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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 

 
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: 



 
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: 

 
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: 

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

• British Flag to change to English.  

• 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 upper right page  then select “See All Request List”  

New page will appear as below: 

 

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: 

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

2. Gender 

3. Place and date of birth 

4. Religion, for the needs of the payroll process. 

5. Marital status 

6. NPWP Number 

7. KTP/ID Card Number 

8. BPJS TK ID 

9. BPJS Kesehatan ID 

10. BPJS TK Location 

11. BPJS Kesehatan Location 

 



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. 
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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. 



 
Images 6Employee Identity Information 

  



• 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. 

 
Images 7Add Employee Identity 

 

• 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. 

 
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. 
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D. Family 

This tab serves to display a list of family members. 

 
Images 9Employee Families 

 

  



• How to Add Family Members 

Click the Add button as in the picture, then a form will open. 
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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. 

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

3. Address and Telephone for very important contact information when needed as an employee emergency contact. 

4. Other important information is Marital Status and Dependent Status (to calculate the calculation of benefits). 

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

 
  



• 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. 

 
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. 

 
Images 13 Employee Education 

  



• How to Add Education 

To add education history, click the Add button as shown in the image. 
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1. Please select education level: high school, diploma, bachelor, and others. 

2. Faculties and Departments taken by employees. If the Education level does not have a major, please leave it blank. 

3. 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. 

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

5. Institution / University is required. 

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

7. Select the graduation type. 

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

9. Select a certificate date. 

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

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

 

  



• 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. 
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• 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. 

 
Images 14Employee Training List 

 
Images 17 Add Training 

1. Keep in 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. 



3. Choose a training course. 

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

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

6. Select a training date. 

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

8. 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. 

 

• How to Change Training Data 

 
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 
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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. 

 
Images 20 Add Employee Working Experience 

 

  



Chapter III: 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. 

 
Images 21 Overtime Request 



3.1.1 How to Create Overtime Request 

 
Images 22 Add Overtime Request 

 

1. Overtime letter number and letter date are filled in automatically by the system. 

2. 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. 

8. 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. 

 
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). 

 

 
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. 



 

 

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. 



 
Images 25 Leave Type Setting 

User can do the following: 

1. Click Filter to open the search page. 

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

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

4. Click Employee Name to open the leave balance history. 

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

 

  



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. 
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To add a Leave Request, complete the following information (information marked with (*) is required): 

1. Request No: will be filled automatically. 

2. Request Date: desired leave date. 

3. Employee No: Number of employees who will take leave. 

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

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

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

7. Total days: total days off based on employee schedule. 

8. Remark: fill with additional info about the mass leave. 

9. Attachment: employee can upload attachment for leave info. 

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

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

12. Delegation: the contents of employees who replace the duties of employees who are on leave 

13. Click the Cancel button to close the page and cancel. 

14. Click the Draft button to save the leave request as a draft. 



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. 

 
Images 27 Loan Record SS 

 

From the menu above, we can do: 

1. Click the filter button to open the desired filter criteria. 

2. Click the excel button to download the listing in excel file format. 

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

4. Click the delete button to delete the selected data. 

5. Click the add button to add a loan request (loan registration). 

6. Click the clear filter button to remove all existing filters. 

7. Click the search button to find data based on filtered criteria 

8. Check / select the data to be deleted. 

9. Click the loan type code in the second column to change the loan record data. 

10. Click icon 

 

  



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

1. 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. 

2. 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. 

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

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

5. 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. 

6. Payment Type: disbursement of funds (Salary) 

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

8. 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. 

9. 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. 

10. 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. 

11. Remarks: enter additional notes if needed. 

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

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

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

15. Reviewed By: contains superiors who supervise loan applications. 

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

17. 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. 
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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. 

2. 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. 

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

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

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

The input tenor limit is up to the maximum tenor. 

6. Payment Type: disbursement of funds (Salary) 

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

8. 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. 



9. 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. 

10. 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. 

11. Remarks: enter additional notes if needed. 

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

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

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

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

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

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

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

19. 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. 

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. This 

button will disappear when the loan status has been disbursed or funds have been paid. 

22. 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.  
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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. 

 

Gambar 15 Medical 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: 

 

The following fields must be filled in when submitting a Medical Claim: 

1. Employee Name will automatically appear 

2. Select the medical type available in the options. 

3. Select the period of the selected medical type. 

4. Select Patient Relationships. 

5. Add detailed claim data such as Patient name, Hospital, Diagnosis, Amount, Upload Receipt, Receipt Date 

and Remarks. 

6. Select the Submit button to save, Draft button to save as a draft and cancel to close the form. 

 

Chapter VII: Performance Evaluation & Competency Evaluation 

7.1 Evaluation Form HRSS Grade I – 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 

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. 

 

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. 



 

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 I – 

IV”, 

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

IV”, 

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 

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. 

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



 
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. 

 



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    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. 

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



 
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. 

 
2. Fill the Note, the content of the Note will appear in the signature column on the form. 

3. After filling the Note and click “OK” then, the system will display the start page of “My Inbox”. 

4. In the Acknowledgement module, there is no “Send Back” function. 

 



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. 

 
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. 



 



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. To add 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 – VI”, 

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!" 

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

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

 

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 

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. 

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



 



1. 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. 

2. 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. 

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

 

7.2.3 From User Acknowledge 

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

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. 

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



 



1. Click “Acknowledge” to agree to the form sent by the Requestor. When you click the “Acknowledge” button, a pop-

up will appear as follows. 

 
2. Fill the Note, the content of the Note will appear in the signature column on the form. 

3. After filling the Note and click “OK” then, the system will display the start page of “My Inbox” 

4. 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. Choose Payroll Calculation , and then click Phone Billing HRSS 

2. Choose Phone Billing Periode which will be submitted 

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

Phone Billing 

4. 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. 

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

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

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

4. 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. 



 
From the menu above, we can do: 

1. Click the filter button to open the desired filter criteria. 

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

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

4. Click the add button to open the Add Suspend Request page. 

5. Click request no to change data or view request details. 

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

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. 

 

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. 

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

5. 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. 

 

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. 



 
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. 

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

5. 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. 

• Multiple: there is more than one destination on a business trip. 

(Jakarta – Area Destination 1 – Area Destination 2  - ……… - Jakarta) 

10. Select add to make several destinations in 1 business trip 

 
11. 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. 

 
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. 



 
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 

 
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. 

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

5. 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. 

 

 
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 

9.1.4 How to Add New Suspend Request Abroad (Multiple Destination 

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



 
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. 

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

5. 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. 

• Multiple: there is more than one destination on a business trip. 

(Jakarta – Area Destination 1 – Area Destination 2 - …. – Jakarta) 

10. Select add to make several destinations in 1 business trip 

 
11. 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. 

 

 
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) 



 

 

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 

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

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

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

 

9.1.5 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. 



 
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. 

 
From the menu above, we can do: 

1. Click the filter button to open the desired filter criteria. 

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

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

4. Click the add button to open the Add Suspend Settlement page 

5. Click Settlement request no to change data or view request details. 

6. Click the icon to download settlement details in pdf file format. 

 

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 



 

 

 

 
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. 

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. Destination Area: Information on the destination area to be addressed. 

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



11. Purpose : Information on the purpose of the business trip. 

12. 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. 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 

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

Cash or Hotel CC. 

16. Daily itenary : can be filled with actual daily activity 

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

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

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

 

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 

 

 
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. 



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. 

 
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 

 



 

 

 
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 



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.  

19. 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 

20. 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 Kupang to Banyuwangi) 

 

 
22. 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). 

23. Daily itenary : can be filled with actual daily activity 

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

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

26. 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 



 

 

 

 



 
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. 

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. Destination Area: Information on the destination area to be addressed. 

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

11. Purpose : Information on the purpose of the business trip. 

12. 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. 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 

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

or Hotel CC. 

16. Daily itenary : can be filled with actual daily activity 

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

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

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

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

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

 



 
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. 

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 (Japan 

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

 
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 



 

 

 

 
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 

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.  

19. 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 

20. 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) 

 

 

 
22. 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). 

23. Daily itenary : can be filled with actual daily activity 

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

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

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

 

9.2.5 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. 



 

 

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. 

  



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. 

 

 
 

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. 

 

 
 

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

 

  



 

 

4. 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. 

 
 

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. 

 
 

6. 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. 

 

  



 

B. 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” 

 

 

  



 

 

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. 

 

 

  



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: 

 

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: 



 

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. 

 

Fully approved status notification email 

 

 

 

Achmad Septiadi Umardani 

Eka Fauzan Zuhri 



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 

 

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 I Agree / I 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: 

  

 

 

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 I Agree / I Agree. Then click the continue button 

 

 

 

 

 

 

 


