development

Cost Center KTE PULO MAS

Business Area

Travel Date 27-12-2022 = 28-12-2022 =

Destination Type ® single Destination O Multiple Destination
Destination Area * Domestic (Dalam Megeri) v
Origin * JAKARTA w
Destination * ALEU PUTIH ~
Purpose * meeting

Complete the information below (lines marked with (*) are required information):

1. Request No : will be generated automatically.

2.  Employee: select an employee who will go on a business trip. If you log in from an HRSS account, this column will

be filled in automatically according to the name of the account owner.

3. Position : Position information of the selected employee. This column will be automatically filled in by the SPISy

system.

v oA

Grade : Grade information of the selected employee. This column will be automatically filled in by the SPISy system.
Role : Role information of the selected employee. This column will be automatically filled in by the SPISy system.

6. Cost Center : Cost Center information of the selected employee. This column will be automatically filled in by the

SPISy system.

7. Business Area : Business Area information of the selected employee. This column will be automatically filled in by

the SPISy system.

8. Travel Date: input the start and end date of the business trip.
9. Destination type : Choice of destination type (single, multiple).
. Single : there is only one purpose on a business trip.

(Jakarta — Destination Area — Jakarta)



. Multiple: there is more than one destination on a business trip.
10. Destination Area : Select the destination area to go to.
. Domestic: for domestic suspension options
. Abroad: for Overseas suspend options.
11. Origin : Select the initial Departure Area
12. Destination: Select a Destination from official travel based on the Area selected above.
13. Purpose: Write down the purpose of the business trip.

After all the information above is completed, click the generate button to generate an allowance for the business trip.
After generated, the display will appear as below.

o P pe— = == = E— —
p—

N oate tiem Cusranay Amaunt Amourt DA Famark

oo 4nd Otars
summary

s0s0000

it summary

Summary ot mucpena
a50000
Dar ltonary | Pinmsa fa out it form o tha 2 )

+ et From T HotsllLosstion Trmsporiston Fian sotitty

Items that become allowances for official travel will appear, along with their sub-totals. For items whose type is daily, the
sub total will adjust to the number of business travel days.
All allowances will be added up and grouped by currency. If there is a currency other than IDR, information on the currency
rate to IDR will appear according to the settings.
And for the hotel allowance, it can be filled according to the suspend request that will be submitted. After it is appropriate,
and then save.
The Daily itenary column is a column that contains the planned activities to be carried out. The date column will be
automatically filled according to the suspend schedule. The column from is the origin of official travel. Column To is the
destination for business trips. The hotel column is a place to stay. The transport column is the type of vehicle selected. The
Plan Activity column is an activity plan

14. Cancel : press this button to cancel and return to the main screen.

15. Draft : press the draft button to save the Suspend Request.

16. Submit : press this button to send Suspend Request to Approver

9.1.2 How to Add New Suspend Request Domestic (Multiple Destination)
After pressing the Add button, a page will appear as shown below.



Add Suspend Request

RequestNo F-BT-XXXXXX-23
Emplayee © 2131 - DENY MASDA FRANATA MANURAT
Position TEAM MEMBER PARTS BUSINESS DEVELOPMENT
Grade TEAM MEMBER
Rale Parts Business Development
Cost Center CCIMSFI01
Business Area ZD15
Travel Date: 28-08-2023 = 02-07-2023 =
Destination Type O Single Destination @Multiple Destination
Add 4
No Area Origin Destination Date ‘

Mo Data

Allowances and Others

Mo Dats

Mo Dats

Summary of Suspend

Mo Dats

Complete the information below (lines marked with (*) are required information):

1.
2.

o kAW

10.

11.

Request No : will be generated automatically.

Employee: select an employee who will go on a business trip. If you log in from an HRSS account, this column will be
filled in automatically according to the name of the account owner.

Position : Position information of the selected employee. This column will be automatically filled in by the SPISy system.
Grade : Grade information of the selected employee. This column will be automatically filled in by the SPISy system.
Role : Role information of the selected employee. This column will be automatically filled in by the SPISy system.

Cost Center : Cost Center information of the selected employee. This column will be automatically filled in by the SPISy
system.

Business Area : Business Area information of the selected employee. This column will be automatically filled in by the
SPISy system.

Travel Date: input the start and end date of the business trip.

Destination type : Choice of destination type (single, multiple).

. Single : there is only one purpose on a business trip.
. Multiple: there is more than one destination on a business trip.
(Jakarta — Area Destination 1 — Area Destination 2 - ......... - Jakarta)

Select add to make several destinations in 1 business trip
Add Destination

Destination Area* Domestic (Datzm Negeri)
Origin* JAKARTA

Destination * AMBARAWA

Purpase * nining

Travel Date 26-05-2023 = || 25082023

Destination Area : Select the destination area to go to.



. Domestic: for domestic suspension options
. Abroad: for Overseas suspend options.
12. Origin : Select the initial Departure Area

13. Destination: Select a Destination from official travel based on the Area selected above.

14. Purpose: Write down the purpose of the business trip.

After all the information above is completed, click the generate button to generate an allowance for the business trip.

After generated, the display will appear as below.

Add Destination

Dectnation Area = Damastic [Dalam Mo -
Origin * JAKARTS -
Deciinaticn * BN i
Punpose &

P
Traed Dae = 25.05.2023 B | [Zosm= =

ABowanoss ard Cthens O Maon, 28 Jun 2027 {0 'Wsd, 25 Jun 2023 (3 Dayic))

(] Eam Heemi Type Curmney Ammount Bubs Todal

Holed Allowanoas 0 T, Z7 Jun 2023 to Wed, 28 Jun 2023 |2 Mighiic)}

Bub Todal [IDR)

0,00

820.000,00

IR

0.oo

0.0

ABowanoss end Cihars Eummeny

Summary of Eucpend

S20.000,00
0,00

S20.000,00

Items that become allowances for official travel will appear, along with their sub-totals. For items whose type is daily, the

sub total will adjust to the number of business travel days.

All allowances will be added up and grouped by currency. If there is a currency other than IDR, information on the currency

rate to IDR will appear according to the settings.

And for the hotel allowance, it can be filled according to the suspend request that will be submitted. After it is appropriate,

and then save.

Then add it again for the next destination (for example picture below the next destination is Ambon from Ambarawa) in the

same way when creating the first destination.



Add Suspend Reguest

Request No F-BT-00000-23

Employee 2131 - DENY MASDA PRANATA MANURAT

Position TEAM MEMBER PARTS BUSINESS DEVELOPMENT

Grade TEAM MEMBER

Rele Parts Business Development

Cost Center CCD1SFID

Business Area 5

Travel Date 2 023 = [

Destination Type Single Destination ®Multiple Destination
No Area Origin Destination Date

Domeséic (Dalam Negssi) JAKARTA AMEARAWA Men, 26 Jun 2023 to Men, 26 Jun 2023 (1 Dayis}) o

2 Domessic (Dalam Negssi) AMBARANE AMEON Men, 26 Jun 2023 to Fri, 30 Jun 2023 (3 Dayls))

Allawances and Others

DR Total Alcwance 1.500.000.00
Hotel Summary
DR Total A 2.400.000.00
Summary of Suspend
DR Toral Alowance 2.800.000.00

The Daily itenary column is a column that contains the planned activities to be carried out. The date column will be
automatically filled according to the suspend schedule. The column from is the origin of official travel. Column To is the

destination for business trips. The hotel column is a place to stay. The transport column is the type of vehicle selected. The
Plan Activity column is an activity plan

15. Cancel : press this button to cancel and return to the main screen.
16. Draft: press the draft button to save the Suspend Request.
17. Submit : press this button to send Suspend Request to Approver

9.1.3 How to Add New Suspend Request Abroad (Single Destination)
After pressing the Add button, a page will appear as shown below

Add Suspend Request

Request No F-BT-X0000%-23

Employee * 2131 - DENY MASDA PRANATA MANURAT

Pasition TEAM MEMEER PARTS BUSINESS DEVELOPMENT

Grade TEAM MEMBER

Role Parts Business Development

Cost Center CCI015F101

Business Area D15

Travel Date L i =

Destination Type ®3ingle Destination CMultiple Destination
Destination Area * Abroad (Luar Neger v
Origin* Jzkart (Indenesiz) v
Destination * Japan Event v
Purpose training

Complete the information below (lines marked with (*) are required information):

1. Request No : will be generated automatically.

Employee: select an employee who will go on a business trip. If you log in from an HRSS account, this column will be
filled in automatically according to the name of the account owner.

3 Position : Position information of the selected employee. This column will be automatically filled in by the SPISy system.
4. Grade : Grade information of the selected employee. This column will be automatically filled in by the SPISy system.
5
6

N

Role : Role information of the selected employee. This column will be automatically filled in by the SPISy system.

Cost Center : Cost Center information of the selected employee. This column will be automatically filled in by the SPISy
system.



7. Business Area : Business Area information of the selected employee. This column will be automatically filled in by the
SPISy system.
8. Travel Date: input the start and end date of the business trip.
9. Destination type : Choice of destination type (single, multiple).
e Single : there is only one purpose on a business trip.
(Jakarta — Destination Area — Jakarta)
¢ Multiple: there is more than one destination on a business trip.
10. Destination Area : Select the destination area to go to.
e Domestic: for domestic suspension options
e Abroad: for Overseas suspend options.
11. Origin : Select the initial Departure Area
12. Destination: Select a Destination from official travel based on the Area selected above.
13. Purpose: Write down the purpose of the business trip.

After all the information above is completed, click the generate button to generate an allowance for the business trip.
After generated, the display will appear as below.

RateAs

JPYIDR®

USD4DR*

@ = — o = == s p—

e ootn tiom Gurrenay Amaunt Amaurt oA Fema

ZBonaross sod Ders
Sumeary

050000

ot Bummary

Summary of Bucpent
s0s0000
Dty linary  Pimmcn 3 out bl form ot the s |

+ et From = HotaiLocstion Trncporiston Fan sttty

Items that become allowances for official travel will appear, along with their sub-totals. For items whose type is daily, the
sub total will adjust to the number of business travel days.
All allowances will be added up and grouped by currency. If there is a currency other than IDR, information on the currency
rate to IDR will appear according to the settings.
And for the hotel allowance, it can be filled according to the suspend request that will be submitted. After it is appropriate,
and then save.
The Daily itenary column is a column that contains the planned activities to be carried out. The date column will be
automatically filled according to the suspend schedule. The column from is the origin of official travel. Column To is the
destination for business trips. The hotel column is a place to stay. The transport column is the type of vehicle selected. The
Plan Activity column is an activity plan
14. Cancel : press this button to cancel and return to the main screen.
15. Draft : press the draft button to save the Suspend Request.

16. Submit : press this button to send Suspend Request to Approver

9.14 How to Add New Suspend Request Abroad (Multiple Destination
After pressing the Add button, a page will appear as shown below



Add Suspend Request

Request No
Emplayee ©
Position
Grade

Role

Cost Center
Business Area
Travel Date

Destination Type

F-BT-XXXXXX-23
2131 - DENY MASDA FRANATA MANURAT
TEAM MEMBER PARTS BUSINESS DEVELOPMENT
TEAM MEMBER
Farts Business Development
CCIMSFI01
7015
28-08-2023 Ll 02-07-2023

Single Destination @Multiple Destination

m

No Area Origin Destination Date
Mo Data

Allowances and Others

Mo Dats

Hotel Summary

o Datz

Summary of Suspend

No Dats

Daily Itenary { Please fill out this form at the end |

Complete the information below (lines marked with (*) are required information):

1.
2.

o U kAW

10.

Request No : will be generated automatically.

Employee: select an employee who will go on a business trip. If you log in from an HRSS account, this column will be
filled in automatically according to the name of the account owner.

Position : Position information of the selected employee. This column will be automatically filled in by the SPISy system.
Grade : Grade information of the selected employee. This column will be automatically filled in by the SPISy system.
Role : Role information of the selected employee. This column will be automatically filled in by the SPISy system.

Cost Center : Cost Center information of the selected employee. This column will be automatically filled in by the SPISy
system.

Business Area : Business Area information of the selected employee. This column will be automatically filled in by the
SPISy system.

Travel Date: input the start and end date of the business trip.

Destination type : Choice of destination type (single, multiple).

. Single : there is only one purpose on a business trip.
. Multiple: there is more than one destination on a business trip.
(Jakarta — Area Destination 1 — Area Destination 2 - .... — Jakarta)

Select add to make several destinations in 1 business trip

Add Destination

11.

12.
13.
14.

Destination Area * Abroad (Luar Meper w
Origin * Jzkarta (Indonesiz '
Destination * Japan (Tokya L
Purpose * Training

s
Trawvel Date * 200 = 3 =

Destination Area : Select the destination area to go to.

. Domestic: for domestic suspension options

. Abroad: for Overseas suspend options.

Origin : Select the initial Departure Area

Destination: Select a Destination from official travel based on the Area selected above.
Purpose: Write down the purpose of the business trip.



After all the information above is completed, click the generate button to generate an allowance for the business trip.
After generated, the display will appear as below.

Add Destination

Destination Area * Abroad (Luar Negeri) L
Origin * Jakara (Indonasia) b
Destination * Japan {Tokyo) w
Purpose * Training

4
Travel Date * = =
Ratefs
JPY-IDR"™ 150
USD-0R * 15.000

*FPlegse refer fo currency on KTE channe!

Allowances and Others O Mon, 23 May 2023 to Wed, 31 May 2023 (3 Day(s])

Mo Item Item Type Currency Amount Sub Total Sub Totzl (IDR) Remarks
1 Crhers (YEN) Crher JPY 0,00 40,000 6.000.000.00 Uang Saku
2 Allowance [YEN)} Daily JBY 14.400,00 2.160.000,00 bt
3 Preparation Allovwance (US0) Packaps UsD 200,00 200,00 3.000.000,00 =5
4 VINTER (USD) Packags usD 0,00 0,00 0,00
Haotel Allowances o Tue, 30 May 2023 to Wed, 31 May 2023 (2 Night{s])
No Date Ieem Currency Amount Amount IDR Remark
30-05-2023 — Select - 4 0.00 0,00
I
2 v 0,00 0.00
I
3
Allowances and Others Summary
Total (IDR) 11.160.000,00
Hotel Summary
Total (IDR) 0,00
Summary of Suspend
Tokal (IDR) 11.160.000.00

Items that become allowances for official travel will appear, along with their sub-totals. For items whose type is daily, the
sub total will adjust to the number of business travel days.
All allowances will be added up and grouped by currency. If there is a currency other than IDR, information on the currency
rate to IDR will appear according to the settings.
And for the hotel allowance, it can be filled according to the suspend request that will be submitted. After it is appropriate,
and then save.
Then add it again for the next destination in the same way when creating the first destination. (For example picture below
from Japan Tokyo to Japan Event)



Request No
Employes *
Position
Grade

Role

Cost Center
Business Area
Travel Date

Destination Type

#brozd

2 Abroad

FET0000(K-23

2131 - DENY MASDA FRANATA MANURAT
TEAM MEMEER FART £ BUSINES 5 DEVELOPMENT
TEAM MEMBER
Parts Business Development
CCA01SF101

ik

20-05-2023 ]

Single Destination @Multiple Destination

Daily ltenary { Please fill out this form at the end )

+
x
% || 31-05-2023
x
x 2-05-2023
x 3-06-2023
x 4-06-2023

Area Origin
Luar Negeri) Jakarts {Indonesis)
{Luar Negeri) Japan (Tokyc)

Date From

m

Destination

Japan (Tokyo)

Japan Event

To

Date

Mon, 23 May 2023 to Thy, 01 Jun 2023 {4 Dayls))

Thu, 01 Jun 2023 to Sun, 04 Jun 2023 {4 Dayls))

Allowances and Others

DR Total Alowsnes

Hotel Summary

DR Total Alcwance
Summary of Suspend
DR Total Abowsnce
HoteliLocation Transpartation

—Select ltem— v

—Select ltem— w

-Select ltem— A

--Select ltem— w

~Select ltam— v

--Select ltem— w

~Seleat tzm— v

6.780.000.00

6.780.000.00

Plan Activity

- EIED

The Daily itenary column is a column that contains the planned activities to be carried out. The date column will be
automatically filled according to the suspend schedule. The column from is the origin of official travel. Column To is the
destination for business trips. The hotel column is a place to stay. The transport column is the type of vehicle selected. The
Plan Activity column is an activity plan
Cancel : press this button to cancel and return to the main screen.

1.
2.
3.

Draft : press the draft button to save the Suspend Request.

Submit : press this button to send Suspend Request to Approver

9.15

How to Change Suspend Request

Business submissions can be changed if at the previous stage the employee selected the draft button. Click Request No on
the Suspend Request list page to open the Suspend Request edit page.



o e o Type Curranoy Amount. 20 Tokal Buts Tokal (10 Remerke

w000

" Dris o cumnzy Amaunt Amcunt 08 e

Allowanoes. snd Othert
summary

Ezm50000

otal ummary

Bemmery of ausgena
Ezm50000
Dl lmrary ( Fimesa 731 out e form at the anc |

+ Daie Fram 13 Fiotetoomtcn Tramsporistion Fian Aoty

Change the required data in the same way when adding a Suspend Request. If you have finished changing the data according
to what you want, the user can do:
1. Press the cancel button if you want to cancel the changes and return to the listing page.
2. Press the delete button, if you want to delete a draft that has been saved. This button appears if the status of the
request is draft or send back.
3. Press the update button if you want to save data changes and the user doesn't want to send a request to the
approver. This button appears if the status of the request is draft or send back.
Press the submit button if the user wants to send the modified Suspend request data to the approver. This button appears
if the status of the request is draft or send back.
9.2 Settlement Request
Suspend Settlement is a page for making settlements (accountability reports) for Suspend Requests that have been executed.
To make a Settlement, the user uses the menu Suspend -> Suspend Settlement.

L. Business Trip Request Business Trip Settlement
Settlement
Filter =~ Excel PDF m
o ) © o
I
No Settleme;;;Request Travel::quest Employee No Employee Position Organization Travel Date Approval Status PDF
1 §TL-201812-000003 TRV-201812-000002 S§5980074 Umi Latifah Payroll Staff Payroll 28-12-2018 - 28-12- Submitted @
() 2018
(o)
Showing 1to 1 of 1 entries Previous Next

From the menu above, we can do:

Click the filter button to open the desired filter criteria.

Click the excel button to download the listing in an excel file.

Click the pdf button to download the listing in pdf file format.

Click the add button to open the Add Suspend Settlement page
Click Settlement request no to change data or view request details.
Click the icon to download settlement details in pdf file format.

oOveEwWwNE

9.2.1 How to Add Create/Add a Settlement Request Domestic (Single Destination)
After pressing the Add button, a page will appear as shown below



#

Cuspand Reques  Suspe

Add Settiement

Business Trip Request No FET00001323

INES S DEVELOPMENT

Enploses 2131 - DENY MASDA PRANATA MANURAT
Position TEAM MEMEER PARTS BUS

Department Parts Business Development

Travel Dste

Destination Type Single Destination

Destinstion Aves Domesti (Dsiam Neger)
orign LaKaRTA

Destinstion BANDA ACEH

Purpose visit deler

Travel Date s

Actual Travel Date

Sun, 25 Jun 2093 to Tue, 27 Jun 2023 (3 Dayls))

‘Show Allowane Detail

Aot Cost Sum, 25 Jun 2022 0 Tue, 27 Jun 2023 (2 Dayis))
o e MemType | Curency  Amount Aot Amount Differenoes Remark
Others (DR) Other R o0 200000000 200000000 | 3000000,00 300000000 om0
4
2 | Mlowance(DR) | paily R 1000000 000000 5000000 £0.000,00 53000090 om0
4
Hotel Cost Mon, 26 Jun 2023 to Tue, 27 Jun 2023 2 Night(s]}
Ko Date tem Curreney. Actusl Amaunt Astual Amaunt DR Remark imvoiee Mumber)
. Aston Hote
1 Hetel Cazh (DR v DR 85000000 55000.00
4
Hatel Cazn (DR ~ R 20000000 0000000
4
Allowances and Others. Received from Suspend Aozl Cost Difirences
Summary
108 Tota Alouanse 293000000 293000000 000
Hotel Summary Recived from Suspend Aok Cost Difisrences
108 Tota Alouanse 123000000 125000000 000
Sumimary of Setlement Received from Suspend Actusl Cost Difierences
108 Ters lcuznce 518000000 513000000 000
CanceTip
Attachment o
Otner cost
No Description e Amount IR Remarks.
1 Oherz (0R)
P P
omarce
o Deseription e Amount Remarke.
d R 000
4 4
2 orERsCe 000
Z Z
TekET 000
“ “
A VOUCHER TR 000
Z Z
VIS & PASFORT 00
“ “
Dl Htensry { Plesse fil outthis form st the end}
Date From o HotelLoeation Transportation Pran Activity Sotual Activity
x || 2508202 & || s st . —seectiem- || | &
x || 2000202 5| e = E —selectien- v |||
x |[ 27082023 & || st ' —seectiem- || [ &
Add New Row

Notes

Z

~

Complete the information below (lines marked with (*) are required information):
Settlement Request No : will be generated automatically.

1.

ouv e wnN

Suspend Request No: select the Suspend request no that will be made Settlement.
Click show detail to display information about the selected Suspend request.
Employee: information on employees who travel on business.

Position : Position information of the selected employee.
Department : Department information of the selected employee.

7.
8.
9.
10.

Travel Date: Information on the start and end dates of business trips.

Destination type : Information on the type of destination in the selected Suspend.
Destination Area: Information on the destination area to be addressed.

Destination: Destination information from official travel based on the area selected above.



11.
12.

Purpose : Information on the purpose of the business trip.
Users can also upload the required documents in the attachment section as tickets, taxi receipts, hotel invoices,

transportation (fuel & toll receipts) in PDF (max. 10MB).

13.

Actual Cost: All allowances received when running Suspend will appear. Later the user will fill in the actual amount

of the allowance during business trips. Later the difference in amount between the allowance received and the
actual will appear automatically in the difference column. If there are items or allowances not on the list, the user
can add other items to the other cost section, these items will later be included as other costs.

14.

category, such as Fuel, Others CC, Ticket, Taxi Voucher, Visa & Passport

15.

16.
17.
18.
19.

9.2.2

How to Add Create/Add a Settlement Request Domestic (Multiple Destination)

After pressing the Add button, a page will appear as shown below

Add SettlementAdmin

Business Trip Request No

Employze
Position
Department
Travel Date
Destination Type

Actuzl Travel Date

No Arez

1 Domeste {Dalam Negeri)

2 Domeste {Dalam Negeri)

F-ET-000015-23
2898 - RAHMAD AFANDI
TEAM MEMEER GENERAL AFFAIRS
Genersl Affairs
Sun, 25 Jun 2023 fo Sat, 01 Jul 2023 (7 Day(s))
Multiple Destination
25-08-2023 to D1-07- 2023

Grigin Destination
JAKARTA KUPANG

KUPANG BANYUWANGI

Date.

5 Jun 2023 to Tue, 27 Jun 2023

7 Jun 2023 to Sat, 01 .Jul 2

Allowances and Others Summary Recsived from Suspand

Actuzl Cost

Others CC : In this section, you can fill in the actual amount using the company's credit card according to its

Nightly Cost : This section can be filled according to actual hotel payments. The options that can be used are Hotel
Cash or Hotel CC.

Daily itenary : can be filled with actual daily activity
Cancel : press this button to cancel and return to the main screen.

Draft : press the draft button to save the Suspend Settlement as a draft.
Submit : press this button to send the Suspend Settlement to the Approver

Differences.

OR 5.100.000,00 5.100.000.00 0.00
Hotel Summary Received from Suspend Actual Cost Differences
OR 3.800.000.00 3.800.000.00 0.00
Summary of Settlement Received from Suspand Actual Cost Differences
OR 3.900.000,00 £.900.000.00 0.00
tachmnt N i hise
Flease atiad tau receio!. holel invoice. fransoorfation receiof] in PDF imax. 10MB)
Dzily leenary [ Pleass fill out this form at the end )
Date From To Hotel/Location Plan Activity Actual Activity
w || 25 = test e test v est
x || 28 = test tes test v =5t
27-06-2023 = test tes! test v =5t

28-08-2023

m

m

test

Add New Row

Complete the information below (lines marked with (*) are required information):
1. Settlement Request No : will be generated automatically.
2. Suspend Request No: select the Suspend request no that will be made Settlement.
3. Click show detail to display information about the selected Suspend request.

- I



4. Employee: information on employees who travel on business.
5. Position : Position information of the selected employee.
6. Department : Department information of the selected employee.
7. Travel Date: Information on the start and end dates of business trips.
8. Destination type : Information on the type of destination in the selected Suspend.
9. Actual Travel Date : Actual Information on the start and end dates of business trips.
10. Select the details of the destination to be made settlement. Then it will appear like this, for the first purpose (Kupang)
it can be edited if the actual date changes. If it is appropriate, you can click show allowance details.
Edit Destination
Destination Area Domestic {Dalam Meger L
Origin JAKARTA w
Destination KUPANG w
Purpose training
P
Travel Date 25062023 12 27-06-2023
Actual Travel Date 25-056-2023 = 27-06-2023 =
11. Destination Area: Information on the destination area to be addressed.
12. Origin : Initial Departure Area
13. Destination: Destination information from official travel based on the area selected above.
14. Purpose : Information on the purpose of the business trip.
15. Travel Date : Information on the start and end dates of business trips.
16. Actual Travel Date : Actual Information on the start and end dates of business trips.
17. After clicking allowance details, it will appear as below
Actual Cost
Received
Item Suspend Received Suspend Actual Actual Amount
Mo ltem Type  Currency = Amount Amount Amaunt (IDR) Amount {IDR) Differences Remarks
Others Other | IDR oo 2.000.000,00 2.000.000.00 | 2.000.000,00 2.000.000.00 0.00 Usng Sak
(IDR) ang 53
&
2 | Allowance Daily IDR 300.000,00 500.000.00 500.000.00 500.000.00 300.000.00 0.00
(IDR)
&
Other Cost
Mo Description Iterm Amount Remarks

there Others (IDR] B -
rHrEls AV E L ULNB UL UG wang =4a




1 | Others Other | IDR 0,00 2.000.000,00 2000.000,00 | 200000000 |  2.000.000,00 000 | [ s
(DR
s
2 | Allowancz | Daily | IDR 300.000,00 500.000,00 500.000,00 | 900.000,00 900.000.00 0.00
(IDR)
A

1 Others {IDR} == 2.000.000,00 Uang Saku

1 FUEL 0.00

& &
2 OTHERS CC 0,00

s s
: m 0,00

& &
4 VOUCHER TAXI 0,00

e e
5 VISAL PASPORT 0.00

& &

Nightly Cost Man, 26 Jum 2023 to Tue, 27 Jun 2023 (2 Night(s])

=ad
1 |za-m-zu23 ||Ho|EICash(IDR} v| 0" 850.000,00 £50.000,00
4
=d
A — e s
y

IDR Total Allwsnce 2.500.000.00 2.500.000,00 0.00

IDR Total Allowsancz 1.250.000.00 1.250.000,00 .00

IDR Total Allowsancs 4.150.000.00 4.150.000,00 0.00

18. Actual Cost: All allowances received when running Suspend will appear. Later the user will fill in the actual amount of
the allowance during business trips. Later the difference in amount between the allowance received and the actual will



19.

20.

21.

appear automatically in the difference column. If there are items or allowances not on the list, the user can add other
items to the other cost section, these items will later be included as other costs.

such as Fuel, Others CC, Ticket, Taxi Voucher, Visa & Passport

or Hotel CC.

Add SettlementAdmin

22.

23.
24,
25.
26.

Business Trip Request No
Employee

Position

Department

Travel Date

Destination Type

Actuzl Travel Date

F-ET-000015-23

2898 - RAHMAD AFANDI

TEAM MEMEER GENERAL AFFAIRS

General Affairs

Sun, 25 Jun 2023 to Sat, 01 Jul 2023 (7 Day(s))

Multiple Destination

25-D6-2023 to 01-07-2023

Then do the settlement for the next destination (from Kupang to Banyuwangi)

Others CC : In this section, you can fill in the actual amount using the company's credit card according to its category,

Nightly Cost : This section can be filled according to actual hotel payments. The options that can be used are Hotel Cash

No Area GOrigin Destination Date
1 Domeste (Dalam Megeri) JAKARTA KUPANG Sun, 25 Jun 2023 to Tue, 27 Jun 2023 (3 Day(s))
H Domestic (Tialam Nageri) KUPANG BANYUWANG Tue, 27 Jun 2023 to Sar, 01 Jul 2023 {5 Day(s))
Allowances and Others Summary Received from Suspend Actual Cost Differences
DR 5.100.000,00 5.100.000,00 0.00
Hotel Summary Received from Suspend Actuzl Cost Differences
IDR 3.500.000,00 3.500.000,00 0,00
Summary of Settlement Received from Suspend Actuzl Cost Differences
DR 2.500.000,00 £.900.000,00 0.00
hoosz File | No fle chasen
Flease sttach tickst tax recsiot. hotel invoice. fransoortstion (fusd & tol receiot] in POF imax 10148)
Dzily Itenary [ Please fill out this form at the end )
Date From To Hotel/L oeation Plan Activity Actual Activity
x = st e st v est
x ] st e est ~Selecttemes W test
x| |27 = est tes est ~Galect temee W tast
x | | 28-08-2023 = est tes est ~Galect temee W tast
* = st = est ~Select tem-- W test
x || 3 ] test e est ~Sekeettem-- W test
x||0 ] test test test ~Sekeettem-- W test
Add New Row

-

Users can also upload the required documents in the attachment section as tickets, taxi receipts, hotel invoices,
transportation (fuel & toll receipts) in PDF (max. 10MB).

Daily itenary : can be filled with actual daily activity

Cancel : press this button to cancel and return to the main screen.

Draft : press the draft button to save the Suspend Settlement as a draft.

Submit : press this button to send the Suspend Settlement to the Approver

9.2.3 How to Add Create/Add a Settlement Request Abroad (Single Destination)

After pressing the Add button, a page will appear as shown below



Add SetilementAdmin

Business Trip Request No FET-000014-23

S e

postn e MR s sy s EvLOPUENT

C— [ —

Tt Vo, 13 31042 020 5

et e BU——

Destination Area Abroad (Luar Negeri)

orgn PP

Destination Japan (Tokyo)

e

Tacse - mm

e o [ [zsnmas
e [re——
von: \ o | | | r e | |
usmin’ \ oo | | | sennusoon: | oo |

iz eter o cumney on KT channel

Mon, 18 Jun 2023 ta Fri, 23 Jun 2023 (3 Day(s))

1| otners (ven) omer | Py a0 000000 590000000 000000 500000090 000 [ g 5ok

“
2 | Allowance (YEN) oaiy g 43000 2400000 350000000 2400000 3500.000.90 LTI —

“
3 | Preparstion Allowancs (USD) | Package | USD. 2000 2000 200000000 20000 200000040 LT N —

“
& | WINTER (UsD) Fackage | USD am o 000 om0 000 LN —

“

Others (vEN)

40.000,00 ‘

p FUEL 000

/,
2 ‘ OTHERS OC 000 ‘

4
3 ‘ TR 000 ‘

4
: ‘ VOUCHER T 000 ‘

4
5 ‘ VISA& PASPORT 000 ‘

4

Tue, 20 Jun 2023 to Fri, 23 Jun 2023 (4 Nights))

e ||t e wo || wcoom | o ||
|
e
2 | || [Famcanaem e | oo | 1m0
|
Hotel
s | || [Famcancem o | ano | 22000
A
e
o |[moan ||t e S e || wcoom | J
y
[ prm— T2 pryp o
[reprm— ammo0 so0cpas o0
[reprm— o000 2snas o
Atachment WChacze fle

n FOF (max. 1008)

2 receipt, hotel invoice,




Allowances and Others
‘Summary

DR o

Hotel Summary

10 Total Allowanez

Summary of Settlement

10 Total Allowanez

Reosived from Suspend

12.600.000,00

Reoeived from Suspend

2000.000.00

Reoeived from Suspend

21.600.000.00

Actual Cost

12.600.000,00

Actuzl Cast

5.000.000.00

Actuzl Cast

2160000000

Differences

Diferences

Diferences

Gancel Trip

Complete the information below (lines marked with (*) are required information):

1.

LNk WD

=Y
N = o

N
w

14.

15.

16.
17.
18.
19.

Settlement Request No : will be generated automatically.
Suspend Request No: select the Suspend request no that will be made Settlement.

Click show detail to display information about the selected Suspend request.
Employee: information on employees who travel on business.

Position : Position information of the selected employee.

Department : Department information of the selected employee.

Travel Date: Information on the start and end dates of business trips.
Destination type : Information on the type of destination in the selected Suspend.
Destination Area: Information on the destination area to be addressed.

transportation (fuel & toll receipts) in PDF (max. 10MB).

Destination: Destination information from official travel based on the area selected above.
Purpose : Information on the purpose of the business trip.
Users can also upload the required documents in the attachment section as tickets, taxi receipts, hotel invoices,

Actual Cost: All allowances received when running Suspend will appear. Later the user will fill in the actual amount of

the allowance during business trips. Later the difference in amount between the allowance received and the actual will
appear automatically in the difference column. If there are items or allowances not on the list, the user can add other
items to the other cost section, these items will later be included as other costs.

or Hotel CC.

Daily itenary : can be filled with actual daily activity
Cancel : press this button to cancel and return to the main screen.

Draft : press the draft button to save the Suspend Settlement as a draft.
Submit : press this button to send the Suspend Settlement to the Approver

9.24 How to Add Create/Add a Settlement Request Abroad (Multiple Destination)
After pressing the Add button, a page will appear as shown below

Add SettlementAdmin

Business Trip Request No FET 00000425

Employee 2295 - SANDY TYAS

Position TEAM MEMBER DIGITAL STRATEGY

Department Digital Strategy

Travel Date Thu, 08 Jun 2023 to Tue, 12 Jun 2023 (6 Day(s))

Destination Type Multiple Destination

Actual Travel Date 08-06-2023 to 13-06-2023
No Area Origin Destination Date
1 Abroad {Luar Neger] Jakarta {Indonssia) Japan (Others] Thu, 02 Jun 2023 to Sat, 10 Jun 2023 (3 Day(s))
2 Abroad {Luar Neger] Japan (Crhers) Japan (Takya) Sat. 10 Jun 2023 to Tue. 12 Jun 2023 (4 Dayls)

Allowances and Others Summary

DR

Hotel Summary

Summary of Settlement

Received from Suspend

12.320.000.00

Received from Suspend

4.200.000.00

Received from Suspend

17.520.000.00

Actual Cost

13.320.000.00

Actual Cost

4.200.000.00

Actual Cost

17.520.000.00

Differences

Differences

Differences

Others CC : In this section, you can fill in the actual amount using the company's credit card according to its category,
such as Fuel, Others CC, Ticket, Taxi Voucher, Visa & Passport
Nightly Cost : This section can be filled according to actual hotel payments. The options that can be used are Hotel Cash



Attachment’

No e chosen

Please attach ticket, taxi receipi, hofel invoice, ransportation (fus! & follreceipt) in POF (max. 10ME)

11-06-2023

Daily ltenary ( Please fill out this form at the end |

m

m

From To

asd

HotelLocation

Transpartation

~Select ltem--

~Seleot ltem--

~Select ltem--

~Seiect ltem--

~Seiect ltzm--

~Seict ftem--

~

Plan Activity

Add New Row

Actuzl Activity

Complete the information below (lines marked with (*) are required information):

1. Settlement Request No : will be generated automatically.

Suspend Request No: select the Suspend request no that will be made Settlement.
Click show detail to display information about the selected Suspend request.
Employee: information on employees who travel on business.
Position : Position information of the selected employee.
Department : Department information of the selected employee.
Travel Date: Information on the start and end dates of business trips.

Destination type : Information on the type of destination in the selected Suspend.

Actual Travel Date : Actual Information on the start and end dates of business trips.

Select the details of the destination to be made settlement. Then it will appear like this, for the first purpose (Japan

Lo N WN

=
©

~ CE

Others) it can be edited if the actual date changes. If it is appropriate, you can click show allowance details.

Edit Destination

Destination Area

Origin

Destination

Purpose

Travel Date

Actual Travel Date

Abroad (Luar Neger)
Jakarta {Indonesia)
Japan (Others)

training

08-06-2023 & 10-06-2023

02-05-2023 =

10-0

5-2023

m

11. Destination Area: Information on the destination area to be addressed.
12. Origin : Initial Departure Area
13. Destination: Destination information from official travel based on the area selected above.
14. Purpose : Information on the purpose of the business trip.
15. Travel Date : Information on the start and end dates of business trips.
16. Actual Travel Date : Actual Information on the start and end dates of business trips.

17. After clicking allowance details, it will appear as below

Show Allowance Detail




Edit Destination

Destination Arez Abroad (Luar Neger)
Origin Jakania (Indonesia)
Destination v
Furpose

Z
Travel Date 0505202 ® 10052023

Actual Travel Date

Rateis Actual Exchange Rate
JPYIDR” 150,00 Actual JPY-DR " 50,00
USDIDR” 16.000,00 Actual USDDR* 5.000,00
= rfo-currency on KTE channel
Actuzl Cost
Recsived
tem Suspend | Received Suspend  Actual | Actual Amount
No Hem Type | Cumency Amount  Amount Amount (DR} Amaunt (DR Differences Remarks
Allowance YEN) | Daily | JPY 480000 1440000 246000000 | 1440000 | 2460.00000 000
Z
2 | Others(YEN) | Other | JPY 0.00 20000,00 300000000 | 20.000.00 | 3.000.00000 000
Z
3 | Preparstion Package | USD 000 000 000 0.00 000 000
Allowance [USD)
z
4 | WINTER(USD) | Package | USD 0.00 0.00 LL] 000 000 000
Z
Other Cost
No Description Item Amount Remarks
o Cthers (YEN) .
b |
GtherCC
o Description tem Amountin IDR Remarks
FUE
2| Vi
2 OTHERS CC
£ 4
TICKET
¥ Vi
4 VOUCHER TAX
# #
VISAL PASEORT
# #
Nightly Cost Fri. 09 Jun 2023 o Sat. 10.Jun 2023 (2 Night(s))
Actuzl Amount
No Date Kem Currency Actual Amount [ Remark
080 H Nov || ey 2400.000.00
/,
2 He A JPY 2.100.000.00
4
Allowances and Gthers  Received from Suspend Actual Cost Differences
Summary
DR Total Alowance 5160.000,00 5.160.000,00 000
Hotel Summary Recsived from Suspand Actual Cost Differances
DR Totsl Acwiance 4200.000.00 4200.000.00 000
Summary of Setfiement  Received from Suspend Actual Cost Differances
DR Totsl Alouznos 5350.000,00 9.350.000,00 0,00

Actual Cost: All allowances received when running Suspend will appear. Later the user will fill in the actual amount of
the allowance during business trips. Later the difference in amount between the allowance received and the actual will
appear automatically in the difference column. If there are items or allowances not on the list, the user can add other
items to the other cost section, these items will later be included as other costs.

Others CC : In this section, you can fill in the actual amount using the company's credit card according to its category,
such as Fuel, Others CC, Ticket, Taxi Voucher, Visa & Passport

Nightly Cost : This section can be filled according to actual hotel payments. The options that can be used are Hotel Cash
or Hotel CC.



21. Then do the settlement for the next destination (from Japan Other to Japan Tokyo)

Add SettlementAdmin

22.

23.
24.
25.
26.

9.2.5

Business Trip Request No

Employee
Position
Department
Travel Date
Destination Type

Actual Travel Date

F-ET-000004-23

2295 - SANDY TYAS

TEAM MEMBER DIGITAL STRATEGY

Digital Strategy

Thu, 08 Jun 2023 to Tue, 12 Jun 2022 (5 Day(s))

Multiple Desfination

08-06-2023 to 13-06-2023

No Origin Destination Date
1 Abroad (Luar Neger) Jakarta {Indonesia) Japan (Others) Thu, 02 Jun 2023 to Sat, 10 Jun 2023 (3 Dayis))
2 Abroad (Luar Neger) Japan {Others) Japan (Tokya) Sat, 10 Jun 2023 to Tue, 12 Jun 2023 (4 Dayls))
Allowances and Others Summary Received from Suspend Actual Cost Differences
IDR 13.220.000.00 12.320.000.00 0.0
Hotel Summary Received from Suspend Actual Cost Differences
IDR 4.200.000.00 4.200.000.00 0.0
Summary of Settlement Received from Suspend Actual Cost Differences
IDR 17.520.000,00 17.520.000,00 000
P Mo fie chosen
Please attach tisket, taxi recsipt, hatel invoice, transportation fus! & toll reosipt) in POF (max 10ME)
Daily Itznary { Please fill out this form at the end |
Date From To HoteliLocation Transportation Plan Activity Actual Activity
x | | 0s-bB-2023 = asd as ~Select tem-- W
x | | 0o-bB-2023 = sad as ~Selectltem—- ||| ads
x || 10-08-202 = asd as ~Select tem-- W
x| | 11082023 = asd as ~Select tem-- W
x || 12052022 = asd as ~Select tem- W
x| 13082022 = asd asd ~Select tem- W

Add New Row

~ C1E

Users can also upload the required documents in the attachment section as tickets, taxi receipts, hotel invoices,
transportation (fuel & toll receipts) in PDF (max. 10MB).
Daily itenary : can be filled with actual daily activity
Cancel : press this button to cancel and return to the main screen.

Draft : press the draft button to save the Suspend Settlement as a draft.
Submit : press this button to send the Suspend Settlement to the Approver

How to Change the Settlement

Click Settlement Request No on the Settlement list page to open the Suspend Settlement edit page. Users can change the
Suspend settlement on the page as shown in the Image below.



4 | WINTER[USD) | Package | usD 0.00 0,00 0.00 000 0.00 000

Edit Destination
Destination Area Aro; v
Origin Jakaria (indonesia} v
Destination Japan (Others v
Purpose
4
Travel Date 006202 B 10062023

Actuz) Travel Date

[ 3

Show Allowance Detal

RateAs Actusl Exchangs Rate
JPYIDR® 150,00 Actual JPY-IDR*
USDIDR® 15.000.00 Actual USDIDR*

Fleasa refer fo currency on KTE channs!

Actual Cost
Received
Item Suspsnd | Recsived Suspend  Actual  Actual Amount
No Item Type | Cumency Amount  Amount Amount (IDR) Amount (IDR) Differences Remarks
Allowancs (YEN) | Daity | JPY 450000 14.400,00 2160.00000 | 1440000 |  2.160.000.00 0.00
£
2 | Others [YEN) Other | JPY o0 20.000.00 300000000 | 20.00000 |  3.000.000.00 000
£
3 | Preparation Package | USD 000 0.00 000 000 0.00 000

Allgwanes (USD)

Change the required data in the same way when adding a Settlement. If you have finished changing the data according to
what you want, the user can do:
1. Press the cancel button if you want to cancel the changes and return to the listing page.
2. Press the delete button, if you want to delete a draft that has been saved. This button appears if the status of the
request is draft or send back.
3. Press the draft button if you want to save data changes and the user doesn't want to send a request to the approver.
This button appears if the status of the request is draft or send back.
4. Press the submit button if the user wants to send the modified Suspend request data to the approver. This button
appears if the status of the request is draft or send back.

Nightty Cost Fri, 09 Jun 2023 to Sat, 10 Jun 2023 (Z Night(s)
Actual Amount
No Date. tem Curreney Actual Amount [ Remark
Hotel Cash (VEN] | | py 14.000,00 240000000 ||
i
2 | [10-08-2023 Mol Cash (VEN] v | | Jpy 14.000.00 210000000 ||
2
Allowances and Others | Received from Suspend Actual Cost Differences
Summary
DR Total Aliowance 5.160.000,00 516000000 000
Hotel Summary Recsived from Suspend Actusl Cost Differences
IDR Total Allowance 4.200.000.00 420000000 000
Summary of Settlement | Received from Suspend Actual Cost Differences
DR Total Allowance: 9.250.000.00 2.360.000.00 000



Chapter X: Security Policy
A. User HRSS Side
1. The active period of a user password is 90 days.
2. Users will get a pop up notification that the password will expire 14 days before the
password expires. Clik “OK” to continue your activity in SPISy10.

Consider changing your password

“Your password will expire in [ H - 3 ) day(s). To change your password please go to Profile and

click (Change your password).

3. When the user's password has expired, the user can still log in using the old password,
however, when successfully logging in there is a pop up asking the user to change the

password as image below. Users will not be able to access SPISy10 before changing the
password.

Your password has expired

Please change your password to login.

Click “OK”, then the user will move to the change password page as image Below.

Change Password

Current Password
New Password

Confirm password

Change Password



The user error limit for filling in the password is 3 times. If the user enters the password
incorrectly three times, the user account will be locked and a pop up will appear

containing information that the user account has been locked and asked to contact the
HR admin.

Your account has been locked

The referenced account is currently locked out and may not be logged on to. Please contact your
Administrator to unlock your account

5. When changing the password, the user cannot use the old 13 passwords. When changing

the 14th password, the user can use the 1st password, and so on. When User use old 13
passwords, system will show pop up as image below.

Change a Password

Unable to update the password. The value provided for the new password does not meet the
length, complexity, or history requirements of the domain.

The provisions for the new password must include a minimum of 8 characters, have
uppercase, lowercase and special characters. If the user does not follow the password

change rules, the password cannot be changed and the system will display deficiencies
in the password entered by the user.

Change Password

Validafion error - Passwords must be at least B characters. Passwords must have at least one non letter or digit character. Passwords must have at least one digit (0

‘Y). Passwords must have af least one uppercase [A-'Z).

Current Password
New Password

Confirm password

Change Password m



From Admin Side

1. When a user reports that their account is locked. Admins can access the user
management menu to reopen locked user accounts. By clicking on the username of the

locked account, the system will display a form like the image below.
check “active status” then click “save changes”

Edit User

UserName

Employee Hame

Email

Active Status

Select User Group

2329

SANDY PRASETYO

TEST_sandy prasetyod@kib co.id

Active

Add Employes
PAYROLL
PERSONNEL
PHOMNEBILLING

HRSS
MEDICAL
RECADMIN
SuperAdmin
Business Trip
AdminGA

[ ATTENDANCE
PIC RECRUITMENT
LOAN

[] ORG CHART
ADMIN 5% STEM
AdminHR

[ HRDEWV




2. If it is necessary to reset the password, the Admin is also responsible for changing the
password in the user management menu. By clicking on the Change Password Button on
the right column of the locked account, the system will display a form like the image
below.

The provisions for the new password must include a minimum of 8 characters, have
uppercase, lowercase and special characters.

Change Password User

UserName 2285
Employee Name SANDY TYAS
Generate Generate Password

Password

Password

Confirm password




Chapter XI: Pesonal Data Protection (PDP)

11.1 SUBMISSION OF CHANGES TO FAMILY DATA
To request changes to family data, you can do so on the Employee menu

The way to do this is to enter each employee's detailed data, then click the Family tab

Then click Add and complete the additional family data as follows:

Employse R. SURANTO ~Select—

Relation® Child 2 _Select-

Family Ida Yuliana
Name* ari Single

Gendert O Male
@ ves
Birth Place Jakarta
B O ves
Birth Date 04-02-2020

Age B}

Address

Phone

Additional Information
Working ®ves
Status
Company
Position

Remarks

Add family data submission

Additional data that has an impact on PDP consent is the addition of data on employees' children.
So if the family data added is not a child, for example a sibling, it will not trigger the child's PDP
consent pop up on the login page

Each submission will trigger an email notification to be sent to the approver, an example is as
follows:



Request New Approval Spisy

hris@ktb.co.id
To Achmad Septiadi Umardani

@This message was sent with High importance.

CAUTION: This email originated from outside the organization. Do not click links or open attachments L
Dear Mr./Ms. ACHMAD SEPTIADI UMARDANMNI,

Here we would like to request your kind approval for Application with detail information as follows:
Reguest Type : Personal Data Family Request

Request Mo : PDREQ.FAMILY-1156-2024712134817

Reguested by : R. SURANTO

Reguested for : R. SURANTO

Reqguest Date : 12-07-2024 01:49

Please go to check your inbox in SPISy or click below link to process the Application:
https://hris.ktb.co.id/\WorkFlow/EmployeeRequest

Thank you.
Best Regards,
KTB SPISy

New request notification email

From the email notification, the approver can approve requests entered in the employee request
menu

If all approvers have finished approving the request for additional family members (children),
then the requester will receive the following email notification and the PDP consent is ready to
be used.

PDP family full appproved
= Forward | | i

. . Repl & Reply All
hris@ktb.co.id @ | € Reply | € Reply
To Eka Fauzan Zuhri e 5/

(i) This message was sent with High importance

CAUTION: This email originated from outside the organization. Do not click links or open its unless you ize the sender and know the content is safe.

Dear Mr./Ms. EKA FAUZAN ZUHRI,

The Personal Data that you added has been processed and stored in the system
Please re-log in into your Spisy to give your Personal Data Consent

Thank you.
Best regards,

KTB Spisy

Note: This email is auto generated by SPISy System

Fully approved status notification email



11.2 Submit PDP consent
In KTB there are 2 types of PDP consent

1. PDP consent employee and family personal data
2. PDP consent child employee personal data

For PDP consent employee personal data, a pop up will automatically appear when a new employee
logs in to SPISy for the first time. The pop up display is as follows

@

PT Krama Yudha
Tiga Berlian Motors

PERSETUJUAN DATA PRIBADI KARYAWAN DAN KELUARGA™Y
CONSENT OF EMPLOYEE AND FAMILY™) PERSONAL DATA

1. Karyawan dengan ini bersedia dan menyetujui uniuk memberikan data pribadi Karyawan kepada PT Krama Yudha
Tiga Berlian Motors (“Perusahaan”) yaitu berupa salinan data-data pribadi (baik dalam bentuk hardcopy /# softcopy)
dan termasuk informasi-informasi terkait yang termuat dalam salinan dari Kartu Tanda Penduduk (*KTP")/Pasporkartu
identitas resmi lainnya yang diterima Perusahaan, Karlu Keluarga ("KK"), Buku Tabungan, Noemor Pokok Wajib Pajak
("NPWP"), Rekam medis dari Medical Check-up rutinftahunan, Buku Nikah, Cumicufum Vitse (“CV7), ljasah
Pendidikan, Transkrip Milai, dan/atau dokumen Sertifikasi yang dimiliki Karyawan yang diperukan dan disyaratkan
pada saat bergabung dengan Perusahaan serta foto diri (*Data Pribadi”) / Employee is hereby willing and agree fo
give the copy of Employee personal data (either hardcopy / soficopy) fo PT Krama Yudha Tiga Berlian Motors (the
“Company”) and including the personal data confained in copy of ID Card (KTP) Passport/ other formal identity card
accepted by the Company, Family Regisfer (KK), saving book, Tax Paysr Number, Medical record of regular/annual
Medical Check-up, Marriage Cerdificate, Curriculum Vitae ("CV°), Diploma, transcript of educational grades, andfor
Employee’s Certifications thaf are necessary and required af the time of joining the Company as well as phofo
(“Perzonal Data™).

“Karyawan" dalam hal ini adalah karyawan perjanjian tetap kerja wakiu fidak terfentu ({lefap). karyawan perjanjian
kerja wakiu tertentu atau karyawan tenaga kerja asing (ekspatriat)./ “‘Employee” in this matter means permanent
employee, confract employee or foreign employee (expafriats)

=]

Karyawan juga bersedia dan menystujui untuk memberikan data pribadi pasangan dan/atau keluarga Karyawan
lainnya (“Keluarga Karyawan®) yaitu berupa salinan data-data pribadi (baik dalam bentuk hardcopy / softcepy) dan
termasuk informasi-informasi ferkait yang termuat dalam salinan dari Kariu Tanda Penduduk {"KTP") Pasporkartu
identitas resmi lainnya yang diferima Perusahaan, Akta Kematian, Akta Cerai, nama, usia, tanggal lahir, pekerjaan
dan status pernikahan crang fua dan/atau saudara kandung, serfa fote din, yang diperlukan dan disyaratkan unfuk
mendaftarkan data Keluarga Karyawan kepada Perusahaan (“Data Pribadi Keluarga™). Karyawan menjamin bahwa
Keluarga Karyawan sebagaimana dimaksud telah menyetujui dan tidak berkeberatan atas pemberian informasi .

nrihadi mililnes farcahof alah Karesmesn bansds Darmeshaan dan nareatiinan Fanemosn ini sban disnansn cahaasi

O Saya setuju /| Agree

PDP consent employee personal data

To be able to continue logging into SPISy, the new user must read the contents of the agreement
and tick the checkbox / Agree /| Agree. Then click the continue button

Meanwhile, for child employee personal data consent, it will appear every time employee child data
is added. Details on how to add employee child data (personally by the HRSS user) have been
described in the previous point. Admin users can also add new employee child data directly, and the
PDP consent child personal data will still appear.
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The employee child personal data pop up consent display is as follows:

@

PT Krama Yudha
Tiga Berlian Motors

PERSETUJUAN DATA PRIBADI ANAK KARYAWAN/
CONSENT OF EMPLOYEE'S CHILD PERSONAL DATA

manpower data and report, manpower audif, manpower registration and/or arangement, and other purposs to ~
the government which needed pursuant fo the Company reguiation and spplicable [aw,

o Penyedia Fasilitazs Kesehatan unfuk pemberian fasilitas kesehatan / Medical facility provider for provision of
medical facility;

o Perusahaan Asuransi untuk asuransi kesehatan dan kecelakaan kerjal insurance Company for the purpose of
health and occupational accident insurance,

¢ Konsultan yang ditunjuk Perusahaan untuk keperluan konsultasi seputar ketenagakerjaan dan pengurusan
dokumen ketenagakerjaan/ Consulfant appointed by the Company for the purpose of manpower conzultation
and arrangement of manpower documents;

o Mendor IT yang ditunjuk Perusahaan untuk penyediaan sistem yang berhubungan dengan Karyawan/ [T
Vendor appointed by the Company for provision of sysfem related fo the Employes;

¢ Pemegang saham/prinzipal Perusahaan maupun auditor yang ditunjuk oleh pemegang saham/prinsipal
perusahaan untuk keperluan audit dan/atau laporan kegialan Perusahaan/ Company's Shareholders or
Frincipal as well as auditor appoinfed by the Company’s shareholders/ principal for audit andfor Company
activities report,

o Unfuk pemenuhan kewajiban Perusahaan kepada Karyawan maupun sebaliknya/ for fulfiliment of Campany’s
obligation to the Employee and vice versa;

o Unfuk keperluan adminisirasi dan/atau pencalatan Perusahaan! for Company's adminisfrafion and record,
dan/ and.

o Kegialan Perusahaan yang berhubungan dengan Anak Karyawan/ Compsany achivities related fo the
Employee's Child.

3. Bahwa Perusahaan akan menyimpan Data Pribadi Anak di Sistem Informasi Sumber Daya Manusia Perusahaan

O Saya Setuju ! [ Agree

PDP consent child personal data

To be able to continue logging into SPISy, the new user must read the contents of the agreement
and tick the checkbox / Agree /| Agree. Then click the continue button
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