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[ SetUp ELM

[* My Content

[ Content Management

[» Worklist
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= Take a Survey

= Change My Passward

= My Personalizations
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Discussion Forums -]

Mo Discussions available

[ 1. Klik “Workforce Administration”
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Welcome

Welcome to GEMS!

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

For any inquiries, please contact GEMS Helpdesk at +6732382407 or email at gems.helpdesk@psd.gov.bn

GEMS Help Centre

MyLinks Select One:

GEMS Help Centre

Please click here or on "GEMS Help Centre" link at

e top tight-hand corner to get help on GEMS
tionalities.

HEW

Computer Based Training on Absence Request (Malay
Guide):

+ Absence Request (Malay Guide)

GEMS News H
uew Data Bagi Pegawai dan Kakitangan Kerajaan
Assalamualaikum / Salam Sejahtera,

Bagi pihak Pengurusan GEMS, kami ingin memperkenalkan mengenai proses Pengesahan Data di
dalam GEMS, yang mana pegawai dan kakitangan kerajaan akan dapat mengesahkan dan
mempastikan data peribadi dan data perkhidmatan mereka adalah betul dan terkini.

Pada masa ini, proses ini kini boleh digunakan oleh jabatan - jabatan dibawah Jabatan Perdana
Menteri, Kementerian Kewangan, Kementerian Perhubungan, Kementerian Hal Enwal Ugama dan
Kementerian Pertahanan dan akan dilancarkan kepada kementerian - kementerian dan jabatan -
jabatan yang lain secara bergilir - gilir, Aktiviti - aktiviti mass briefing dan roving, yang bertujuan
untuk memperkenalkan dan menerangkan mengenai proses berkenaan kepada setiap kementerian -
kementerian dan jabatan - jabatan, akan dimaklumkan kemudian.

Sekiranya ada sebarang pertanyaan sila hubungi GEMS Helpdesk.

Quick Links H
My E-mail My Calendar

My Payslips My Benefits

My Performance [y Learning

My Careers Iy Reports

My Surveys My Time & Attendance
Team Learning Request Absence

My Exam Results
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My Leave Balance




* Workforce Administration
! Personal Information
> Job Information
> Absence and Vacation
I Seff Service Transactions
 Workforce Reports
[ Global Payroll & Absence
Mgmt
[ Warkforce Development
[ Organizational Development
[ Set Up HRMS
D Set Up ELM
[ My Content
[ Gontent Management
[ Worklist
[ Reporting Tools
[ PeapleToals
= Take a Survey
= Change My Password

= My Personalizations
= My System Profile

Home ~ Worklist

Main Menu >

K} Workforce Administration

Hire employees, add non-employees, maintain personal and job data, administer global assignments, [a

K] Personal Information ﬁu;mnminn
" Maintain information about a person regardless of Maintain infarmation about a person tied to a specific

Jabs. [ob record

¥ Add a Person ¥ Job Data

F¥| Manage Hires FE] Add Employment Instance

I Modiy a Person ¥ Add Addtional Assignment

W Self Service Transactions ﬁ Workforce Reports

Administer Self Senice workfow transactions. General Warkforce Reparting

I Workfow Inquiry F¥| Employee Portfolio Repot

| Approvals and Delegation F¥! Change of Senice Stats Rot

F¥| Employee Address Changes ¥ Establishment Budget Rot
5 More... § More...

ations, absence and vacation.

ﬁ Absence and Vacation
Identifies absence and vacation, Including specific

AddtoMylinks ~ GEMS Help Centre  Sign out

My Links  Select One: v

2. Klik
“Job Information”

types of leave. Also allows warking time monttoring

) Track Absence History
L) Absence Reports
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[ Self Service
" Manager Self Senice
' Recruiting
b Brunei Civil Service Room
Book
b Personal Information
b Job Information
> Absence and Vacation
I Self Senice Transactions
b Workforce Reports
b Time and Attendance
Reports
[ Benefts
[ Global Payroll & Absence
\igmt
[ Workforce Development
[ Organizational Development
[ Set Up HRMS
[ Set Up ELM
[> My Content
[> Content Management
[ Worklist
[* Reporting Toals
[ PeapleTools

= Take a Survey
= Change My Password
= My Personalizations

B ME Sgstem Profile

Main Menu - Workforce Administration =

Job Information

Maintain information about a person tied to a specific job record

Employee Exit Interview
Emplmree Evit Interview

——1 Add Additional Assignment
Create an additional assignment record for a person’s

organizational instance.

-1 Current Job
Maintain data about a current job.

== Job Dat
lii—;" -

compensation details.

~—1 Move Assignmnt to another Inst

=

Mave assignment to another instance moves additional
assignments associated with an Instance to another

Instance.

Pay Rate Change
Create pay rate changes.

Worklist

Addto My Links GEMS Help Cenre Sign out

My Links | Select One: v

3. Klik
“Job Data”

mation including work location and

E Add Employment Instance
Add a new employment organizational instance for a
person.

- Demote an Instance

Demates an Instance which doesnot have additional
assignments to the desired Instance.

lllll

,.-? Contract Administration
Maintain contracts or other written agreements with their
employees and contractors
i Update Contracts

1= Define Contract Types
1=l Define Contract Clauses

1% Define Contract Templates
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Self Semvice
Manager Self Service
Recruiting
~ Workforce Administration
[ Personal Information
= Job Information
[ Contract Administration

= Add Employment
Instance

= Add Additional

Assignment

= Mave Assignmnt to
another Inst

= Demote an Instance
= Current Job

= Pay Rate Change

[* Absence and Yacation
[ Self Service Transactions
[ Workforce Reports

[ Global Payroll & Absence
Mgmt

[ Workforce Development
Organizational Development
Set Up HRMS

Set Up ELM

My Content

Content Management
Worklist

Reporting Tools
PeopleTools

- Take a Surey

- Change My Password

= My Personalizations

= My System Profile

[
[
[
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JobData \_

6a.*Peringatan: (Bagi ruang “Empl Rcd Nbr ”)
i.Empl Rcd Nbr 1 dan sterusnya adalah maklumat “Secondary Job” (lantikan
Memangku / Penempatan /Peminjaman)
ii.Jika tidak ada “Secondary Job”, apabila di klik “Search”, “Work Location
page” secara otamatik akan terpapar.

Enter any information you have and click Search. Leave fields blank for a list of all values.

f Find an Existing Value |

EmplID: begins with * 70000001 4. Masukkan No. Kad
Empl Red Nbr: - v Pengenalan

Name: begins with Kakitangan di ruang
Last Name: beging with ~ “EmplID”

Second Name: begins with +

Alternate Character Name: beging with

A

Middle Name: begins with ~ 5. Tandakan “Include
Include History ¥l Correct History H—Case-Sensitive > History” dan “Correct
'—] History”
Search Llear 0asic search B odve aearch LItena \ J
4 R
Search Resuils > 6. Klik “Search”

[mal

70000001 1
700000012

mpllD Fmpl Red NbrName

Last Name Second Name Alternate Character Name Middle Name

BARE LUk Li

ABDUL RAHMAN BIN ABDUL RAHIM BINABDULRAHIM (blank)
ABDUL RAHMAN BIN ABDUL RAHIM BINABDULRAHIM (blank)

7. Klik rekod“0” untuk

melihat data kakitangan
\. J
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[ Self Senvice
[' Manager Self Service
[ Recruiting
= Workforce Administration
U Personal Information
7 Job Information
[> Contract Administration

= Job Data

- Add Employment
Instance

- Add Additional

Assighment

- Move Assignmnt to
another Inst

- Demote an Instance
= Current Job
- Pay Rate Change
[> Absence and Vacation
[ Self Senvice Transactions
[> Workforce Reports
[ Global Payroll & Absence
gmt
[ Workforce Development
[ Organizational Development
[ Set Up HRMS
[ Set Up ELM
[ My Content
[ Content Management
[ Worklist
I Reporting Tools
[ PeopleTools
~ Take a Suwvey
~ Change My Password
~ My Personalizations
~ My System Profile

Home Worklist

Addto My Links

GEMS Help Centre

My Links Select O

New Window | Customiz

[ Work Location Y Job Information ) Job Labor

Payroll

'/ Salary Plan | Compensation | Job Additional Information |

ABDUL RAHMAN BIN ABDUL RAHIM EMP ID: 70000001 EmplRcd # 0
Work Location ind First K ooa: Last
HR Status: Active Payroll Status:  Active Go To Row # =
*Effective Date: 01/11/1992 34 Sequence: 0 *Job Indicator: anaryJob -
*Action: Aﬁa} Rate Change v Reason: S@ Progression v
History
Last Start Date: 27/10/1986 Termination Date:
Expected Job End Date B
Position Entry Date: (
Position Number: 00020142 @ PENOLONG PEGAWAI PERJAWATAN *Ini adalah contoh
Override Position Data " Position Management Record Nama Jabatan lama
Regulatory Region: GOBRN Brunei Darussalam perlu di tukar kepada
Company: BCS Government of Brunei Nama Jabatan
Business Unit: GOBRN Government of Brunei Department Entry Date: yang baru
Department: 77032 PERJAWATAN
Location: BRNDEFAULT Default/Inactive Location
Establishment ID: Q Date Created: 10/04/2009
Job Data Employment Data  Earnings Distribution Benefits Program Participation Appraisal Result

@save | QRetumto Search | +EPrevious inList | #EINextin List | EINotity | & Previous tab | EiNerttan

“Refresh |

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Job Additional Information

ZUpdate/Display I Zlincil

E7Con




- Add Emoloyment

0 Assignmnt to

LY ol

- Demote an Instance

. Giotal Payroll & Absence

[Mgont
. Wordorce Development
. Organizational Development
L Set Up FRMS
. SetUpELM
> My Confent
. Content Management
" Worldist
. Reporiing Tools
. PeopleToals
|~ Take 3 Suney
- Change My Pzssword
- My Pessonalizations
= My System Prodile

GENS Help Centre

My Links ]

New Window |

o
G EM S Home Workdist Add B9 My Links
Seif Senice
* Manager Self Serice
‘,mm [ Work Location |_Jobiformation | JobLabor | Payol | Salary Plan | Compensabin | _Job Addtional dormation |
Persona Information ABDUL RAHMAN BIN ABDUL RAHIM EMP ID: 70000001 EmpiRcd £ 0
= Job Information
I Contraci Administration :
work Locatiom  Find Fust M 25323
= Job Data

*Peringatan:
i. Sebelum awda klik
ikon “+” pastikan
tarikh yang hendak
dikemaskini tersusun
ii. Jika tarikh adalah
tarikh yang sama sila
isikan di ruang
“Sequence” dengan
nombor berlari (jika
no. Sekarang “0” maka
isikan “1”)
iii. Setelah awda klik

\ ikon “+” rekod baru j
-

N\

8. Klik ikon “+” untuk
menambah rekod baru

i
9. KTk ikon "Calendar”
untuk memilih tarikh

pertukaran nama

]abatan J

HR Status: Actae Payroll Status:  Active
Effoctive Date:  D/11/192 5  |boquenses — .
[Action: Transter v Reason:  Reorganization
oy =
Last Start Date: 2711011985 Termination Date:
Expected Job End Date o
Position Entry Date: 271011p86
Position Number: 00020142 O RSNOLONG REC AL DED A ATAY
Override Position Data | _ Position Management Record —
Regulatory Region: GOBRN Bamei Darussalam
Company: BCS Govemment of Brune 7
Business Unit: GOSRN Govemment of Brunei Department Entry Date: | 27/10/§085
Department: 032 PERJAWATIAN >
Location: ERNDEFALLT DefauitInactive Location L
| Establishment ID: Q Date Created: | 10042008
Job Data Employment Data  Eamings Distnbution Benefits Program Parficpation Appraisal Result
—
@sae | QRetumio Search | Epreviousin List | “ENextinuist | Enctty | = Prevous tab | Sentad FlipdateDisplay
fURefresh |
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Job Additiona! Information

N

/" 10. Klik pilihan
“Action”:Pilih
“Transfer”
Kemudian klik pilihan

“Reason”:Pilih

\ “Reorganization” /
\

11.Klik ikon “Look Up”

i pada “Position Number” J
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GEMS Home Workiist Add to My Links GEMS Help Centre Signout
My Links Select One:
New Window |
Worklorce Administration Look Up Position Number
[ Personal Information
b Contract Administration : peanswih > , 12. Taip nama jawatan di
= Job Data Position Description: begins with v PENOLONG PEGAWAII > dalam kotak kosong
'—-——*—-5——{'\’“"6"””“ el siness Unit begins with Q “Position Description”
nsiance
- Add Additional Ueparment: begins with v Q
Assignment . A - o A
- Mave Assignmat to Mfm' e Q [ 13.Klik ikon “Look Up” )
gﬁcthef Inst Position Status: S % v > untuk mencari “Kod
~ Demote an Instance Job Sharing Permitted 3 —
~ Cuntent Job R e L Kementerian y
- Pay Rate Change PPOREIOEORTon Numbor: g wiy > Q
[ Absence and Vacation
I Self Senice Transactions
I Workdorce Repors Look Up l Clear I Cancel Im
i Global Payroll & Absence
- Search Results
 Workdorce Development Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results
§> Organizational Development View Al
: - Salary
=S Position Description Admin Department Department Description
ContentManagem Number Plan
00000004 TUKANG KAYU TINGKAT KHAS (blank) SE025 PEJABAT DAERAH TUTONG PEJA
00000007 PENOLONG PEMERIKSA KERETA (blank) SNOS4 TAN PENGANGKUTAN DARAT JABA
00000010 KETUA BAHAGIAN KAUNSELLING DAN KERJAYA (blank) SF114  KEMENTERIAN PENDIDIKAN KEM
fﬁﬁ,ﬂ’—”ﬁ—”g&ﬂ 00000012 PEGAWAI ETN (blank) SLOBS  JABATAN MUZIUM 0B
[t 00000013 PENYAMBUT TETAMUOPERATOR TELEFON (dank) SLI06 ELAD KEN
00000018 PENYELENGGARA STOR TINGKAT | (blank} SF114 KEM
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GEMS : Worklist Addto My Links GEMS Help Centre Sign out
My Links  Select One: v
I Self Senice New Window | Eﬂ
[ Manager Self Semvice
[ Recruitin . .
vWarkfarcg Administration Look Up Business Unit
[ Personal Information
= Job Infarmation . N
I Contract Administration Business Unit: begins vith v
Description: begins with +
= Add Employment
Instance
- Add Additional Look Up | Clear | Cancel | Basic Lookup
Assignment
= Move Assignmnt to Search Results
another Inst
= Demote an Instance {] V13013 )]
- Curtent Job Business Unit Description |
= Pay Rate Change GOBRN Government of Brunei )
g gh;?ce_anq_\facati{;n SAMA Prime Minister's Office
&l SENICE [Tansactions SBO1A Ministry of Defence
. gw‘””‘“c‘* Reports SCO1A  Ministry of Foreign Aff & Trd (" N
abal Payroll & Absence . ;
Mgmt SDO01A Ministry of Finance 14.Pilih “K d/N
b Workforce Development SE01A  Ministry of Home Afairs > -riiih “Rod / \ama
' Organizational Development SFO1A WMinistry of Education Kementerian”
[ Set Up HRMS SHO1A Ministry of Indus & Pri Res
> Set Up ELM SINA Ministry of Religious Affairs \_ )
> My Content SKO1A Winistry of Development
ilas s SLOtA  Ministy of Cult. Yth & Spits
+ Workdst SMOtA  Ministry of Health
[ Reporting Toals = o )
» PeopleTools SNO1A WMinistry of Communications
= Take a Survey
= Change My Password
= My Personalizations
= My System Profile
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[ Self Senice

~ Workforce Administration
[ Personal Information
= Job Information
[* Contract Administration

= Add Emplayment
Instance

= Add Additional

Assignment

= Mave Assignmnt to
another Inst

= Demate an Instance
= Current Job
- Pay Rate Change
[* Absence and Vacation
[ Self Senvice Transactions
[ Workforce Reports
[ Global Payroll & Absence
Mgmt
[ Workforce Development
[ Organizational Development
[ Set Up HRMS

Worklist

Add to My Links GEMS Help Centre Sign out

My Links  Select One:
New Window | 5]

Look Up Position Number
Position Number: begins with »
Position Description: begins with + PENOLONG PEGAWAI |
Business Unit begins with + SA01A Q 15. Klik ikon “Look Up”untuk
Department: begins with ~ Q mencari “Kod Jabatan” yang baru
Job Code: begins with » Q
Position Status: = v v
Job Sharing Permitted |
Reports To Position Number: begins with ~ Q
Look Up | Clear | Cancel | Basic Lookup
Search Results
Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.
View Al

[ Set Up ELM ositon Salary

My Content Position Description Admin Department Department Description

[ Content Management Number Plan

[ Warklist —

[ Reporting Toals 00000004 TUKANG KAYL TINGKAT KHAS (blank) SE025 PEJABAT DAERAH TUTONG PEJA

" PeopleTools 00000007 PEMOLONG PEMERIKSA KERETA (blank) SNO54 JABATAN PENGANGKUTAN DARAT JABA

- Take a Survey 00000010 KETUA BAHAGIAN KAUNSELLING DAN KERJAYA (blank) SF114 KEMENTERIAN PENDIDIKAN KEME

= Change My Password 00000012 PEGAWAI ETNOLOG (blank) SL068 ~ JABATAN MUZIUM JABA

: %% 00000013 PENYAMBUT TETAMU/OPERATOR TELEFON (blank) SL106 KEMENTERIAN KEBUDAYAAN, BELIA DAN SUKAN KEME
—— 00000018 PENYEL ENGGARA STOR TINGHKAT | (blank) SF114  KEMENTERIAN PENDIDIKAN KEME
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Iy Links Select One: v

| Self Service
[ Manager Self Service
[ Recrutting
 Warkforce Admishaton Look Up Department
[ Perzonal Information
= Job Information

SetiD: SANA
[ Contract Administration -
= Job Data Department: begins with ¥ r

New Window | n@,

16. Masukkan nama Jabatan
di ruang “Department”

= Add Emglugment_lnstance Description: begins with ¥ PERKHDMATAN AWAM >
= Add Addtional Assiqnmer
= Move Assignmnt to

another st Location SetlD: begins wih

= Demote an nstance _ -
= Current Job Location Code; beging with =

= Pay Rate Chanae Manager ID: begins wih ¥
[» Absence and Vacation
[ Self Service Transachions Budget with Department: begins with + e
[» Workforce Reports
[ Global Payroll & Absence
o LookUp |J Clear | Cancel Basic Lookup
[ Workforce Development
! Organizafional Development | Search Results
[ Set Up HRNS [{] +50f5 [)]
) Set Up ELI T
b Wy Content Department Description Company Location $etiD Location Code Manager 1D
! Content Management SAIDI0M0  INSTTUTPERKHDMATANAWAN  SAD  GOBRN  BRNDIDOD2  (blnk)
) Vot SAIZ007 INGTITUTPERKHDMATAN AWAM  SAD  GOBAN  BRNO100035 (blank) 18. Pilih dan klik “Kod /
! Reporting Tooks SAL2]  PERKHDMATAN AWAN SAD  GOBRN  BRNOM0OD3S  (blank) Nama Jabatan”
! PeopleTooks SADGZ  SURUHANJAYA PERKHDMATAN AWANSAD  GOBRN BRND100035  (blank)
1

" Talg a Surey SA127024  LINT KERJAYA PERKHDMATAN AWAN SA0  GOBRN BRN0100035  (blank)
= Change My Password
= Iy Personalizations

= My System Profile

Company: begnz with ¥

ey ey

> 17. Klik ikon “Look Up”
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GEMS ] Warklist Add to My Links GEMS Help Centre Sign out
My Links  Select One: v
[ Self Semice New Window | b
[ Manager Self Senvice
I' Recruiting .
~ Workforce Administration Look Up Position Number
[ Personal Infarmation
= Job Information i i —
I* Contract Administration Position Number begins vith v
Position Description: begins with + PENOLONG PEGAWAI
= Add Employment Business Unit: begins with + SAQ1A Q
Instance
- Add Aditional Department begins with v SA127 Q
;Pas_mgn‘qm_gm Job Code: begins with + Q
= Maove Assignmnt to all, g
another Inst Position Status: = - - 20. Klik Jawatan
= Demote an Instance Job Sharing Permitted F yang diperlukan
= Current Job Renorts To Position Number: herine w n
‘PE: Rate Chanae eports [0 Fosition Number: begms with - 19r Kllk ( Zoa \
' Absence and Vacation _ i . o ’
I Self Senice Transactions | N ikon “Look Up Peringatan:
5 Workdorce Reports Lok Up A0ce sic Lookup .
or po Pastikan Jawatan yang telah
. Glbel Payrol & Absence di klik tersebut mempunyai
Mgmt Search Results puny
[ Warkforce Development maklumat yang lengkap
' Organizational Development F i
> Set Up HRMS seperti cont(IJ<h yang di
> Set Up ELM Position , .. - " - paparkan
Paosition Description Department Department Description ni
[ My Content Number '
[' Content Management
[ Waorldist QUSSR 9w (S STV WAl RPN (ST 1Y P A TROATANT PERRME AR AT AN
I Reporting Toals 00020595 PENOLONG PEGAVVAI KAKITANGANC.34 EB 5 SA127 JABATAN PERKHIDMATAN AWAMJABATAN PERKHIDMATAN AWAM 194017
I PeapleTools 00026714 PENOLONG PEGAWAI KAKITANGAN C.3-4 EB 5 SA12700304 JABATAN PERKHIDMATAN AWAM UNIT PENGURUSAN KUALIT] 194017
- ;}:{LSF:N? ’ 00026741 PENOLONG PEGAVAI KAKITANGAN C.3-4 EB 5 SA12700401 JABATAN PERKHIDMATAN AVWANM UNIT PENGAMBILAN KEANGGOTAAN PERKHIDMATAN AVWAM 194017
= Lnange Wy -assword
. Egefsmnza;f::]”; 00026721 PENOLONG PEGAWAI KAKITANGAN C. 34 EB 5SA12700403 JABATAN PERKHIDMATAN AWAM UNIT PENGURUSAN LATIHAN DALAW PERKHIDMATAN 194017
= Iy rersonalizations
- My System Pr e
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GEMS Help Centre
merupakan contoh

Nama Jabatan Baru My Links Select One:
[ Self Service . yang telah di tukar New Window | Customize F
[ Manager Self Senvice
2ifeamging Work Location | Job information | JobLabor | Payroll ) Salary Plan | Compensation.
o Warkiarca Admiiciradion [ ork Location | Job Information | Job La | Payn | Salary Plan | Compensation | .
I Personal Information ABDUL RAHMAN BIN ABDUL RAHIM  EMP ID:70000001 Processi
= Job Information
[> Contract Administration Work Locatin
= Job Data —
= Add Employment HR Status: Active Payroll Status: ~ Active Go To Rowl [+ [=]
Instance . = -
- Add Additional *Effective Date: ('].1/05./.1993 [21) Sequence: 0 B | ) *Job thdicatdr: Primary Job v
Assignment *Action: Transfer v Reason: Reorganization
- Move Assignmnt to : Histon ( 21a. \
another Inst * H
- Demote an Instance Last Start Date: 27110/1986 Termination Date: Peringatan:
= Current Job i o Tanda
= Pay Rata Chi o Expected Job End Date ! . ) .
i Absence and Vacation Position Entry [ate: 01/05/1993 Processing
[ Self Service Transactions ‘o . p
I Workforce Reports Position Number: 00004933 @ PENOLONG PEGAWAI PERJAWATAN akan
b Glct’bal Payroll & Absence Override Position Data " | Position Management Record terpapar
gm
[ Workforce Development Regulatory Region: GOBRN Brunej Darussalam setelah
[ Organizati | t
b se?a(;l;,ZH&OMnasl B Company: SA0 Prime Minister's Office menekan
“ /4
g “S;tgp %Lhtﬂ Business Unit: SAQ1A Prime Minister's Office Department Engry Datl: 01/05/1993 K Note )
y Conten
[ Content Management Department: SA127 JABATAN PERKHIDMATAN AWAM
D Worklist - = =
b Reparting Taols Location: BRN0100035 Bangunan SPA
[ PeopleTools Establishment ID: Q C : Al f
- Take 2 Sunvey DateCreated:  10/0422009 | 219 Klik ikon
~ Change My Password ; R e ; u )
T Employment Uata  Earnings Uistribution Denents rrogram Farticipation Appraisal kesuit
L Wi Dorsonalrations Job Data Employment Data  Earnings Distribution Benefits Program Participation Appraisal Result Note
-~ My System Profile I
& save | QRetumto Search | +FPrevious inList | +ENextin List | EInotiy | = Previous ta | ENexttad | Flpdateisplay| linclude
URefresh | =/ Correct
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Job Additional Information
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L A TRA SReamind

My Links Select One: v

D Recniling p New Window | Customize Page | ,@,
-~ Workforce Administration
[ Personal Information -

= Job Information

> Confract Administration E Job Data Notepad

= Job Data
- Add Employment Instance || | BB,

Err— - Selected Note(s

= Move Assignmnt to
another Inst “ID:| 70000001 ABDUL RAHMAN BIN ABDUL RAHIM Search | Delete |

= Demote an Instance *Empl Red#:
Transfer |

= Current Job
- Pay Rate Change “Eff Date:| 2012-11-27
gmﬂ:&m *Sequence:
> Workforce Reports Earliest Note Date H End 3 Select All Notes
[ Global Payroll & Absence Clear Selections
Mgmt
g g%aunal evelopnmnp"m Add a New Note
[ Set Up HRMS
[ Set Up ELM
[ My Content
[ Content Management
I Workist e Return To:  Job Data Page
[ Reporting Tools
[ PeopleTools
- Take a Survey
= Change Wy Password
= My Personalizations
= My System Profile

Lils

m

Return [To: Job Data Page

There are no existing notes for the sppeified search criteria.

22. Klik “Add a
New Note”

-
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[ Self Semice
[ Manager Self Senvice
[ Recruiting
~ Workforce Administration
[ Personal Infarmation
= Job Infarmation
[ Contract Administration

= Job Data

= Add Employment
Instance

= Add Additional

Assignment

= Maove Assignmnt ta
anather Inst

= Demote an nstance
= Current Job
= Pay Rate Change
[ Absence and Vacation
[ Self Senice Transactions
[ Workforce Reports
[ Glabal Payroll & Absence
Mgmt
[ Workforce Development
[ Organizational Development
[ Set Up HRMS
[ Set Up ELM
[* My Content
[ Content Management
[ Worklist
[ Reporting Tools
[ PeopleTools
= Take a Survey
~ Change My Password
= My Personalizations
= My System Profile

Y

Home Waorklist Add to My Links GEMS Help Centre Sign out

My Links  Select One: v

New Window | Customizp P; Saved

Job Data Notepad - Selected Note T

( 24a. \

ID: 70000001 ABDUL RAHMAN BIN ABDUL Created: 06/122012 3:06PM *Peringatan:
RAHIM Creator: RAMIZAH BINTI HAJI Pastikan tanda
Empl Red#: SABTU V% ”
Eff Date: 2012-1205 Last Update: 06/122012 3.06PM Rl S Rl
Sequonce: by: 00318926 setelah menekan

\ llsavell J

(Su bject: PERUBAHAN NAMA JABATAN \

Note Text: NAMA JABATAN (MAMA JABATAN LAMA) DIUBAH KEPADA (NAMA JABATAN @"é, ( 23. Isikan
BARU) MULAI (TARIKH MUAL) MENURUT SURAT KELILING / SURAT/MEMO “ tT ”
BILANGAN (RUJUKAN) BERTARIKH (TARIKH) Subject

dan “Note
Text”

K ) mengikut isi

kandongan

surat/memo

Return To: Mote Selection Page ]

g S ﬁ LU ”
i — 24. Klik “Save berkenaan.

- J

25. Klik “Job Data Page” untuk
kembali ke muka hadapan

Job Data Page > [




7 Workforce Administration
I Personal Information
= Job Information
I> Contract Administration

= Job Data

~ Add Employment
Instance

- Add Additional

Assignment

= Move Assignmnt to
another Inst

- Demote an Instance
= Current Job

_~ Pay Rate Change _
[ Absence and Vacation
[ Self Service Transactions
[ Workforce Reports

[ Global Payroll & Absence
gmt

[ Workforce Development

I Organizational Development

[ Set Up HRMS

[ Set Up ELM

U My Content

[ Content Management

D Worklist

[ Reporting Tools

[ PeopleTools

~ Take a Survey

~ Change My Password

- My Personalizations

-~ My System Profile

Home Worklist Add to My Links

GEMS Help Centre

My Links Select One:

New Window | Customize F

[ Work Location \_Job Information | JobLabor | Payroll | Salary Plan | Compensation | Job Additional Information |

ABDUL RAHMAN BIN ABDUL RAHIM  EMP

1D:70000001

EmplRcd# 0

HR Status: Active Payroll Status:  Active MJ E
“Effective Date:  01/05/1993 [ Sequence: —q @ “Job Indicator: Primary Job v
*Action: Transfer v Reason:  Reorganization v

History

Last Start Date: 2711011986 Termination Date:

Expected Job End Date e

Position Entry Date: 01/05/1993
Position Number: 00004933 C,  PENOLONG PEGAWAI PERJAWATAN
Override Position Data " Position Management Record

Regulatory Region: GOBRN Brunei Darussalam

Company: SA0 Prime Minister's Office

Business Unit: SA01A Prime Minister's Office Department Entry Date: 01/05/1993

Department: SA127 JABATAN PERKHIDMATAN AWAM

Location: BRN0100035 Bangunan SPA

Establishment ID: Q Date Created: 10/04/2009
Job Data Employment Data  Eamings Distribution ~ Benefits Program Participation  Appraisal Result

> | 26. Klik “Save”

& save l Return to Search | *=/Previous in List| +E Nextin Listl (=] Notify [ (=\Previous tab | (FNexttab

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Job Additional Information

EUpdatelDisplayl Zlinclude

7 Correct




Workforce Administration
[ Personal Information
= Job Information
[ Contract Administration

= Add Employment Instance

= Add Additional Assignment

= Move Assignmnt to
another Inst

= Demote an Instance

= Current Job

- Pay Rate Change
[ Absence and Vacation
[ Self Senvice Transactions
[ Workforce Reports
[> Global Payroll & Absence
Mgmt
[> Workforce Development
[ Organizational Development
[> Set Up HRMS
[ Set Up ELM
[ My Content
[ Content Management
[ Worklist
[ Reporting Tools
[ PeopleTools
~ Take a Survey
= Change My Password
= My Personalizations
= My System Profile

-

Home

Warning - Head count of 4 exceeds maximum head count of 1 for position. (1000,156)

Worklist

Add to My Links

GEMS Help Centre  Sign out

My Links Select One:

New Window | &

When Posttion Management is installed, head counts for each posttion are compared to the maximum head count on the Specific Information page. Correct posttion

number, change maximum to allow an additional incumbent, or leave as is.

Cancel |

27. Klik “OK” (3 kali )




Home Worklist Add to My Links GEMS Hel Centre

My Links Select One:
New Window | Customize F
[ Work Location \_Job Information | JobLabor | Payroll | SalaryPlan | Compensation | Job Additional Information | ' Saved
2 Workforce Administration ! = J© Ry ! Iy ! p ! = !
I Personal Information ABDUL RAHMAN BIN ABDUL RAHIM  EMP ID:70000001 EmplRed# 0
= Job Information
[> Contract Administration - )
ind First Kl 24 0r32 0 Last
= Job Data
-~ Add Employment HR Status: Active Payroll Status:  Active Go To R0W| Skl
Instance 3 5 e
- Add Additional *Effective Date: ~ 01/05/1993 [5i Sequence: 1 B 7 fJob Indicator: Primary Job 27a.
Assignment *Action: Transfer v Reason: Reorganization 1 = : .
= Move Assignmnt to L Historl Perlngatan .
another Inst Pastikan
- Demote an Instance Last Start Date: 27/10/1986 Termination Date:
= Uit Job Expected Job End Date £l tanda
= Pay Rate Change “Saved”
[ Absence and Vacation Position Entry Date: 01/05/1993
[ Self Service Transactions R
Position Number: 00004933 @, PENOLONG PEGAWAI PERJAWATAN terpapar
I Workforce Reports telah
© Global Payroll & Absence Override Position Data " Position Management Record Setela
gl menekan
I Workforce Development Regulatory Region: GOBRN Brunei Darussalam “Ok”
D izati | t
D g;st’al;];)Z;tlgloMnaSI e Company: SAQ Prime Minister's Office k J
g zetgp ELM Business Unit: SA01A Prime Minister's Office Department Entry Date:  01/05/1993
y Content
I Content Management Department: SA127 JABATAN PERKHIDMATAN AWAM
D Worklist o
> Reparting Tools Location: 7BRN0100035 - Bangunan SPA
b PeopleTools Establishment ID: Q Date Created: 10/04/2009
~ Take a Survey -
~ Change My Password ; P T 3
Tt Employment Uata  tarnings Uistribution Denents rrogram Farticipation Appraisal kesult
L Mv Dorsonalraions Job Data Employment Data  Earnings Distribution Benefits Program Participation Appraisal Result
-~ My System Profile
- > 28. Klik “Return to Search” untuk kembali ke jo
& save | [:QRetum to Search [J = Previous in List | +E Nextin Lis ofify | - Previous tab | =®Nexttab | , isp
“URefresh 7 Correct
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Job Additional Information




