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Company Overview

BRAC IT Services Limited, biTS in short, is a proud member of the eminent BRAC family and is one of
the leading IT solution & service providers in Bangladesh specializing in providing a wide range of
software solutions & end to end technology service management. Initially it was founded as
Documenta™ Ltd., a digital archiving company owned by BRAC back in 1999. Documenta™ Limited
started its journey into the realm with a couple of overseas software development projects and
executed them with great success & customer satisfaction. Later in 2013 BRAC Bank Limited took over
51% of the company and merged it with its IT Division renaming it as BRAC IT Services Limited. The
Idea was to consolidate and outsource most of the IT functions of the group brining in synergy and

efficiency while make it a profitable venture serving external customers as well.

Since the inception, biTS has been providing quality IT solutions to various organizations and solving
their problems of aligning IT with business directions. We offer Software Solution Development &
Deployment Services, Technology Outsourcing Services, Consultancy Services, and Managed IT
Services which include Infrastructure Management, Deployment, and System Integration services to
the clients. We currently focus on Financial Sector, Education Sector, Development Sector, RMG

Sector, Manufacturing & Service sectors of Bangladesh.

biTS is one of the largest IT based service providing organizations in Bangladesh having more than 350
talented, highly qualified, efficient and innovative employees hand-picked by the management of the
organization. We are committed to help our clients to achieve operational efficiency through
transforming their existing operations by using our best valued solutions and services. We deliver
world class solutions and services to our customers. We are committed to Quality Management,
Information Security Management and IT Service Management as per ISO/IEC 9001 QMS, ISO/IEC
27001 ISMS and ISO/IEC 20000-1ITSMSguideline accordingly. Our international quality IT solutions
and service are available at the most convenient way so that large, medium & even small enterprises

can improve their productivity and day to day operational activities.
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Preface

This document is the User Manual, a vital manual of HR module of sbiCloud, particularly for
BRAC International . It is to be considered as a mandatory reading material for all concerned
personnel & recommended that technical people review all narrative sections of this
document as some operational rules impact systems programming.

This enclosed material has been prepared as a reference document for sbiCloud-HR
implementation at BRAC International
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1 Introduction

HR user manual document would enable the registered users of the sbiCloud system to introduce with
the system and assist in easy operating the system upon their respective requirements. It covers the
major functionalities of the system with a clearly guided set of instructions &enables the users about
appropriate using of the system effectively.

2 Getting started

To sign into the sbiCloud, user needs to hold the authority as a familiar user of the system and for this;
your system administrator will have to create you as a user. Then you will get an assigned ‘sign in’
privileges, which will determine the role of you and what you can do into the system. Your system
administrator will provide you the instructions how to sign in to the system.If user will type the URL
in the Address bar of browser, the following sign in page will be displayed. Enter your user name and
password to sign-in to the system.

sbiCloud ) Master

Version M.1.21.3.0
Sign-in form
User Name

Password

BRAC International

Microfinance, HR, Payroll, Procurement, Inventory, Fxed Asset, Donor Proposal Tracking, Budgeting,

& Internal contnois.

Copyright ©2015 BRAC Internztianzl, All rights Developed By i TS
reserved.

Image: Login Page and after login home screen
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First time log in user will redirect to security Setting page.

Change Security Setting

User Name 032000158
0ld Password
New Password

Confirm Password

SL Question Answer
1 -Select Question One- - _}
2 -Select Question Two- - _}
| save

Image: Security setting page

i Enter Default password to the Old Password section.
ii. Enter new Password.
iii. Enter Confirm Password.
iv. Answer first Security Question.
V. Answer second Security Question.
vi. Press Save button to save information.

After saving the Password user will redirect to login page again and now user can enter the site with
the new password. After login site home screen will appear.

Navigation &, Microfinance 3 4 Accounts | Admin Welcame BUSINGE DANIEL (031000002-CHA- Uganda Country Head office [uechio]) 8] @B
shitrl::rl\l’a‘- | Accounting Date : 11-12-2014

PMS Register Transfer Job Separation [ Search Q
Qulck Access My Dashboard (Human Resources) on [reremmy—
[ . = .

» Favrtes ‘I

PMS Setup

Objective Type

PHMS Objective

Year Wise Objective Setting

Ohiective Settinn

Image: After log in Home screen
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3 Features to Run HR Module

3.1 Employee Registration

3.1.1 Employee

This part of the manual denotes the employee registration related activities which is following-

Business Rule:

New Employee
Employee list
Employee Details
Authenticate Employee
Deployment

Join After Deployment
Employee Personal File

For effective implementation of the Human resource & Payroll, all employee information and other
topics related with employee must be known. Employee Management is related with all other parts
of human resource management. To complete full system, employee feature must be completed.
According to the BRAC policy we can categorize Employee such as:

- Regular

- Part-time
- Contractual
- Contractual Expatriate

3.1.1.1 New Employee

i Please Select, HR ->Register ->Employee-> New employee. 'Create new employee' screen will

appear.
ii.  Select Program type from the dropdown; Available Projects (created in Admin-> program

type) should be populated.
iii.  Select Program from the dropdown; Available Projects (created in Admin-> Program) should

be populated.

User Manual

Version 1.0 Date 25/06/2019 Page 13 of 366
© Copyright 2019 BRAC IT Services Limited



New Employee

Program Type *

Program *
Project *
Department *

Category

Employee Level *

Designation

Office *

Ref Pin

Recruitment Country *
Is Expatriate

Gender *

Salutation

Full lame

Date of Birth

Email Address
Joining Date *

Notice Period (in
Months)

Probation Period
Required?

Select program type v

-Select program-

Category *
Select category

Designation *

-Selact Country-

-Select Gender-

First Hame *

Level In Country *

Functional Designation *

r Recruitment For Country *

Middle Hame

Birth Information *

DO-MM-YYYY

Year

Month

User Manual
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Image: Create new employee page

iv. Select Project from the dropdown; Available Projects (created in Admin-> Project) should be
populated.
v.  Select Department from the dropdown;
vi.  Select Employee Category from the dropdown; Available employee category (created in
Admin->category) should be populated.
vii.  Select Employee level from the dropdown; Available employee level (created in Admin-
>Employee level) should be populated.
viii.  Select Employee level In Country from the dropdown;
ix.  Select Employee Designation and Functional Designation from the dropdown; Available
Projects (created in Admin->designation mapping) should be populated.
X.  Select Employee Office from the dropdown; Available Office (created in Admin->Office)
should be populated.
Xi. Put reference pin number
xii.  Select Recruitment Country from the dropdown; Available Country (created in Admin->Geo-
country) should be populated.
xiii.  Select Recruitment For Country from the dropdown;
xiv.  Check Is Expatriate; Optional
XV. Select Gender from the dropdown; Available Gender (created in Admin->Gender) should be
populated. Salutation will auto Populated for new employee
XVi. Enter Full name of the new employee (First name, Middle name and Last name).
Xvii. Enter date of birth (DD-MM-YYYY) of the new employee and age will auto calculated.
xviii. Enter email address of the new employee.
XiX. Enter joining Date (DD-MM-YYYY) of the employee.
XX. Enter notice period in month (if any).
xxi.  Check probation period required or not and probation period will calculate automatically by
given setup.
xxii.  Click ‘Save’ button to create new employee and new PIN will be generate for the new
employee.
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3.1.1.2 Employee List

i. Please Select, HR ->Register ->Employee-> Employee List
Employee list screen will appear.
Employee List

0Office Info _ealart OfFice -

Employee Category | Select Category- v

Employee PIN

Employee Ref PIN

Employee Name
Employee Status “Selact Status- v
Approval Status -Select Status- v
| Search |
All Employee Information
SL Employee Name Pin No Ref Pin Employee Category Designation
1 Mr. GOLAM SARWAR CON RENEW 071000790 Contract Staff Data Anahyst
A Mr. GOLAM SARWAR CO JOB_SEP 072000018 Regular Staff Credit Officer

Copyright © BRAC International 2019

Image: Employee list page

ii. Employee list will show bellow on the basis of selected criteria*. Criteria is given bellow:

- Office info

- Employee category
- Employee PIN

- Employee Ref PIN
- Employee Name

- Employee Status

- Approval Status
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© Copyright 2019 BRAC IT Services Limited



* Employee list can show any combination of above criteria.

3.1.1.2.1 Employee Detail
i.  Please Select, HR > Register > Employee > Employee detail
Employee detail information screen will appear.
ii. User can search employee to enter detail of the employee

@ Aghanistan

Employee Details Information et
[ ] b [ ]
[ ]
Search Employee | |E‘

Logged in country office employees can be written in the box and the rest of the employees can be searched from the search button in &ll sections.
Image: Employee Detail search page

iii.  After search employee dashboard will appeared
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H Dashboard | ]l

Details EJ QJ
Job Related Information Contact Information Other Information
5= Master Information i?ﬁ Agdreszes Medical Information

T,:_ Personal Information Family Information -4 Professional Cartification
5 Infi Ja]
_ Assigned HR. Projects m SEEESULNIEED -4 Professional Membership Information
Childrzn Informati ;
Experience & Referea Information % fierEn SnrarmEten bty Language Skills
References Financial Information Visa Informestion
X Brofessional Expers &F Bank Information
* e 'u Identificztion Documents
) i M [ Momines Information
Education Infarmation = 53 Redstives T Brac
- - “
Education Information Guarantor Information
& -
Hobbies
Q Publications y Assigned Finance Projects

Salary Information

Leave and Attendance information

20F Em sloyes Leave Configuration

k-

20F Em sloyee Attendance Configuration

< - Roster Attendance Configuration

3
Image: Employee Detail Dashboard
Job Related Information
3.1.1.2.1 Master Information
i.  Click on 'Master Information’, following screen will appear
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t Dashboard :| Master Information * I
Edit Employee
Program Type * Support Programme v
Program * Ganeral Program v
Project® |\ W Control Project -
Department * |0 o Training -
Category Category *
Regular Staff v
Employee Lavel * v - Level In Country * v
Designation Designation * Functionzl Designation *
Manager [D025] v Manager,BI [FD220] -
office™  rpo MM300002)- Yangen -
RefPin  poeragsy
Recruitment Country * [050]-Bangladesh v Recruitment For Country * [050]-Bangladssh v
Is Expatriate
Gender * Male v
Salutation Mr.
Full Name First Mame * HMiddle Hame Last Hame *
Mo SUMON AHMED
Date of Birth Birth Information *
21-09-1%82
Age Year HMonth Day
36 8 22
Email Address
Joining Date * (95977019

Motice Period (in
Months)

Probation Period L4
Required?

Probation Up Te 01-10-201%

Notice Period In
Probation Period(In
Days)

Update

Image: Master Information
3.1.1.2.2 Personal Information

i. Click on 'Personal Information’', following screen will appear
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[ Dashboard 1 Personal Information % i
Mother's Name * Mrs. Shamima Masoom
Father's Name Kazi Hamidur Rahrman
Birth Information Date of Birth Country of Birth * City of Birth *
02-09-1981 Bangladesh Chaka -
Age
35
Marital Status * Not Willing to Mention
Other Information Gender Religion * MNative Language
Male Islam -Select Language- v
Blood Group
B.
Nationality Mationality * Nationality Type*®
-Salect Nationality- -Salact Nationality Type- Add
Mationality Mationality Type Remove
Bangladashi By Birth Rermave
]
Ethnicity Information Ethnicity Country Ethnicity
Eangladesh Bangali
Identification Identify By *
=T National 1D
Identification Identification Humber * Expiry Date
=T 4367268362987789
Identification Income Tax ID
Information
Has Relative In Brac &4
Has Business Relation
with Brac
Employee Image
Max image size[ 25KB) Browse
[Resize image hara]
Employee Personal
Information Form Browse
Note Of Declaration
Form Browse
Update
Image: Personal Information
3.1.1.2.3 Assigned HR Projects
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i. Click on 'Assigned HR Projects', following screen will appear

H Dashboard H Assigned Hr Projects !ﬁ

Assign Hr Projects
Employee Project * - Spact - v
Start Date* vy
Tentative HI'IIEh Date* DO-MMATYTY
Is Core Project
Assign Hr Project
Employes Project Start Date Tentative Finish Date I Core Project
Selct | MM-D008 (Non MF Control Project) | 01-07-2019 31122020 Yeg
J
& P ot 0y View1- 1o 1
Image: Assigned HR Projects
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Experiene & Referee Information

3.1.1.2.4 References

i. Click on 'References', following screen will appear

H Dashboard H References —
Hame of Referee *
Relationship * Salact Relstion \
Date of Reference *
Organization Name
Designation
Contact Humber *
Email Address *
Nationality -
Contact Address Country * City * Address
A
Referee Name Relationship Designation Contact Humber  Email Address Mationality
i Page 1 ofl nr No records to view
Image: References
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3.1.1.2.5 Professional Experience

Click on 'Professional Experience’, following screen will appear

H Dashboard H Professional Experience x:

Organization Mame *

1Is Group of Company 1Is Group of Company

Organization Address *

Organization Country * = |
Organization City * - |
Pravious PIN (if

organization is BRAC)

Last Designation *

Job Description

Working From *

Working To *

Supervisor Mame

Supervisor Designation

Supervisor Phone No

Supervisor Email

Reason For Leaving

g;gna;:l'!aﬁon E:ianﬁaﬁnn Designation Supervisor Name :L:lpn?h::snr Phone Working From Working To
Page 1 of 0 s w1 10 ¥ Mo records to view
Image: Professional Experience
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Education Information

3.1.1.2.6 Education Information

i.  Click on 'Education Information', following screen will appear

H Dashboard H Education Information 1_
Emplayes Education Information

Qualification Education Level * Education Sector * Degres *
-5l Education Level- ¥ -Seledt Education Sacior- ¥
Institution Country * Institute/University * City
Address
Exam Result Result * Year OF Passing *
Sl ¥

Result Publish Date

Achievement

Study Duration Mumber of Year *

Is Verified I Verified

Remarks
A
Certificate Of
Qualification
. Education Institution . . .
Education Level = : Degrea Duration Subject Result Passing Ye
Image: Education Information
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3.1.1.2.7 Publications

i.  Click on 'Publications', following screen will appear

H Dashboard H Publications ﬂﬁ

Employee Publication Information

Publication Type * -Select Publication Type- ¥

Publication Title *

Co-Authors Name

Publication Media * Select Publication Media v

Submission Date

Publication Date *

Publisher Name

Publication Reference

Publication Country

Paper Of Publication

Browse
Publication Title Publication Type Co Authors Hame Publication Media Publisher Hame
@ Page | |ofl v Na records to view
Image: Publications
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Contact Information

3.1.1.2.8 Address

i. Click on'Address', following screen will appear

H Dashboard H Addresses X ﬁ
Telephone Telephone No Ext No
Mobile Primary * Alternative
M Gralk Skype
Email Official Personal
Address Type * -Select Addrass Type- A
Contact Name *
Contact No.
Contact Address Linel
%
Contact Address Line2
Country Country * City * Zip Code
Contact Address  Contact Address . i
Address Type Contact Name Contact No. Linel Line2 Country City (
@ Page 1 of0 wo wi ¥ Na records to view
Image: Address
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Family Information

3.1.1.2.9 Spouse Information
i.  Click on 'Spouse Information' following screen will appear

H Dashboard H Spouse Information x:

Multiple spouse antries are allowed.

Add Employee Spouse Info

Spouse Name *

Gender * Select Gender v

Fathar's Name

Mother's Name

Birth Information Date Of Birth Age Birth Place

Present Address Present Address * Present Country * Present City *

Permanent Address *

Spouse Mationality Mationality Mationality Type
-Select Nationality- v -Select Nationality Typs ¥
Identification Identify By
Information P
-Select Identification Type- T
Identification Identification Number Expiry Date
Information
1s Dependent
Is Active
Contact No
Religion v
No of Child
Marital Status * v

Marriage | Tie-up Date

Spouse Occupation Dccupation Institution Mame

Certificate Of Proof s

Permanent

‘ Spouse Mame Father Name  Mother Name Date of Birth  Birth Place Contact No Address Religion Mation
& Page[1 |ofl wor No records to view
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Image: Spouse Information

3.1.1.2.10 Children Information

i.  Click on 'Children Information', following screen will appear

H Dashboard H Children Information k:

Child Mame *

Child Type * r

Gender * v

Mother's Name

Birth Information
Child Occupation
Prasent Address

Contact No

Identification
Information

Identification
Information

Identification
Information

1s Dependent

Birth Certificate

Date Of Birth *

Birth Place

Child Occupation

Present Addrass

Tdentify By

Identification Number

Occupation Institution

Present Country

Expiry Date

Identification Number

Expiry Date

Browse

Employee Child Information List

Child Name

Child Type

Mother Hame

Date of Birth * Birth Place

Birth Country

Present City

Present Address Contact No

No records to view
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Image: Children Information

Financial Information

3.1.1.2.11 Bank Information

Click on 'Bank Information’, following screen will appear

i
H Dashboard H Bank Information nﬁ
Multiple bank information are allowed.

Y

Country * | -Select Country-

Bank Name®  -tolat Bank-

Branch Mame *

Swift Code *

Account Number *
Is Active

I5 Salary Account

Create  Cancel
Branch Name Swift Code Account Number 15 Salary Account

Country Bank Name

Mo records ko view

Page'__cfﬂ BBl Y
Image: Bank Information
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3.1.1.2.12 Nominee Information

i. Click on 'Nominee Information’', following screen will appear

H Dashboard H Nominee Information lt: ]

Multiple nominee information are allowed.
Employee Nominee Information

Nomination Date *

Nominee Name *

Nominee Guardian
Mame {only if minor)

Nominee Address *

Relationship * -Select Relstion- v
Date of Birth *
Percentage * 0.0

Witness Name *

Witness Address

Witness Date *

Identification Identify By *

SriTmE -Celect [dentification Type- ¥
Identification Identification Number * Expiry Date
Information

Nominee Photo =
Max image size{ 25KB) Browse

|_ Add | | Cancel | { Mote: Final Save Button at the below of the page.)

::m"* g::“aﬁ““ ﬁ:an:ia“ :;;“ﬂ'::’ Relationship Date of Birth Percentage m"f Remove  Edit
Page|i |of0 wx »1| 10 ¥ No records to view
Mominee Form *
Browse
| Save |
Image: Nominee Information
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3.1.1.2.13 Guarantor Information

i. Click on'Guarantor Information', following screen will appear

H Dashboard H ‘Guarantor Information x: ]

Hame

Relationship * -Select Relstion- v

Identification Identify By

dnissri -Select Identification Type- v
Identification Identification Mumber * Expiry Date
Information

Mother's Name

Contact Number

Date Of Birth
Permanent Address®
P
Present Address*®
P
Nationality * -Select Mationality- T
Nationality Type * -Select Mationality Type- A

Witness Hame *

Witness Address™

Witness Date *

Date Of Guaranty *

Verified By

Verified Date

Remarks

Bond Papers
== Browse

| Create || Cancel |

‘Guarantor Mame Relationship Contact Number Mationality Verified By
& Page[1 |of D w> w1 10 ¥ No records to view
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Image: Guarantor Information

3.1.1.2.14 Assigned Finance Projects

i.  Click on 'Assigned Finance Projects', following screen will appear

H Dashboard H Assignedl-'lnance ijeclﬁ Hﬁ

Employee Project * - Sgloct U

Cost Percentage *

StartDate ™ vy

Tentative Finish Date * OD-MM-YYYY

| Add | | Cancel | ( Mote: Final Save Button at the underside of the page.)

Employee Project Cost Percentage Tentative Finish Date  Start Date Action

Page ©  ofl iy No records to view

Image: Assigned Finance Projects
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Other Information

3.1.1.2.15 Medical Information

i.  Click on 'Medical Information’', following screen will appear

Allergic Info

Blood Pressure *

Is High Cholesterol *
Cardiac Problem *
Diabetic *

Any Disability *

Any Recent Surgeries *

Vaccinate Info

Blood Group

Other Information

Last medical Test
Report

Other Relevant Test
Report

Save

H Dashboard H Medical Information  ® ﬁ

-Select Blood Prassure- ¥
Yes '* HNo
Yes * HNo
Yes * No
* HNo

Yes

Yes % HNo

Vaccinate Info Vaccinate Date *
-Select Vaccine Type- ¥  Add |
Employee Vaccinate Type Vaccinate Date Remove
Page 1 |of3 wr mi| g ¥ N records o view
-Select Blood Group- ¥
A
Browse
Browse

Image: Medical Information
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3.1.1.2.16 Professional Certification

Click on 'Professional Certification', following screen will appear

Certification Name *

Duration (In Months)

Validity

Institution Name

Address

Certificate Of Proof

Valid From Valid To
Address Country *
i
Browse

Certification Name

Employee Professional Certification List

Institution Hame

User Manual

i Page|1 |dfl R No records o view
Image: Professional Certification
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3.1.1.2.17 Professional Membership Information

i. Click on 'Professional Membership Information’, following screen will appear

H Dashboard H Professional Membarship Information % ﬁ
Membership Type/
Reference *
Organization Name *
Address  Address * Country * City *
&
Validity  Valid From Valid Te
Membership Document
Browse
:.‘:;?ER;:;ME Institution Name Address Valid From Valid Te
Select  |rwr srwr rive
Slect  test test Htet
4
@ Page | of1 0 v View 1- 20f2

Image: Professional Membership Information
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3.1.1.2.18 Language Skills

i.  Click on 'Language Skills', following screen will appear

H Dashboard H Language Skills lﬁ

Employes Language Skill
Language * St Language- v
Language Proficiency  Reading Skill * Writing Skill * Speaking Skill *
-Select Reading Skl Y -Select Writing Skil- Y ~Salact Speaking Skl Y

M G

All Language Skill Information

Language Reading Skil Writing Skill Spaaking Skill
@ Pt of0 w b gy N records o view

Image: Language Skills
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3.1.1.2.19 Visa Information

i.  Click on 'Visa Information', following screen will appear

H Dashboard H Visa Information Iﬁ

Country * =

Visa Type * -Select Visa Type- v

Visa Issue Date *

Visa Expiry Date *

Visa Attachment
Browse

Waork Permit Issue Date

Work Permit Expiry
Date

Work Permit
Attachment Browse

Police Clearance Issue
Date

Police Clearance Expiry
Date

Police Clearance
Attachment Browse

Foreigner Registration
Crste | Conel

Country Visa Type Visa Issue Date Visa Expiry Date Work Issue Date  Work Expiry Da

Page 1 ofl i J No records to view

Image: Visa Information
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3.1.1.2.20 ldentification Documents

i.  Click on'ldentification Documents', following screen will appear

H Dashboard H Identification Documents K: 1

Document Info Document Type * Document No *
-Select Document Typs- v
Validity Validity From Validity To
Authorized By
Issue Issue Date Issued Place Issued Country *
-
Identification
Document Browse

Document Document Document Attachment  Validity e Authorized Issue
SL Type Type Hame | No Copy From Validity To By Issue Date Issued Place Coun
@ Fage | of 0 s w1 10 ¥ Mo records to view
Image: Identification Documents
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3.1.1.2.21 Hobbies

i. Click on 'Hobbies', following screen will appear

Page of 1 wow No records to view

[~]

Image: Hobbies

3.1.1.2.22 Salary Info

i. Click on 'Salary Info', following screen will appear

H Dashboard H Salary Information Xﬁ

Currency Previous New

Pay Code Name Previous New

Image: Disability Info
Leave and Attendance Information

3.1.1.2.23 Employee Leave Configuration

i. Click on 'Employee Leave Configuration', following screen will appear
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H Dashboard H Salary Information KH Employee Leave Configuration :l]l ]

Leave Category™ -Select Leave Category- ¥
Leave Type® -Select Leave Category- Ad
Leave Balance * D=y
Leave Taken Day Laave On Apply o
Min Leave Diay R Dy

Is Earn Leave

Is Carry Forward

Is Leave Encashment
1Is Financial Benefit
Is Expatriate

Is Active

Is With Pay

Remarks

Create || Cancel |

Image: Employee Leave Configuration

3.1.1.2.24 Employee Attendance Configuration

i. Click on 'Employee Attendance Configuration', following screen will appear

H Dashboard H Employee Attendance Confiquration nﬁ

Employee Duty Type - Requizr Roster Shift Hourly

Update

Image: Employee Attendance Configuration

3.1.1.2.25 Roster Attendance Configuration
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i. Click on 'Roster Attendance Configuration', following screen will appear

H Dashboard H Roster Attendance Configuration :n::

Roster Attendance Configuration

i s Start Time End Time

Sunday
Manday
Tuesday
Wednesday
Thursday
Fridsy

Saturday

No data available in table

Showing 0 to 0 of 0 entries First

Show 10 ¥  entries Search:

Salect &+  Employee < PinHNo % Configuration Date % | Duty Schedule

4

Image: Roster Attendance Configuration
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3.1.1.3

Authenticate Employee

Please Select, HR ->Register ->Employee-> Authenticate employee
Authenticate employee screen will appear.

Authenticate Employee

Employes Category

et Select Counlry b

Office Info
-Babact Category- v

Employes PIN

Employes Ref PIN

Employes Name

S e -Salect Status- L

Search

Select

Employes NMame Pin N Ref Pin Employes Category Designation Project
M. SILENT CLEMENT GONIMNDO Q177072 Contract StaiT Team Leadar BRAC Intemai
. SILENT CLEMENT 111000751 Conkract StalT Team Leader BRAC Inbama
»
Page 1 all wm ¥ View 1 - 2 of 2

Seled All | Select Mons

Authenticate Employes Reject

Image: Authenticate Employee page

Employee list will show bellow on the basis of selected criteria*. Criteria is given bellow:
- Country
- Office info
- Employee category
- Employee PIN
- Employee Ref PIN
- Employee Name
- Employee Status

Select Employee by giving tick mark*.

iv. (User can select or unselect all employees in the list by clicking ‘Select All or Select None’
button, which is bellow in list section)
V. Click ‘Authenticate Employee’ Button to approve employee successfully and approve
employee message will appeared.
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vi. Click ‘Reject’ Button Cancel the operation and a successfully rejected message will appeared.

* Employee list can show any combination of above criteria.

Deployment of Employee
This part of the manual denotes the Deployment related activities which is following-

e Deployment
e Join After Deployment

Business Rule:

- HR of recruiting office will deploy the Employee for respective Office.

- There should be option to set flight/departure date

- Assoon as HR will deploy the stuff, an email notification will be sent to Supervisor and HR of
destination office.

- HR of sender and destination office should have a list of Deployed Employee along with the
status: Deployed. After Joining, this will be updated to 'Joined’

- System should allow HR of Destination office to confirm the Employee Joining on earlier date
within the current month.

- Job Description will be available at the time of Deployment (that has been given in Job
Description section of Employee Detail) but authorized user will be able to update it if
required.

- Recruiting Office name, where Employee was registered will appear in Deploy screen, but
Deployment Office name must be selected for deploying that employee.

- Actual Deployment date and time will be filled in by the HR of Joining office

- Salary details of the corresponding Employee enter here.

3.1.1.4 Deployment

i Please Select, HR ->Register ->Employee-> Deployment; ‘Deployment list ' screen will appear.
ii. Employee list will show bellow on the basis of selected search criteria*. Criteria is given
bellow:

- Country

- Office info

- Employee category

- Employee PIN

- Employee Ref PIN

- Employee Name

- Employee Status
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* Employee list can show any combination of above search criteria

Deploy Employee
Country Select Country L
OfficeInfe [ = B
Employee Category | calar Catecory- v
Employes PIN
Employee Ref PIN
Employee Name
Employee Status -Select Status- L
| Search |
Empla A .

Employee Hame Pin No mployes Designation ect an
mployee Category ig Praj Dep
Mr. M0 MAHMUDUNNAET 131000001 Contract Staff Farm Manager BRAL Inzernztional HO (BD) Agriculty
Mr. EMPTY EMPTY 0177032 Contract Staff Provincial Manager BRAC Inzernational HO (BD) BRACIn
Mr. KHANDAKER IRSHAD MAHMLID 0177026 Contract Staff Country Head of Accounts BRAC Inzernational HO (BD) Finance

b
th Page[t |oft ov View1-30f3
Image: Deploy employee list page
iii.  Click ‘Deploy’ Button from the list. ‘Deployment ' screen will appear.
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Deploy Employee

Employee Info ~ [3700583]- PAUL MAYOM AKECH

Employee Category  Contract Staff
Father Hame
Mother Hame
Blood Group

Present Address

Permanent Address
Deployed Country * [728]-South Sugzn v
Program Type * Support Programme A
Program * Heszlth Program b
Project * Integrated Community Case Ma] -
Department Hesalth -
Employee Level * 1 -
Designation Designation * Functional Designation *
(Cowsnty Organizer [D2B2] - County Organizer [FD245] -
Deployed Office™ [55400002] Rumbsk -
Supervisor” -

E)q:ecﬁed]oining DO-MM-YYYY

Date’

is Orientation Deploy Yes % Mo

Departure Date DO-MM- Y Y

Remarks

Deployment Document

Is Consclidated * Yes = Mo
Currency * MME L
Pay Group™ -
Grade™ I
Slab® -
Salary Strucure Type Amount Percentage
Total Amount * o
| Deploy | Back
Image: Deploy employee page
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iv. Employee Information and personal information will auto load from employee detail section.
V. User can edit pre-loaded Deploy Employee Information.
vi.  Select Supervisor of the employee from the dropdown. Available employee of that office
should be populated.
vii.  Enter expected Joining Date (DD-MM-YYYY) of the employee.
viii. Enter Remarks. (if any)
ix.  Click Browse button to attach related documents.
X. Enter salary detail information. Total salary will auto calculated based on the given values.
Xi. Enter ‘Effective From’ Date (DD-MM-YYYY) of the Salary
Xii. Click ‘Deploy’ Button to deploy the employee and a successfully employee deployed message
will appeared.
Xiii. Click on ‘Back’ button will take the user to the Deploy employee list page.
3.1.1.5 Deployed Employee List to Edit
i Please Select, HR ->Register ->Employee->Deployed Employee List to Edit; ‘Deployed
Employee list ' screen will appear.
ii. Employee list will show bellow on the basis of selected search criteria*. Criteria is given
bellow:
- Country
- Officeinfo
- Employee category
- Employee PIN
- Employee Name
- Employee Status
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Deployed Employee List to Edit

Country { Select Country T

Office Info

Employee Category | colcs Category- v

Employes PIN

Employee Ref PIN

Employee Name
Employee Status -Select Status- L

| Search

Employes Hame Pin No Employee Category Designation

Mr. TEST MILTON TWO 071000755 Contract Staff Project Assistznt

Wr. GOLAM SARVYAR. HR. DGM 72000007 Regular Staff Deputy Generzl Manager, HR.
Mr. KUNYA PHILIP 031002234 Cantract Staff IT Assistant

Mz, UWAMAHORD ROSETTE 161000025 Contract Staff Acoounts Officer

M, MWANAIDT NIYOMKURL 161000028 Contract Staff Branch Acountans

Ws. ORETHA MCHAY 111000250 Contract Staff Mznager,Finance & Accounts
Ms, MA SOE THINZAR LWIN 071000400 Cantract Staff Credit Officer

M. HTOO WAT YAN 071000361 Contract Staff Branch Manager

Wz, MAYILA KISABD MAGAMBO 0a1001509 Contract Staff Arza Accountant

Ms, AMODIN DOROTHY 031001435 Cantract Staff Credit Officer

Image: Deployed Employee list page

mim Update
12-06-2019 Edit
01-06-2019 Edit
26-09-2016 Edit
02-04-2019 Edit
02-04-2019 Edit
01-01-2015 Edi
26-06-2017 Edit
19-05-2019 Edit
13-07-2016 Edit
15.10-2014 Edi

iii.  Click ‘Edit’ Button from the list. ‘Deployed Employee List to Edit' screen will appear.

User Manual Version 1.0 Date 25/06/2019
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Deploy Employee

Employes Info

[071000795]- TEST MILTON TWO

Employee Category  Cortract Sezff

Father Name
Mother Hame
Blood Group

Prosent Address

Permanent Address

Deployed Country * | 104 Myzomar v
Program Type * Core Programme ¥
Program * Microfinance Program ¥
-
Praject Micrafinance Project -
%
Department Finance B Accounts -
%
Employee Leval o -
Designation  Designation * Functional Designation *
Droject Acsiztzet [D02] | Project Assizant [FDO20] | w
k3
Deployed Office™ yujucy] yanmer Couniry He! v
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Supervisor®

1A MYINT MIYINT SAN [071000|

Eupemed]oining

Date

12-06-2019

is Orientation Deploy

Departure Date

Remarks

Deployment Document

Is Consolidated * Yes * Ho

Currency * MME v

+
Pay Group Pay Group 2 -
Grade™ v

+
Slab P

Others 0.0

Others 0.0

Gross 18000.0 100

Tatal Amount * 18000
| Update | Back |

Image: Deployed Employee page

iv. Employee information, Personal Information will auto load from employee detail section.
V. Deploy Information and Salary detail information will auto populated from deploy section.
vi.  Click ‘Update' Button to update any changes
vii.  Click on ‘Back’ button will take the user to the Deployed Employee list page.
User Manual Version 1.0 Date 25/06/2019 Page 49 of 366

© Copyright 2019 BRAC IT Services Limited



3.1.1.6

Join After Deployment

i Please Select, HR ->Register ->Employee->Join after Deployment; ‘Join after Deployment list

'screen will

appear.

ii.  Employee list will show bellow on the basis of selected search criteria*. Criteria is given

bellow:

Join Employee
Country
Office Info
Employee Category
Employee PIN
Employee Ref PIN
Employee Hame
Employee Status

| Search |

Office info

Employee category

Employee PIN
Employee Ref PIN
Employee Name
Employee Status

i Select Country

-Salect Category-

-Select Stetus-

© Copyright 2019 BRAC IT Services Limited

Join  Employee Hame Fin No Employee Category Designation mam Co
Join Mr. TEST MILTOM TWO 071000755 Contract Staff Project Assistant 12-06-2019 [1a
Join Mr. GOLAM SARWAR HR DGM 72000007 Regular Staff Deputy General Manager, HR |01-06-2019 [1a
Join Ir. KLINYA PHILIP 031002234 Contract Staff IT Assiszant 26-05-2016 [=a
Join s, UMWAMAHORO ROSETTE 162000025 Contract Staff Accounts Officer 02-04-2019 &4
Join Iels, MWANAIDT NIYOMNKURL 161000028 Contract Staff Branch Accountant 02-04-2019 [=4
Join Ms, ORETHA MCKAY 111000250 Contract Staff Manzger, Finance B Accounts  |01-01-2015 [43
Join Ms, MA S0E THINZAR LWIN 071000400 Contract Staff Credit Officer 26-06-2017 [1a
Join Mr. HTOO WAT YAN 071000361 Contract Staff Branch Manager 19-05-2019 [1a
Join s, MAYILA KISABO MAGAMBD 061001509 Contract Staff Arza Accountant 13-07-2016 [83
Join Iels. AMODIN DOROTHY 031001435 Contract Staff Credit Officar 15-10-2014 [=a
3
& Page|t |of2 »= mi View 1 - 10 of 13
Image: Join employee list page
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* Employee list can show any combination of above search criteria)

iii. Click ‘Join’ Button from the list. ‘Join Employee ' screen will appear.
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Jovin Employes
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Vi.

Vii.
viii.

Xi.

3.1.1.7

Image: Join employee page

Employee information, Personal Information and Employee Contact Information will auto load
from employee detail section.

Deploy employee information and Salary detail information will auto populated from deploy
section.

Enter new employee join information. Expected date will auto populated from deployment
section.

Enter joining Date (DD-MM-YYYY) of the employee.

Enter Remark.(if any)

Click Browse button to attach related information.

Click ‘Join” Button to deploy the employee and a successfully Join employee message will
appeared.

Click on ‘Back’ button will take the user to the Join employee list page.

Joined Employee List to Edit

Please Select, HR ->Register ->Employee->Joined Employee List to Edit; ‘Edit Joined
Employee' screen will appear.

Employee list will show bellow on the basis of selected search criteria*. Criteria is given
bellow:

- Country

- Office info

- Employee category
- Employee PIN

- Employee Ref PIN
- Employee Name

- Employee Status

* Employee list can show any combination of above search criteria
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Joined Employee List to Edit

Country

Select Cauntry

Office Info

Employee Category

-Salect Catagory-

Employee PIN

Employes Ref PIN

Employes Hame

Employee Status

. Search |

-Select Status-

Employea Name Pin No Employee Category Designation JE:||Jn :::eg ate Edit
Mr. OTTO JAMES CKENY 3700600 Contract Staff Murse 08-05-2017 Edit
Mr. OCHEN SEBIT JACKS 3700593 Contract Staff Murse 08-05-2017 Edit
Mr. DENYA SUNDAY ANGELD 3700598 Contract Staff Murse 21-02-2017 Edit
Ms. SUNDAY ELIZABETH 3700597 Contract Staff Comnunity Crganizer 25-01-2017 Edit
Mr. DENNIS MULAMBA 3700596 Contract Staff Head of Emergency Response | 15-02-2017 Edit
Mr. WYUMA JULIUS BUYU EMILIO 3700551 Contract Staff Area Hezlth Coordinator 08-02-2016 Edit
Mr. TABAN MICHAEL ELIZED 3700550 Contract Staff Murse 01-04-2016 Edit
Mr, GABRIEL LUETH MAY O 3700584 Contract Staff Data Entry Operator 04-01-2016 Edit
Ms. JOKUDU CHARITY EMMANUEL 3700544 Contract Staff Manitoring Officar 20-06-2016 Edit
Mr. DADA MOSES FELLX 3700538 Contract Staff Program Organizer 01-04-2016 Edit
Image: Edit Joined Employee list page
iii.  Click ‘Edit’ Button from the list. ‘Joined Employee List to Edit' screen will appear.
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Update Join Employee

Employee Info  [3700600]- OTTO JAMES OKENY

Employee Category  Contract Staf

Father Name
Maother Name
Blood Group
Present Address
Permanent Address
Contact Name
Contact Address
Deployed Country [728]-South Sudan v
Program Type Support Programme ¥
Program Health Program ¥
Project RMMCH-UKAID b
Department Heszith

Employes Laval T

Dresignation Designation Functional Designation
Nurse [DZ10] Nurse [FD150]
Deployed Office [SS400008] Juba
Supervisor AHMED ISMATL JULLA [37005 ¥

Salary Details Information
Currency

Salary Structure Type Amount

Total Amount

MNew Employee Join Information

Expected Jaining Date 08-05-2017
Joining Date * 0B-05-2017
Remarks
P
Attachment
| Update  Back
Image: Edit Joined Employee page
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Vi.

vii.
viii.
iX.
X.
Xi.

Employee information, Personal Information and Emergency Contact Information will auto
load from employee detail section.

Deploy Information and Salary detail information will auto populated from deploy section.
Enter new employee join information. Expected date will auto populated from deployment
section.

Enter joining Date (DD-MM-YYYY) of the employee.

Enter Remark.(if any)

Click Browse button to attach related information.

Click ‘Update' Button to update any changes

Click on ‘Back’ button will take the user to the Joined Employee List to Edit page.

Redeployment of Employee

This part of the manual denotes the Redeployment related activities which is following-

e Employee Redeployment
e Join After Redeployment

Business Rule:

3.1.1.8

Xiv.

HR of recruiting office will deploy the Employee first for respective Office.

There should be option to set flight/departure date

As soon as HR will deploy the stuff, an email notification will be sent to Supervisor and HR of
destination office.

HR of sender and destination office should have a list of Employee Redeployment along with
the status: Redeployed. After Joining, this will be updated to 'Joined’

System should allow HR of Destination office to confirm the Employee Joining on earlier date
within the current month.

Job Description will be available at the time of Deployment (that has been given in Job
Description section of Employee Detail) but authorized user will be able to update it if
required.

Recruiting Office name, where Employee was registered will appear in Deploy screen, but
Deployment Office name must be selected for deploying that employee.

Actual Deployment date and time will be filled in by the HR of Joining office

Salary details of the corresponding Employee enter here.

Employee Redeployment

Please Select, HR ->Register ->Employee->Employee Redeployment; ‘Deploymentlist ' screen
will appear.

XV. Employee list will show bellow on the basis of selected search criteria*. Criteria is given
bellow:
- Country
- Office info
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Employee category
Employee PIN
Employee Ref PIN
Employee Name
Employee Status

* Employee list can show any combination of above search criteria

Employee Redeploy
Country | Select Country
OfficeInfo - oo
Employee Category  cala Carenney
Employes PIN
Emplayee Ref PIN
Employee Name
Employee Status -Select Status-
Serch

Employee Hame Pin No Category Designation Radeploy
Mr. BABUL DEBA MATH 0177043 Contract Staff Mznager, Poultry & Livestock Redeploy
Mr. MD SHAH ALAM TALUKDER. 0177041 Contract Staft Fund Manager-(GEC-T) Redepkoy
Mr. ATM TARIQUL [SLAM 0177040 Contract Staff Country Reoresentative Redeploy
Mr. EFREN LUBUGUIN 091330043 Contract Staft Country Lead Reaeploy
Mr. 5 M JALAL 0177020 Contract Staff Provincial Manager Redeploy
Mr. JNANCTTOR CHAKMA 0177027 Contract Staft Mznager, Poultry & Livestock Reaeploy
Mr. MD:, AHASANUL HAQUE 0177022 Contract Staff Production Officer Farm Redeploy
& Paget | Y View1-70f7
Image: Deployment list page
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XVi. Click ‘Redeploy’ Button from the list. ‘Redeployment ' screen will appear.
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Employee Redeploy
| Eplojeelformatin

Employee Info

Employee Category

[0177043]- BABLL DEBA NATH

Contract Stzff

Country

Program Type
Program

Project

Department

Level

Designation

Functional Designation
Office

Supervisor

Elq:ected]oining

Date

Departure Date

Remarks

Bengladzsh

Support Programme

[12]- BRAC Internationz| HO (D)
[BD-0001]- BRAC Internationzl HO (RD)
Agriculture, Livestock & Livelihood

VI

[D353]- Manzger, Poultry & Livestock
[FD344]- Marager, Poultry & Livestock
[BI]- BRAC Center, Bangladesh

M. A Saleoue

DO-MM-YY

DO-MM-YYYY

Country *
Program Type *
Program *
Praject *
Department *
Level *
Designation *

Functional I}Eiignaﬁog

i [050]-Bangladesh ¥i

Support Programme ¥
BRAC Intemations! HO (30) ¥
BRAC Internztionz! HO (BD) | »
Agriculture, Lvestock & Lvelia) v
Wl v
Manzger, Pou'try & Livestack [C =
WMznager, Pou'ry B Lvestocs [F =

[BI] BRAC Center, Bangladesh |

User Manual
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Redeployment
Document
Total Salary usD v
Salary Structure Salary Before Redeployment  Salary After Redeployment
Gross 0
Others ]
Total Salary 0

Leave balance * Days
Maternity  From  [DO-MM-VYY To [DD-MM-FrYY Tatzl
Paternity o [Do-MM-vry To  |DD-MM-YeYY Tzl

Used before transfer Yz Mo ®

Accommadation
Document

Relocation Leave o Doy To |[DD-MM-YYYY

Image: Employee Redeploy page

Xvii. Employee Information and personal information will auto load from employee detail section.
xviii. User can edit pre-loaded Deploy Employee Information.
xix.  Select Supervisor of the employee from the dropdown. Available employee of that office
should be populated.
XX. Enter expected Joining Date (DD-MM-YYYY) of the employee.

XXi. Enter Remarks. (if any)
xxii.  Click Browse button to attach related documents.
xxiii. Enter salary detail information. Total salary will auto calculated based on the given values.

XXiVv. Enter ‘Effective From’ Date (DD-MM-YYYY) of the Salary
XXV. Enter 'Leave Balance'; leave balance can allow decimal value

XXVi. Click ‘Redeploy’ Button to redeploy the employee and a successfully employee redeployed
message will appeared.
XXVii. Click on ‘Back’ button will take the user to the Redeploy employee list page.
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3.1.1.9 Join After Redeployment

Xii. Please Select, HR ->Register ->Employee->Join After Redeployment; ‘Join after
Redeployment list ' screen will appear.

xiii.  Employee list will show bellow on the basis of selected search criteria*. Criteria is given
bellow:
- Country
- Office info
- Employee category
- Employee PIN

- Employee Ref PIN
- Employee Name
- Employee Status

* Employee list can show any combination of above search criteria

Join Employee

‘Country Select Country v

Office Info e -

Employes Category Selzc Cat=gony- b
Employee PIN
Employee Ref PIN

Employee Hame

Employee Status -Select StEns- b
5L | Employ=e Hame Fin No Category Designation mam Join
[] Paget |of0 »» w1 | ¥ Mo records to view
Image: Join After Redeployment list page
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Xiv. Click “Join’ Button from the list. ‘Join Employee ' screen will appear.

x_:‘ LY s | Admin Welcome Farugue Ahmed (00

o
sbiClou&”
Register  Transfer Job Separation Grievance Payroll HR Letter Reports

Quick Access e
Join Employee

L

) Favorites | Employee Info  [061001110]- ELIZABETH MASAST
Employee Category Contract Staff
Show Employee Personal Information
Redeploy Employee Information
Country Tanzania Redeployed Country  Tanzania
Program Type  Core Programme Program Type  Core Programme
Program  [01]- Microfinance Program Program  [01]- Microfinance Program
Project  [TZ-0001]- Microfinance Project Project [TZ-0001]- Microfinance Project
Department Microfinance Department  Microfinance
Employee Level 1v Employee Level 1v
Designation  [D018]- Branch Manager Designation  [D018]- Branch Manager
Functional Designation  [FD017]- Branch Manager Functional Designation  [FD017]- Branch Manager
oOffice  [TZ500106]- Gelapu oOffice  [TZ500106]- Gelapu
Supervisor NABANOBA JANET Supervisor  Md. Fahimul Islam
» Favorites |
Salary Details Information
Salary Structure Salary Before Redeployment Salary After Redeployment
Currency BDT usb
Basic 99999.0 99999.0
Cost of leaving 88888.0 88888.0
Allowance(COLA)
Medical Allowance 77777.0 77777.0
Conveyance 66666.0 66666.0
Consolidated Salary 55555.0 55555.0
Other 44444.0 44444.0
Total Salary 433329.0 433329.0
New Employee Join Information * Invalid date
— {format, must be in ‘
Expected Joining Date  27-01-2016 {DD4MYYY format
Joining Date *
Remarks
Attachment
Browse
ool | 2
‘ ~Join | | Back ‘
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XV.

XVi.
XVii.
XViii.
XiX.
XX.

XXi.

XXii.

3.1.2

Image: Join After Redeployment page

Employee information, Personal Information and Employee Contact Information will auto load
from employee detail section.

Deploy employee information and Salary detail information will auto populated from deploy
section.

Enter new employee join information. Expected date will auto populated from deployment
section.

Enter joining Date (DD-MM-YYYY) of the employee.

Enter Remark.(if any)

Click Browse button to attach related information.

Click ‘Join” Button to deploy the employee and a successfully Join employee message will
appeared.

Click on ‘Back’ button will take the user to the Join employee list page.

Employee Management

This part of the manual denotes the Employee Management related activities which is following-

3.1.2.1

e Change Office

e Change Designation
e Bloc Employee

e Assign Office

e Search Employee

Change Office

Please Select, HR ->Register ->Employee Management-> Change Office
Change Office screen will appear.
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Change Employee Office

Fin Ho Search

Employee Name
Designation

Functional Designation

Current Office
Country Select country El
Office i
Change

Image: Change Office Page

ii. Enter PIN of the employee.

iii.  Click ‘Search’ button to Search information.

iv. Employee information will auto load based on the search employee.

v.  Select country from the dropdown. Available Country (created in Admin-> Country) should be
populated.

Vi. Select Office from the dropdown. Available Office (created in Admin->Office) should be
populated.

3.1.2.2 Change Designation

i. Please Select, HR ->Register ->Employee-> Change designation
Change designation screen will appear.
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Change Designation

Pin No

Employee Name
Designation
Functional Designation
Current Office

Employee Level

Employee Level Select level =]

Employee Designation Select Designation (=]

Functional Designation Select Designation (=]
Change

Image: Change Designation page

Click Search Button to search employee by employee PIN number.
All employee information will auto load based on the employee search.

Select Employee Level from the dropdown. Available Employee level (created in Admin->
Employee level) should be populated.
v.  Select Employee Designation and Functional Designation from the dropdown; Available
Projects (created in Admin->designation mapping) should be populated.
vi.  Click ‘Change’ Button to change employee designation and a successfully changed designation
message will appear.
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3.1.2.3 Block Employee

i Please Select, HR ->Register ->Employee-> Block employee
Block employee screen will appear.

Inactive Employee

Pin Mo search
Employes Hame
Designation
Functional Designation
Current Office
Job Status @ Resigned | ~) Terminated

Inactive

Image: Block Employee page

ii.  Click Search Button to search employee by employee PIN number.

iii.  All employee information will auto load based on the employee search

iv.  Select Job status by clicking Radio Button.

v.  Click ‘Inactive’ Button to Block employee and a successfully block employee message will
appeared.

3.1.2.4 Assign Office

i. Please Select, HR ->Register ->Employee Management-> Assign Office
Assign Office screen will appear.

Employee Office Mapping- requred

Pin No | Search

ii. Enter employee 'Pin No' and click 'Search’

* Office mapping list will show bellow on the basis of above search criteria.
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Employee Office Mapping

PinNo 015000022 | Search |

Employee Name [012000022] Md. Shahe Alam
Designation [D056] Head of HR & Training
Functional Designation [FD059] Head of HR & Training

Current Office [UGCHO] Uganda Country Office

[UG300001] Kampala + ~ 1 [UGCHO] Uganda Country Office -
[UG300002] Fortportal +

[UG300003] Iganga
[UG300004] Mukono
[UG300005] Gulu
[UG300006] Soroti
[UG400001] Kampala East
[UG400002] Iganga

o | s || || o oo

Moy Offe
Image: Block Employee page

3.1.2.5 Search Employee

i Please Select, HR ->Register ->Employee-> Search employee

Search employee screen will appear.
Search Employee

Country ! all Country [k
Office Info Office
e -
Employee PIN

Employee Ref. PIN

Employee Hame

| Search |
SL  Employee Mame Pin Mo Ref Pin Employee Status E’“""""‘f: Designation Office Info
Image: Search employee page
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ii. Employee list will show bellow on the basis of selected Search criteria*. Criteria is given
bellow:
- Country
- Officeinfo
- Employee PIN
- Employee Reference PIN
- Employee Name

3.1.3 Contract Renew

This part of the manual denotes the Contract renewal related activities which is following-
e New Contract Renewal
e Authorize Contract Renewal
e Contract renewal Order
e All Contract Renewal List

Business Rule:

e Authorized user will be able to create contract renewal Proposal for an Employee; Current
practice of BI-HR is that respective supervisor places the proposal manually to the designated
authority who will verify information with required documents. Then Respective Supervisor
will have to verify and accept the Transfer Proposal for further processing.

e Authorized user can create, update and delete a proposal.

e System will allow user to update/ delete the proposal until it’ll be accepted by next level.

e Only initiator can delete a proposal

e Based on Employee selection by PIN system will populate Employee Information

o PIN
o Name
o Proposal No
o Proposed By
o Expected Transfer Date
e Contract renewal information of current and destination office should be declared.

3.1.3.1 New Contract Renewal

i. Please Select, HR ->Register ->Contract Renewal-> New Contract Renewal
Renew Contractual Employee screen will appear.
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Renew Contractual Employee

Country  : select Country- Vi
Office X
Employee PIN *
Employee Info
Employee Name
Employee Category i
Program i
Department g =
— Functional Designation
Contract Expiry Date

Basic Information

Proposal No AUTO

Proposal Date 15-02-2015

Program Type * Select program type v
Program * -Select program- v
Project * v
Department * Select Department v

Category Category *

Select category v

Employee Level * Select level v
Designation Designation * Functional Designation *
v Select functional designa v

Renew Contract Info

Expiry Date * DD-MM-YYYY Extended For

Contract Renewal Related Paper
Browse

Image: Employee Contract Renewal proposal page

ii.  Select Country from the dropdown. Available Country (created in Admin->Country) should be
populated.
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iii.  Select Office from the dropdown. Available Office (created in Admin->Office) should be
populated.

iv. Select employee from the dropdown. Available employee of this office should be populated.

V. Employee information and Basic information will auto populated base on the employee

selection.
vi. Enter contract renewal information. Enter expiry date (DD-MM-YYYY) and extended for should
auto calculated.
vii.  Click Browse button to attach related information.
viii.  Click Renew Button and a successful renew message will appear.

3.1.3.2 Authorize Contract renewal

i. Please Select, HR ->Register ->Contract Renewal->Authorize Contract Renewal
Employee Contract Renew List to Create Order list' screen will appear.

Employee Contract Renew List

Employee Contract Renew Information

Proposal No Proposal Date Status MNew Expiry Date Name Level Designation
UGCHO-2014901 11-409-2014 MNew 12-12-2015 [031001253] TESTMALEEMP: 11T [D020] Credit Officer

Image: Employee Contract Renewal list page

ii.  Click on Proposal Number ‘Contract Renewal Forward proposal ' screen will appear.
iii. Forward process same as transfer proposal forward process. (Go to Error! Reference source
ot found. Section).

3.1.3.3 Contract Renewal Order

i. Please Select, HR ->Register ->Contract Renewal-> Contract renewal Order
Employee Contract Renew List to Create Order list' screen will appear.
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Employee Contract Renew List To Create Order

Country | _select Country- wvi
Office v
Employee PIN
| search
Proposal No Proposal Date Employee Info istatns Project Department De

Image: Contract Renewal Order

ii.  Click on Proposal Number ‘Contract Renewal Authorize proposal ' screen will appear.
iii.  Authorize process same as transfer proposal Authorize proposal process.
iv. Recommend and approval process same as the transfer authorizes section.

3.1.3.4 Associated Contract Renewal List

i Please Select, HR ->Register ->Contract Renewal-> Associated Contract Renewal List,

Associated Contract Renewal list' screen will appear.

Associated Contract Renewal List

Associated Contract Renewal Searching Form

Country -All Country- v
Office =
Employee PIN
m > WV
FromDate |0 0 vyvvy ’ ToDate  [pn ju-vyyy

- Search

Associated Employee Contract Renew

Proposal No Proposal Date  Country Employee Info Status Project Departmen’

BI-2016101 15-01-2016 [050]Bangladesh | [011000055)- QARASHED  OnPropossl | [BD-0002)- BRAC Bangladesh PR & Commu
RETESTING ONE HR

BI-2016102 15-01-2016 [050]Banglzdesh | [011000054]- QA RASHED | Order Genersted |[ED-0002)- BRAC Banglzdesh | Internal Audt
RETESTING HR

Image: Contract Renewal Order
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ii. Click on any 'Proposal No'; select the link, Employee Contract Renew Result View screen will
appear.
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Employee Contract Renew Result View

Employee Name [011000054]- QA RASHED HR
Program Type Support Programme
Employee Category  Contract Staff Employee Level x
Program  [12]- BRAC International HO (BD) Project [ED-0002]- BRAC Bangladesh
Department Internal Aud#t Employee Office [B1]- BRAC Center, Bangladesh
Designation [D0s3]- Junior Financial Anahyst Functional Designation [FDOS6]- Junior Financial Anahyst
Joining Date 01-01-2015 Current Office Joining Date 01-01-2015

Current Country  01-01-2015
Joining Date

Contract Renew Information

Proposal No BI-2016102
Proposal Date 15-01-2016
Previous Expiry date 01-01-2017 MNew Expiry date  02-01-2018
Extended For Months Days
12 1
ract Renewal Renewal of contract Relsted
Related Paper Supporting Documents

Coowvriaht & BRAC International 2016

Payment Information

Salary Structure Current HNew

Currency *

Basic  10000.0 10000.0
Cost of leaving  2000.0 2000.0
Allowance(COLA)
Medical Allowance 1000.0 1000.0
Conveyance  2000.0 2000.0
Consolidated Salary  5000.0 5000.0
Other 0.0 o.0
Total Amount  20000.0 20000.0
sthorization Trail iate Staff
Type Status Actor Action Taken By Date
Proposal Authorised Country Humsn Rescurce | [0034362]- Farug 15-01-2016

Execut

Comments: qurertyjk

Propossl Autho Country Representat

15-01-2016

Comments: dfghij.

Country Head of [00343562]- Farugue Ahmsad

P 1
oo Accounts [FD0O03]- Executive Director

15-01-2016

Comments: ertyu

343623 = Ahme
Egog.;s:z Farugu med P———

Recommendstion Authorised Director Finance sl Sl e

Comments: etyu

[0154028]- Tasrin Jashan
Anchor [FD230]- Team leader,HR-Nevr project & 15-01-2016
Systems

Recommendsation Authoris:

Comments: Authorize

0

[0038570]- Md. Rafiqul Islam

= e = A
Recom ndation nchor [FD221]- Manager,IT

15-01-2016

[0000223]- SHIBE NARAYAN KAIRY

Recommendation CPO BRAC International 15-01-2016

[FD215]- Chief Financial Officer
Comments: wartyu
Not § i [0150044
A wal =cutive Director, -o01-
- aaiaon Required Exectire Dirscton BRAC: | ehoarl Monitodng Leadl FSas=oars
[0154135]- Md. Fahimul Islam

Executive Director, BRAC

Approval

Team Leader, Learning & 15-01-2016
Development

Comments: kjnhk
Employee Contract Renewal Order Information
Order No  B1-2015101

Order Date 15-01-2016

Order No File ot

Image: Contract Renewal Result view page
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3.1.3.5 All Contract Renewal List

iii. Please Select, HR ->Register ->Contract Renewal->All Contract Renewal List,
All Contract Renewal list' screen will appear.
iv.  Click on Proposal Number ‘Contract renewal order ' screen will appear.

Employee Contract Renew Proposal

EmM oy CHTLr3 =n Propocal Enformatio

Category Corrac Sl

Proposal RO ECH0-Z004S0F

Propocal Dote 1 0-05-2004

Status  Aporoees

Cwrrent Explry Date  17-17-3005

Few Explry Date  13-17-7005

IExcte=nadesd (O IMoTth 1200

Propoced Employss 0C 1001253 TEST EMPLOVES

Current Designation  [DOZ0]- Crecit Cefosr Ne=we Deslgration DOE0 Crecit OfMoer
Funcilonal Declgnation [FODO1S]- Crecit Oefosr Fb=wy Funcitbonal Desigratbon FDOLS Creclit Offlioes
Curresnt Lewel 171 Ml Ll D00 Ol Offcer
Current Frogram  [01]- Mioofnanos Program [Ne=we Program Ol Mirofirence Program
Cument Project  [UG-00001]- Micrciinamos Froged Fewe Pnod scit WhE-000 1 Mionofinemnce Projec

Fropoeed By (02 000000F] ~ BUSINGE DaNIEL

Salary Structurs Current e
B3 O [=]
Hous= R=nt O [=]
M=dical Allveesncs D o
Comwanos 0 o
Totsl Amount O o
Typ= Srati Dt Authority oMLt
R ooemimeaimcie o Doz 11-0s-Z0 0+ -j_-_:-'-_-'-"_ﬂx':l_:;:':,__x_ o
Foprona Done 11-0%-2014 ”‘;2&- I o
[Emall To I
Garerated Onder

Image: Employee Contract Renewal propsal page

V. Enter ‘Email To’ to send email
vi. Click ‘Generate Order’ button to generate contract renewal order and a successful order
generation message will appear.
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3.1.4 Employee Personal File

3.1.4.1 Employee Personal File
This part of the manual denotes the Employee Personal file related activities which is following-

e Employee Document Upload

e Edit Employee Document Upload

e Remove Employee Document Upload
e Employee Personal File

e Personal File Access Control

e Pending Access Control List

e HR Personal File Access Control

e Edit Personal File Access Control

Business Rule:
- Authorized HR will provide access control to the requested personnel to access employee
personal file
- There should be option to approved/reject/edit personal file access control request
- There should be option to add/update/delete employee document upload

3.1.4.2 Employee Document Upload

i Please Select, HR ->Register ->Employee Personal File -> Employee Document Upload;
‘Employee Document Upload' screen will appear.

Employee Document Upload

Create Employee Document Upload

o % 4* Required
meat Categon 1* Invalid date ‘
{format, must be in ‘
Sub Category * DD-MM-YYYY format
Upload Date * DD-MM-YYYY
Add Employee
Employee Info * 7)) . Add

Employee Name Designation Project Remove
[0000001]- SIR FAZLE HASAN ABED [D001]- Chairperson [BD-0002]- BRAC Bangladesh @

mentUplaad & Data Validation

docs.docx

Remove
Browse
~ Upload
Image: Employee Document Upload page
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ii. Under 'Create Employee Document Upload' section- enter Document Category, Sub
Category and Upload Date

iii. Enter 'Add' employee under Add employee section

iv.  Click Browse button to upload related information.

v.  Click ‘Upload' Button to upload any documents

3.1.4.3 Employee Document Upload List for Edit

i Please Select, HR ->Register ->Employee Personal File -> Edit Employee Document Upload;
‘Employee Document Upload List For Edit ‘screen will appear.

Employee Document Upload List For Edit

Edit Employee Document Upload

Document Cetegory =
Sub Category v
Employee Pin
Upload Date DD-MM-YYYY
 Search ‘
Show 10 | v entries Search:
Edit Document Document Sub = " _ o . ~ Document
e s Employee Name ¢ OfficeInfo ¢ Project Info ¢ Designation | bate s
I]- BRAC :
: 2 ’ [0154028] TASRIN B [BD-0001]- BRAC [D265] Senior
Edit | Appointment Appointment letter JAHAN Center, International HO (BD) | Software Engineer-I 01-01-2016
Bangladesh
Edit e intment lette [0003302] MD. ABUL (I:B H't:RAC [BD-0001]- BRAC [D268] Programme 01-01-2016
£ Apedninen Appointmentletter s eMmMozumDER | CENtEN International HO (BD)  Coordinator
Bangladesh
Image: Employee Document Upload List For Edit list page
ii.  Click 'Edit' link from the list. 'Edit Employee Document Upload' screen will appear.
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Edit Employee Document Upload

Employee Information

Employee Info  [0154028] TASRIN JAHAN

Designation  [D265] Senior Software Engineer-1
ProjectInfo  [BD-0001]- BRAC International HO (BD)

Office Info  [B1]- BRAC Center, Bangladesh

Edit Employee Document Upload
Document Cetegory * 4 iniment i
Sub Category * 4 ment etter =

UploadDate* 1919915

Document Upload  Appointment [etter

CEit  BackTolist

Image: Employee Document Upload List For Edit page

iii. Employee Information and Employee Document Upload information will auto upload from
employee info.
iv. Document Category, Sub Category and Upload Date field's are editable.

V. 'Document Upload' field shows read-only mode

vi.  Click 'Edit' button to update any changes
vii.  Click on ‘Back To List’ button will take the user to the 'Edit Employee Document Upload' page.
User Manual Version 1.0 Date 25/06/2019 Page 77 of 366

© Copyright 2019 BRAC IT Services Limited



3.1.4.4 Remove Employee Document Upload

i. Please Select, HR ->Register ->Employee Personal File ->Remove Employee Document
Upload; ‘Remove Employee Document Upload ‘screen will appear.

Employee Doc

ument Upload List For Remove

Remove Employee Document Upload

Document Cetegory
Sub Category
Employee Pin
Upload Date
. Search
Show 10 | v entries

Remove Document

A A

¢ Category ¢

Remove Appointment

Remove Appointment

Search:
Categ";:lv‘t S“bA Employee Name ¢ OfficeInfo ¢ Project Info ¢ Designation ¢
¢

et [0154028] TASRIN ([:B:r]]-t:rRAc [BD-0001]- BRAC [D265] Senior

PP JAHAN Banglaéie = International HO (BD) | Software Engineer-I

-BRAC
4 [0003902] MD. ABUL [E1] [BD-0001]- BRAC [D268] Programme

Appointmentletter | s o\ M MOZUMDER ;::;Ede - International HO (BD) | Coordinator

Image: Remove Employee Document Upload list page

Docuamnt
Date ¢

01-01-2016

01-01-2016

ii.  Click 'Remove' link from the list. 'Remove Employee Document Upload' screen will appear.
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Remove Employee Document Upload
Employee Information

Employee Info [0154028] TASRIN JAHAN
Designation [D265] Senior Software Engineer-1
ProjectInfo  [BD-0001]- BRAC International HO (BD)

Office Info [BI]- BRAC Center, Bangladesh

Remove Employee Document Upload

Document Cetegory Appointment
Sub Category  Appointment letter
Upload Date  01-01-2016

Document Upload Appointment letter

. Backtolist |

Image: Remove Employee Document Upload page

iii. Employee Information and Employee Document Upload information will auto upload from
employee info and all the fields appears with red-only mode.

iv.  Click 'Remove' button to remove uploaded documents

v.  Click on ‘Back To List’ button will take the user to the 'Remove Employee Document Upload'
list page.

3.1.4.5 Employee Personal File

i Please Select, HR ->Register ->Employee Personal File ->Employee Personal File ‘Employee
Personal File ‘screen will appear.
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Employee Document Detail Information

Employee Search

Search Employee | e

| KAZI SAVILI RAHMAN [01100005

. JSAMIUR RAHMAN [011000057)

| KAZI MOSHARROF HOSSAIN [0£1000058 |

Logged in country office employees searched from the search button in all sections,

ii.  Search employee from drop-down list box. 'Employee Document Detail Information' page will
appear. All Contract Renewal, Transfer, Grievance and Job Separation related information you
can see under 'Employee Information' tab
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Employee Document Detail Information

wanr.
Employee Search

Search Employee

KAZI SAMIUR RAHMAN [0110001 v

- e

Logged in country office employees can be written in the box and the rest of the employees can be searched from the search button in all sections.

Employee Detail Information

Employee Document Detail Information

Mr. KAZI SAMIUR RAHMAN
(011000057)

Project

Emergency nutrition (Unicef)
Department

HR &Training

Emplovee Categorv
Contract Staff

Level

XI

Designation

Executive Director
Functional Designation
Executive Director
Joining Date
21-01-2016

Supervisor

Mr. MOU MAJAK [3700298]
Current Office

[5540000 1] -Torit

Job Status

Active

Date of Birth
08-02-1981

Gender

Male

Mobile

Email

abc@yahoo.com

H’ Employee Information B Employee Documents _

Contract Renewal List

Contract Renew List

Z Duration of
Effective  Contract  Contract 5
Letter Issue Date Date StartDate  End Date Contract(In  Office Program Project
Month)
Page|1 |of0 »> mi No records to view

Transfer List

Transfer Info List

Effective

Letter IssueDate OrderDate OrderNo Date Type From Country To Country From Office
21-01-2016 BI-2016101  21-01-2016 (Transfer [050] Bangladesh [728] South Sudan [BI] BRAC Center,
Bangladesh
< >
Page 1 |of1 View 1-10of 1

Grievance List

Grievance Info List

Title Date File Date Action Type Action Date  Office Project Depart

KSR 01-01-2016 21-01-2016  Terminate 21-01-2016 [55400001] Torit [55-0013] Emergency  HR &Trz
nutrition (Unicef)

< >

Page 1 |of1 View 1-10of 1

Separation Info

Separation Info

Tentative Last  Last Working

Letter  Issue Date Working Date Date Separation Type Order No Order Date Effective Date
Page't |of0 »> »1 No records to view
Coovricht ® BRAC International 2016
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Image: Employee Personal File information page

iii. Click on 'Employee Documents' tab and you will see different types of documents in the list.

B¥Enmlovveelnﬁamaﬁon " Employee Documents : ]

Employee Document

Document Cetegory -
Sub Category s
Search
Show 10 |v  entries Search:
Document Category < Sub Category < Date < File <
Transfer Approved Transfer Proposal 21-01-2016 Download
Transfer Join After Transfer 21-01-2016 Download

Showing 1 to 2 of 2 entries

Image: Employee Personal File documents listpage

iv. Employee Document list will show bellow on the basis of selected search criteria*. Criteria is
given bellow:

- Document Category
- Sub Category

* Employee Document list can show any combination of above search criteria
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3.1.4.6 Personal File Access Control

i Please Select, HR ->Register ->Employee Personal File ->Personal File Access Control, ‘Create
Employee Personal File Access Control ‘screen will appear.

Create Employee Personal File Access Request

Country® ¢ Select Country vi
Available Project Department
® project () Department

Collapse All | Expand All | Select All | Unselect Al

Office Info N

From Level * = To Level * Z

Add Employee
Employee Info ! | Add |
Employee Name Designation ‘ Project Remove
From Date * DDMM-YYYY To Date * DDMM-YYYY
Reason Maximum 2000 charactel

|

Image: Create Employee Personal File Access Control

ii.  Select Country from the 'Country' drop-down list
iii.  Select 'Project' and 'Department' under available project department section if required
iv.  Select 'Office Info', 'From Level' and 'To Level' from drop-down list if required

V. 'Add' employee from drop-down list
vi. Enter 'From Date' and 'To Date'
vii. Enter Remark.(if any)
viii.  Click 'Access Request' button to get access for that employee personal file
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ix. Click 'Reset' button to clear the existing data.
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3.1.4.7

Pending Request List

Please Select, HR ->Register ->Employee Personal File ->Pending Access Control List, ‘Pending

Requested List ‘screen will appear.
'Pending Request list' will show bellow on the basis of selected search criteria*. Criteria is

given bellow:
- Country
- Office Info
- Employee PIN

* Pending Request list can show any combination of above search criteria

Pending Requested List

Pending Requested List

Country Select Country v
Office Info Select Office o
Employee PIN

Show 10 | v entries Search:

¢  Country ¢ Office ¢ Employee ¢ Level ¢ Project ¢ Department & Status ¢ FromDate ¢ ToDate ¢

Essential
Select | [728]-South Sudan o] L X1V Health Care | HR &Training PENDING | 21-01-2016 21-01-2017
Rumbek Kashfia Rahman (BRAC USA)

Image: Pending Requested List page

Click 'Select' link from the list. 'Approve Employee Personal File Access Request' screen will

appear.
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Approve Employee Personal File Access Request

Employee Detail Information

Employee Name  KASHFIA RAHMAN

Pin 0150051 Employee Category Contract Staff
Program  [12]-BRAC International HO (ED) Employee Level X1V
Project  [S5-0002]- Essential Health Care (BRAC USA) Designation  [D003]- Executive Director
Current Office  [SS400002]- Rumbek Functional Designation  [FD003]- Executive Director

Department HR &Training

Country* [050]-Bangladesh Y
Available Project Department
® project () Department

-0 [BD-0001] BRAC International HO (BD) (1o
; | Internal Audit

Finance & Accounts

HR &Training

Monitoring & Review

PR & Communication

Information Technology

Procurement, Logistics & Transport

Research and Development

Microfinance

Health & Nutrition vi

OOoOoOoOoooooo

Collapse All | Expand All | Select All | Unselect All

Office Info v
From Level * = To Level * =
Add Employee
Employee Info =
Employee Name Designation Project Remove
[011000057)- KAZI SAMIUR | [D003]- Executive Director [55-0013]- Emergency nutrition | &)
RAHMAN {Unicef)
FromDate™ 51417015 ToDate® 51012017
Remarks 2000 character
Approve ‘ Back to list

Image: Approve Employee Personal File Access Request page

iv. Employee Detail Information and Available Project Depart will auto load
V. Enter 'From Date' and 'To Date' for the access control duration
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vi. Enter 'Remarks' (if any)
vii. Click 'Approve' button to approve the request
viii. Click on ‘Back to List’ button will take the user to the 'Pending Request list' page.

3.1.4.8 Personal File Access Control by HR

i Please Select, HR ->Register ->Employee Personal File ->Personal File Access Control by HR,
‘Personal File Access Control by HR' screen will appear.

Create Employee Personal File Access By HR

Create Employee Personal File Access By HR

Employee Info * lé |
Country™* Select Country v
Available Project Department
® Project () Department

Collapse All | Expand All | Select All | Unselect All

Office Info =
From Level * - s =
Add Employee
o EEEE . &)
Employee Name Designation Project REmove
From Date * DD-MM-YYYY Yo Date * DDMMYYYY
Remarks Maximum 2000 character
. Save  Reset

Image: Personal File Access Control by HR page
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ii. Select Country from the 'Country' drop-down list
iii. Select 'Project' and 'Department' under available project department section if required
iv. Select 'Office Info', 'From Level' and 'To Level' from drop-down list if required

V. 'Add' employee from drop-down list
vi. Enter 'From Date' and 'To Date'
vii. Enter Remark.(if any)
viii.  Click 'Access Request' button to get access for that employee personal file

ix.  Click 'Reset' button to clear the existing data.

3.1.4.9 Edit Access Control by HR

i Please Select, HR ->Register ->Employee Personal File ->Edit Access Control By HR, ‘Edit
Access Control By HR' screen will appear.
ii. 'Edit Access Control by HR' will show bellow on the basis of selected search criteria*. Criteria
is given bellow:
- Country
- Office Info
- Employee PIN

* Edit Access Control By HRlist can show any combination of above search criteria

Approved Employee List

Country Select Country v

Office Info

v

Employee PIN 0150051

 Search \
Show TTentris Search:
2 | Country 2 Office s Employee % Level £ Project & De’”"""e"tc Status 2 F'““Datec To Date 2
Essential
Select g?:;;’s"“th [Risn‘:gzl' '[g;msghmn XV ?:::'(‘:ca'e HR & Training | APPROVED | 21-01-2016 | 21-01-2017
USA)

Image: Edit Access Control By HR page

iii.  Click 'Select' link from the list. 'Approve Employee Personal File Access Request' screen will
appear.
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Edit Approved Employee Personal File Access Request

Employee Name KASHFIA RAHMAN

Pin 0150051 Employee Category  Contract Staff
Program  [12]- BRAC International HO (BD) Employee Level x1v
Project [SS-0002]- Essential Health Care (BRAC USA) Designation  [D003]- Executive Director
Current Office  [S5400002]- Rumbek Functional Designation  [FD003]- Exscutive Director

Department HR & Training

Country®™ | [050]-Bangladssh vi

Available Project Department

(@ Project () Department

--0 [BD-0001] BRAC International HO (BD) A
Internal Audit

Finance & Accounts

HR & Training

Monitoring & Review

PR & Communication

Information Technology

Procurement, Logistics & Transport

O0o0o0o0

O

Research and Development
Microfinance
Heaith & Nutrition v

[

e .

Collapse All | Expand All | Select All | Unsslect All
Office Info <

From Level *

Employee Name Designation Project Remove
[0000223]- SHIE NARAYAN | [D002]- Chief Financial Officer [BD-0002]- BRAC Bangladesh | (@)
KAIRY

From Date * 21-01-2016 To Date * 21-01-2017

Remarks Maximum 2000 character

. Update | Back tolist

Image: Edit Approved Employee Personal File Access Request page

iv. Employee Detail Information and Available Project Depart will auto load
V. Enter 'From Date' and 'To Date' for the access control duration
vi. Enter 'Remarks' (if any)
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vii. Click 'Update' button if any changes required
viii. Click on ‘Back To List’ button will take the user to the 'Edit Access Control By HR' page.
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3.2 Transfer

This part of the manual denotes the Transfer related activities which is following

New Proposal
Transfer Authorization
Transfer Order
o Create Transfer Order
o Revise Transfer Order
o Cancel Transfer Order
Charge Handover
Country Settlement
Join After Deployment
o Releasing Office JAT
o Receiving Office JAT

Associated Transfer Proposal List

All Transfer List

Business Rule:
Authorized user will be able to create Transfer Proposal for an Employee; Current practice of
BI-HR is that respective supervisor places the proposal manually to the designated authority
who will verify information with required documents. Then Respective Supervisor will have to
verify and accept the Transfer Proposal for further processing.

Required documents will have to be uploaded while creating Transfer Proposal, i.e. Charge
Handover (considering program) and Transfer form.

Authorized user can create, update and delete a proposal.

System will allow user to update/ delete the proposal until it’ll be accepted by next level.
Only initiator can delete a proposal

Based on Employee selection by PIN system will populate Employee Information

o PIN

o Name

o Proposal No
o Proposed By

o Expected Transfer Date
Transfer information of current and destination office should be declared.
Regular/ Contractual stuffs are allowed for Transfer(from one station to another station,
even inside the country or outside the country)
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3.2.1 New Proposal

i. Please Select, HR ->Transfer ->New proposal; ‘Transfer New proposal ' screen will appear.
Employee Transfer Proposal

Employee Transfer Proposal Info

Proposal No AUTO

Proposal Date  93-02-2015 |* Requirad
Proposed Employee * ‘Z’ \
Current Office
Current Level
Designation  Current Designation Current Functional Designation
Last Transfer Date
Proposal Type * (@ Transfer (O) Deputation () Secondment () Transfer (End of Deputation/Secondment)
Country * [050]-Bangladesh v
Program Type * -Select Program Type- v
New Program * Select New Program v
New Project * v
New Department™ Select Department v
Proposed Office * v
New Country Level * Select level v
Designati New Designation * New Functional Designation *

-Select Functional Designati +

Applied By Employee  — yec g) no
Remarks®
Transfer Evaluation
Form Browse
Create '

Image: Employee Transfer Proposal page

ii. Proposal Number and Proposal Date will auto populated.

iii. Search employee to make transfer proposal.

iv.  Current office, current level, Designation and last transfer date (if any) will auto populated
based on the employee search.

v. Select Transfer Type by selecting Radio button either ‘Deputation’, ‘Secondment’ or
‘Transfer(End of Deputation/Secondment)’
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vi. Select program Type from the dropdown. Available Program type (created in Admin-
>Program type) should be populated.

vii. Select new program from the dropdown. Available New program (created in Admin-
>Program) should be populated.
viii.  Select proposed office from the dropdown. Available New proposed office (created in Admin-

>Office) should be populated.

ix.  Select New Level from the dropdown. Available New Level (created in Admin->Employee
Level) should be populated.

Xx.  Select Employee New Designation and Functional Designation from the dropdown; Available
Projects (created in Admin->designation mapping) should be populated.

xi.  Select Country from the dropdown.
xii.  Checked Applied by Employee or not.
Xiii. Enter remark.(if any)

xiv.  Click Browse button to attach related documents
xv.  Click ‘Create’ button to save Transfer proposal and a successfully Join employee message will
appeared.

3.2.2 Transfer Authorization

Recommendation process

i Please Select, HR ->Transfer -> Transfer Authorization Link; ‘Transfer Proposal list ' screen will
appear¥*.

Employee Deputation/Transfer Proposal List

Employee Deputation/Transfer Proposal List

Current New
Proposal No Proposal Date Type Status Employee Info Designation Designation
UGCHO-2014901 09-09-2014 TRANSFER New 031001253 TEST D020 Credit Officer D020 Credit Officer

EMPLOYEE

Image: Employee Transfer Authorized list page

ﬁ (* Only Authorized user can recommend the Transfer Proposal. This is created in Admin-> Table of

Authority)

ii.  Click on Proposal Number ‘Transfer Authorized proposal ' screen will appear.
iii. All information regarding Transfer proposal will auto load.
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Employee transfer proposal

Employee transfer proposal info

Proposal No

Proposal Type

Status

Proposed Employee
Current Office
Current Designation
Functional Designation
Current Level

Current Program

UGCHO-2014501

Transfer

Proposed

[031001253]- TEST MALE EMPLOYEE
Uganda Country Office (UGCHO)
Credit Officer

Credit Officer

m

[01]- Microfinance Program

Proposed Office

New Designation

New Functional Designation
New Level

New Program

Kampala (UG300001)
Credit Officer

Credit Officer

I

[01]-Microfinance Program

Current Project  [UG-0001]- Microfinance Project New Project [UG-0001]-Microfinance Project
Applied By Employee NO
Proposed By [031000002]- BUSINGE DANIEL
Remarks
Attach t  No Attach .
Type Status Date Authority Comments
- AT YA T Onenarach Jimmy
Recommendation Panding [DO035] Accounts Officer
Comments = |
Recommended = Request For Modification =~ Rejected = Gotolist

Image: Employee Transfer Authorized page (For Recommendation)

iv.  Authorized user can comment based on the transfer proposal.
v.  Click ‘Recommended’ button to recommend the Transfer Proposal for approval process. An
alert message will appear to recommend the transfer proposal. User can cancel the operation.

A successful recommend message will show.

A Are you sure Recommended this Transfer Proposal
for Approval?,
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vi. Click ‘Request for Modification’ Button to back the transfer proposal to propose of the transfer
proposal. An alert message will appear to request for modification of the transfer proposal.
User can cancel the operation.

A Ars you sure Request this Transfer Proposal For
Modification?.

vii.  Click ‘Reject’ Button to reject the transfer proposal. An alert message will appear to reject the
transfer proposal and after delete action it goes back to list page.

A These transfer proposal will be permanently
deleted and canncot be recoverad. Are you sure to
reject at it.?

viii.  Click ‘Go to List’ button to go back user in the list page.

Approval process

i Please Select, HR ->Transfer ->New Proposal->Authorized proposal Link; ‘Transfer Authorize
proposal list ' screen will appear®.( same page as recommendation section)
ii. (* Only Authorized user can approve the Transfer Proposal. This is created in Admin-> Table
of Authority)
iii.  Click on Proposal Number ‘Transfer Authorized proposal ' screen will appear.
iv.  Allinformation regarding Transfer proposal will auto load.
v.  Authorized user can comment based on the transfer proposal.
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Employee transfer proposal

Proposal No  UGCHO-2014501

Proposal Type  Transfer
Status Recommended
Proposed Employee  [031001253]- TEST MALE EMPLOYEE
Current Office  Uganda Country Office (UGCHO) Proposed Office Kampala (UG300001)
Current Designation  Credit Officer New Designation Credit Officer
Functional Designation  Credit Officer New Functional Designation  Credit Officer
Current Level 111 New Level m
Current Program  [01]- Microfinance Program New Program [01]-Microfinance Program
Current Project  [UG-0001]- Microfinance Project New Project [UG-0001]-Microfinance Project
Applied By Employee  NO
Proposed By  [031000002]- BUSINGE DANIEL
Remarks
Attachment o Attachment
Type Status Date Authority Comments
Recommendation Done 10-039-2014 F&?SHZCCECL:QYMC B ok
i % X Matovu Abdul Azizi
APPSR Pending [D052] IT Support Staff
Comments * |
 Approved “, Request For Clarification 71% Rejected \ Go to List
Image: Employee Transfer Authorized page (For Approval)
vi. Click ‘Approved’ button to approve the Transfer Proposal for approval process. An alert

message will appear to approve the transfer proposal. User can cancel the operation. A
successful recommend message will show.
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Vii.

viii.

iX.

3.23

A Are you sure Approved this Transfer Proposal for
Generate Transfer Order 7.

Click ‘Request for Clarification’ Button to back the transfer proposal to recommender of the
transfer proposal. An alert message will appear to request for Clarification of the transfer

proposal. User can cancel the operation.

A Are you sure Request this Transfer Proposal For
Clarification?.

l. Request For Clarification y |- W: ‘

Click ‘Reject’ Button to reject the transfer proposal. An alert message will appear to reject the

transfer proposal and after delete action it goes back to list page.

A These transfer proposal will be permanenthy
deleted and cannot be recoverad. Are you sure to
reject at .7

Click ‘Go to List’ button to go back user in the list page.

Transfer Order

This part of the manual denotes the Transfer Order related activities which is following-

e Create Transfer Order
e Revise Transfer Order
e Cancel Transfer Order
e Update Transfer Order
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3.2.3.1 Create Transfer Order

i Please Select, HR ->Transfer ->Transfer Order-> Create Transfer Order
Transfer Order list screen will appear.

Deputation/Transfer Order

Country

-Select Country-

Office

Employee PIN

; Search

Employee Deputation/Transfer Proposal List

Pr 1 No Pr I Date Type Status Employee Info Current Project New Project
BI-2015103 07-07-2033 TRANSFER Approved [012000028]- Abdullah [BD-0003]- BRAC [UG-0001]- Microfi
o o o Al Murad Chowdury Bangladesh Project
BI-2015102 07-07-2033 TRANSFER Approved [03] [012000028]- Abdullah Al Murad Chowdury Fooo4]- SEP
B
< >
Page 1 of 1 10

Vview 1-2of 2

Image: Employee Transfer Order list page

ii.  Click on Proposal Number ‘Transfer Order ' screen will appear.
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Employee Transfer Order

Order No

Proposal No
Proposal Date
Proposed Employes
Current Office
Current Level

Designation

Last Transfer Date

AUTO

UGCHO-2014501

10-05-2014

TEST MALE EMPLOYEE [021001252]

Uganda Country Office (UGCHO)

III

Current Designation

Current Functional Designation

Credit Officer

Credit Officer

Program Type © Core Programme | ==
New Program © Select New Program =1
New Project * <
Proposed Office © [UG3200001] Kampalz =
New Level * I =1
Designation New Designation * MNew Functional Designation *
[D020] Credit Officer - Credit Officer =]
Is Charge Handover ™]
Required T
Remarks
Attachment
Browse
Email To

Image: Employee Transfer Order page

All information regarding Transfer proposal will auto load. Some of the information can be
editable by the user.

iv.  Check is charge Handover required or not.
V. Enter remark.(if any)
vi. Click Browse button to attach related information.
vii. Enter ‘Email To’ to email send.
viii Click ‘Create’ button to create the transfer order and a successful transfer order generated
message will appear.
3.2.3.2 Revise Transfer Order
i Please Select, HR ->Transfer ->Transfer Order-> Revise Transfer Order
Revise Transfer Order list screen will appear.
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Revise Transfer Order List

Country i Select Country- Vi

Office -~

Employee PIN

| Search
Revise Transfer Order List
Proposal ‘
Order No D:::e Type Status | Employee Info Current Project New Proje
2} Page 1 of 0 »> »1 10 |y No records to view

Image: Revise Transfer Order list Page
ii.  Click on Proposal Number ‘Revise Transfer Order' screen will appear.

Review Transfer Order

Review Transfer Order

Order No UGCHO-2014901
Order Date 10-09-2014
Proposed Employes TEST MALE EMPLOYEE [031001253]
Current Office Uganda Country Office (UGCHO)
Current Lewel = (o)
Designation Current Designation Current Functional Designation

Credit Officer Credit Officer

Last Transfer Date

New Progran =

{ Microfinance Program

Microfinance Project

[UE300001] Kampala

II1
New Designation *
[D020] Credit Officer

[=f
[=]

Mew Functional Designation *

Credit Officer [=1

Browse

Image: Revise Transfer Order Page

iii.  Addremark (If any) and Click ‘Browse’ Button to attach related information.
iv.  Click ‘Revise’ Button to revise transfer proposal
v.  Click ‘Cancel’ will go back the user in the list page.
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3.2.3.3 Update Transfer Order

i Please Select, HR ->Transfer ->Transfer Order->Update Transfer Order

Update Transfer Order list ' screen will appear.

Update Deputation/Transfer Order

Country  [728]-South Sudan

Office

Employee PIN
sard

Order No Proposal Date  Type Status Employee Info Current Project New Project

SSCHO-2016101  119-01-2016 TRANSFER Order Generated (0055355]- Ananta [SS-0023}- General | [BD-0001]- BRAC

Kumar Szha Project International HO

Image: Update Transfer Order List Page

ii.  Click on Proposal Number ‘Update Transfer Order ' screen will appear.
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Employee Transfer Order

Transfer Type TRANSFER Status Order Generated

Proposal No SSCHO-2016101 Proposal Date  19-01-2016

Proposed Employee  [0055355]- Ananta Kumar Saha
Show Detail Proposal Information
Order No  SSCHO-2016101

Is Charge Handover
Required

Remarks

Transfer Order
Related Document Browse

. Update  Backtolist

Image: Update Transfer Order Page

iii.  Click on ‘Back to List’ button will take the user to the Update Transfer Order list page.

3.2.3.4 Cancel Transfer Order

i Please Select, HR ->Transfer ->Transfer Order-> Cancel Transfer Order
Cancel Transfer Order list ' screen will appear.
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Cancel Transfer Order List

Country | -Select Country- vi

Cancel Transfer Order List

Order No Proposal Date Type Status Employee Info Current Project New Project

& Page 1 of 0 »> »1 10 |y No records to view
Image: Cancel Transfer order list Page

ii.  Click on Proposal Number ‘Cancel Transfer Order ' screen will appear.

Cancel Transfer Order

Order No  UGCHO-2014907
Order Date  22-09-2014

Proposed Employee  [011000009]- TEST FEMALE EMPLOYEE OME

Current Office  Uganda Country Office (UGCHO) Proposed Office Kampala (UG300001)
Current Designation Monitoring Officer New Designation Regional Coordinator
Functional Designation  Monitoring Officer MNew Functional Designation Regional Coordinator
Current Level Iv New Level v
Current Program  [01]- Microfinance Program New Program [02] Health Program
Current Project [UG-0001] - Microfinance Project New Project [UG-0008] Living Goods

Remarks Test Transfer Order

Cancel Transfer Order Information

Cancellation Note™

Attachment
Browse

Send Cancellation Request

Image: Cancel Transfer Order page

iii. Add Cancellation Note.
iv. Click ‘Browse’ Button to attach related information
v.  Click ‘Send Cancellation Request’ to Cancel transfer Order.
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ﬁ Note: All generated Transfer Order (Not released) will list in ‘Revised Transfer Order’ and ‘Chancel
Transfer Order’ page. Authorize person can revise or cancel transfer order before release process
was done. After revise transfer order it goes back to proposal list and should follow whole process
of transfer. After cancelation transfer order was totally cancelled.

3.2.4 Charge Handover

3.2.4.1 Charge Handover

i Please Select, HR ->Transfer ->Charge Handover -> Charge Handover

Charge Handoverlist' screen will appear*.

ﬁ * If checked ‘is charge handover required’ in transfer order generation page then transfer proposal

will display in charge handover list page otherwise it directly go to Join after transfer section.

Employee Charge Handover List

Country -Select Country- v
Office d
Employee PIN
\ Search ‘
Employee Charge Handover List
Order No Type Employee Info New Designation New Project New Office Info
UGCHO-2014502 TRANSFER [031001253] TEST EMPLOYEE  [D020] Cred2 Officer [UG-0001] Microfinance [UG300001] Kampala
Project
UGCHO-2014901 TRANSFER [031001253] TEST EMPLOYEE | [D020] Credi Officer [UG-0001] Microfinance [UG300001] Kampala
Project
@ Page 1 of 0 »» =1 10|y No records to view

Image: Employee Charge Handover list page

ii.  Click on Order Number ‘Charge handover page ' screen will appear.

iii. Employee information will auto generated based on the transfer proposal.

iv. Enter employee responsibility handover information. Enter handover Date (DD-MM-YYY) and
list of pending task. Click browse button attach related documents.

V. Enter employee responsibility handover details. Select handover to from the dropdown and
available employee of that office will auto populated.Enter handover Date (DD-MM-YYY) and
responsibility. Click ‘Add More Responsibility’ to add more responsibility in same way.
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vi. Enter employee finance handover information. Enter amount and date of bank balance (local),
bank balance (USD), cash (local) and cash (USD). Enter from and to number of signed cheque
and unsigned cheque. Select handover to from the dropdown and available employee of that
office will auto populated.

vii.  Select witness Name one and two from the dropdown. Select handover to from the dropdown
and available employee of that office will auto populated. Enter witness Date (DD-MM-YYYY)
and designation will auto populated.

viii.  Click ‘Create’ Button to create charge handover and a successfully Added message will
appeared.

ix.  Click ‘Cancel’ Button Cancel the operation.
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Image: Employee Charge Handover page
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Charge Handover List to Edit

i Please Select, HR ->Transfer ->Charge Handover -> Handover List to Edit, 'Employee Charge
Handover List' screen will appear

Employee Charge Handover List

Country [728]-South Sudan v
Office |
Employee PIN

{ Search |

Employee Charge Handover List

Order No Proposal Date Type Status Country Employee Info Current Projec
SSCHO-2016101 15-01-2016 TRANSFER Responsibility hand [728]-South Sudan [0055355]- Ananta [S5-0023]- Gener

over done Kumar Szha Project

Image: Handover List to Edit Page

ii.  Click on Order Number ‘Handover List to Edit' screen will appear.

Image: Handover List to Edit Page

iii. Employee information will auto generated based on the transfer proposal.

iv. Enter employee responsibility handover information. Enter handover Date (DD-MM-YYY) and
list of pending task. Click browse button attach related documents.

V. Enter employee responsibility handover details. Select handover to from the dropdown and
available employee of that office will auto populated. Enter handover Date (DD-MM-YYY) and
responsibility. Click ‘Add More Responsibility’ to add more responsibility in same way.

vi. Enter employee finance handover information. Enter amount and date of bank balance (local),
bank balance (USD), cash (local) and cash (USD). Enter from and to number of signed cheque
and unsigned cheque. Select handover to from the dropdown and available employee of that
office will auto populated.

vii.  Select witness Name one and two from the dropdown. Select handover to from the dropdown
and available employee of that office will auto populated. Enter witness Date (DD-MM-YYYY)
and designation will auto populated.

viii.  Click ‘Create’ Button to create charge handover and a successfully Added message will
appeared.

ix.  Click ‘Cancel’ Button Cancel the operation.
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3.2.5 Country Settlement

3.2.5.1 Country Settlement

i Please Select, HR ->Transfer ->Country settlement->Country settlement, Country settlement
list' screen will appear*.

Employee Ready To Settlement List

Country | _gelact Country- A\
Office -
Employee PIN
FromDate o nirrvy ToDate  pooprryyy
| Search |
Employee Ready To Settlement List
Order No Proposal Date Type Status Country Employee Info Current Project

Image: Employee Country settlement list page

ﬁ * if transfer happened country to country then transfer proposal will display in country settlement

list page otherwise it directly go to join after transfer section

ii.  Click on Order Number ‘Country Settlement ' screen will appear.

iii. Employee information will auto generated based on the transfer proposal.

iv. Enter ‘Total Payable to Staff’ and ‘Total receivable to Staff’ and ‘Net Payable to staff’ will Auto
calculated.

V. Settlement Date will auto generated from the system.
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Employee Country Settlement

Emiployes Information

Employ=s Infa  [012000153]- Md Refman
Empioyse Categary  S=gular S22

Employes Leval T

Frogram  [01]- Microfinanos Program New Program [01]- Mioroflinanae Programi
Project  [TZ-0001]- Moofirane Projed New Praject  [uc-0001]- Mioofinznas Projed
Current OfTice [TZ0HO]- Tanzanls Couniry Head Ofox New Office [UGCHO]- Ugarcs Counimy Ofos
Decignation [D014]- Reghomal SAoosuariamt New Decignation  [D00S]- Direcioe
Functionsl Decignation  [F0004]- Raglonal Aoocunient New Functions] Decignathsn — [E00147- Ragional Amcuni=rk
Payment Information
Du= Dk

Advance Salary Faid To Dam

INSSF /PF/ETF/ EPE

ity

LLosain Cutstanding

Total prysbis to staff
Total recehvabies firom
[Nt paryaibis to staff

14-0B-3014

Browsi

Image: Employee Country settlement page

vi.  Add remark(if any)
vii. Click Browse button to attach related documents.
viii.  Click ‘settle’ button to settle the employee.
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ix. Click ‘Settle with Liability’ to settle the employee with liability.(if employee have liability)
X. Click back button to take the user in list page.

3.2.5.2 Employee Settlement List for Update

i Please Select, HR ->Transfer -> Country Settlement->Employee Settlement List For Update,
'Employee Settlement List For Update' screen will appear

Employee Settlement List For Update

Country " [728]-South Sudan -

Office

Employee PIN

From Date oMM~y ] To Date [Co-MM—YyvrY

Order No Proposal Date Type Status Employee Info Current Project New Project
SSCHO-2016101 15-01-2016 TRANSFER Accounts Settled with  [0055355]- Ananta [SS-0023]- General [BD-0001]- BRAC
Liability Kumar Szha Project International HO

Image: Employee Settlement List For Update page

ii.  Click on order no 'Update Employee Country Settlement' screen will appear
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Update Employee Country Settlement

Transfer Type
Proposal No

Order No

Transfered Employee

TRANSFER A led with Liabili

SSCHO-2016101 Proposal Date 195-01-2016

SSCHO-2016101 Order Date 27-01-2016

[0055355]- Ananta Kumar Ssha

Show Detail Transfer Order Information
Payment Information

Salary Due From Pr-o1-2018 To 37-01-2016 Date 2.45345634E8)
Leave Salary Up To 27-01-2016 Days 223 34535.0

(Date)
Advance Salary Paid 27-01-2016 To 27-01-2016 Date 435345.0

From
Food Allowance From 27-01-2016 To 27-01-2016 345345.0
NSSF/PF/ETF/EPE 3453.0
Liability 45345.0
Loan Outstanding 34534.0
Others 345.0

Total
Total payable to staff* 3.45345345E8
Total receivable from 3454334.0
staff*
Net payable to staff™ 2.41891011ES8
Settlement Date 27-01-2016
Remarks na
Settlement Document
Browse
Settled || Settled with Liability | Back 1

Image: Update Employee Country Settlement page

3.2.6 Join After Transfer

This part of the manual denotes the join after transfer related activities which is following-
e Releasing office JAT
e Receiving Office JAT
e Release Office Transfer List for Update
e Receive After Transfer List to Edit

3.2.6.1 Releasing Office JAT
i Please Select, HR ->Transfer ->Join after Transfer->Release office JAT
Old office JAT list’ screen will appear.
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Release Office Join After Transfer List

Country | celect Country- A\
Office -
Employee PIN
FromDate ;o iy ToDate oo vy
Search
Employee Deputation/Transfer Order List
Order No Proposal Date Type status Country Employee Info Current Project

Image: Release Office JAT list page

ii.  Click on Order Number ‘Old office JAT screen will appear.

iii. Employee Basic information will auto load based on the transfer proposal.

iv. Enter Date of Leaving (DD-MM-YYYY), Expected Date og Joining (DD-MM-YYYY) and Departure
Date (DD-MM-YYYY).

v.  Salary before transfer will auto generated. After Salary after transfer can be enter or click copy
button to copy salary before transfer information.
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Join After Transfer

TE MALE EMPLOTTEE

o OSLETLES
Fropcaal Ty Tramdicr
ISwdoee Tre e ASmer Tracober

o it = - -

Fctoee e Lty = - o
= A=t = i P
Astechemast -
s
| Febeam

Image: JAT page

vi. Enter salary date in current station.
vii. Enter liability information.
viii. Enter Leave balance information. Enter leave balance in days. Enter from and To Date of

maternity or paternity leave (if any) and total will auto calculated.

ix. Enter office accommodation information and click browse button to attach related
documents.

X. Enter transfer information and leave transfer information.
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Xi. Enter loan information and motorcycle liability information. Click browse button to attach
related document.

3.2.6.2 Receiving Office JAT

i. Please Select, HR ->Transfer ->Join after Transfer->Receive office JAT
New office JAT' screen will appear.

Receive After Transfer List

Country ! [334) Tanzania vi
Office )
Employee PIN
Search ‘
Order No Employee Current Designation  New Designation New Project New Office
UGCHO- [031001253) TEST EMPLOYEE D020 Credit Officer {D020] Credit Officer [UG-0001] Microfinance Project | [UG30000 1] Kampala
2014502
‘ " »
() Page : of 1 0 |w) View 1-10f1

Image: Received After Transfer list page

ii.  Click on Order Number ‘New office JAT screen will appear.

iii.  Allinformation will auto load based on the transfer proposal and Old Office JAT from fill up.
iv. Enter date of joining (DD-MM-YYYY)

V. Enter Joining Time.

vi.  Click search button to add supervisor. Avail employee search widow will open add supervisor.
vii.  Click browse button to attach related documents
viii.  Click ‘Receive after Transfer’ button to join the employee in new office.
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Receive After Transfer

LT TEST POALE FRaPLCTEE
] OSLEOLES
Fropcaal Ty Tramaicr
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Image: Received After Transfer page
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3.2.6.3 Release Office Transfer List for Update

i Please Select, HR ->Transfer ->Join after Transfer->Release Office Transfer List for Update,
'Join After Transfer List For Update' screen will appear.

Join After Transfer List For Update

Country Sefet Country: v
Office E
Employee PIN
FromDate .y ToDate ooy
\ Seath |
Join After Transfer List For Update
Order No Proposal Date  Type Status Country Employee Info Current Project
SSCHO-2016101  19-01-2016 TRANSFER Released [050]Bangladesh ~ [0059355)- Ananta  [SS-0023]- Gener
Kumar Saha Project
Image: Join After Transfer List For Update list page
ii.  Click on Order Number 'Release Office Join After Transfer' will appear.
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Release Office Join After Transfer

Employee Transfer Order Information

Transfer Type TRANSFER Status Released
ProposalNo SSCHO-2016101 Proposal Date 19-01-2016
OrderNo SSCHO-2016101 Order Date 27-01-2016

Transfered Employee [0055355]- Ananta Kumar Saha

Show Detail Transfer Order Information

Date of Leaving : * 28-01-2016 Expected Date of 29-01-2016
Joining : *
Departure Date : 28-01-2016
Salary Details Information
Salary Structure Salary Before transfer Salary After transfer Copy
Other o 44444.0
Basic o 999999.0
Conveyance o 6666.0
Consolidated Salary o 5555.0
Medical Allowance o 77777.0
Cost of leaving 0o 88888.0
Allowance(COLA)
Total Salary o 1223329.0
Salary date in current 28-01-2016
work station

Liabilities /Comments Information

na

Leave Balance Information

Leave balance * 2.2 Days Leave Balance Up To Date * 28-01-2016
Maternity Fon  Doovivovyyy To |DD-MM-YYYY Total
Paternity rrom  |28-02-2016 To |29-02-2016 Total

Office Accommodation Information
D

Used before transfer Yes O No
Accommodation
E Browse
Transferred by his/her  ves () No
own accord
TransferLeave g op  23-01-2016 To |28-01-2016

Loan Information

Loan (If applicable) (|

Motorcycle Liability Returned (O setfied () NotRequired
Loan Related
sl Browse
 update
Image: Release Office Join After Transferpage
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iii. Employee Basic information will auto load based on the transfer proposal.

iv. Enter Date of Leaving (DD-MM-YYYY), Expected Date og Joining (DD-MM-YYYY) and Departure
Date (DD-MM-YYYY).

v.  Salary before transfer will auto generated. After Salary after transfer can be enter or click copy
button to copy salary before transfer information.

vi. Enter salary date in current station.
vii. Enter liability information.
viii. Enter Leave balance information. Enter leave balance in days. Enter from and To Date of

maternity or paternity leave (if any) and total will auto calculated.
iX. Enter office accommodation information and click browse button to attach related

documents.
X. Enter transfer information and leave transfer information.
Xi. Enter loan information and motorcycle liability information. Click browse button to attach
related document.
xii.  Click 'Update' button for any changes.

3.2.6.4 Receive After Transfer List to Edit

i. Please Select, HR ->Transfer ->Join after Transfer->Receive After Transfer List to Edit
'Receive After Transfer List to Edit' screen will appear.

Receive After Transfer List

Country Select Country- v
Office =
Employee PIN
e
Order No Proposal Date  Type Status Employee Info Current Project New Project
SSCHO-2016101 19-01-2016 TRANSFER Joined [0055355]- Ananta [55-0023]- General [BD-0001]- BRAC

Kumar Saha Project International HO (i

Image: Receive After Transfer List to Editlist page

ii.  Click on Order Number ‘Receive After Transfer List to Edit’ screen will appear.
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Transfer related supporting

et Remove
Browse
Edit Receive After Transfer
ProposalNo SSCHO-2016101 Proposal Date 19-01-2016
Order No SSCHO-2016101 Order Date 27-01-2016

Transfered Employee [0055355]- Ananta Kumar Saha
Show Detail Transfer Order Information

Salary Structure Salary Before transfer Salary After transfer
Other o 444440
Basic o 999999.0
Conveyance o 6666.0
Consolidated Salary o 5555.0
Medical Allowance ) 77777.0
Cost of leaving o 88888.0
Allowance(COLA)
Total Salary o 1223329.0
Salary date in current 28-01-2016
work station

Liabilities/Comments

na

Leave Balance Information

Leave balance 2.2 Days Leave Balance Up To Date * 28-01-2016
Maternity o To
Paternity gFom 23022016 To 25-02-2016
Used before transfer Yes No @
Accommeodation
Document
Cost of leaving o 88888.0
Allowance(COLA)
Total Salary o 1223329.0
Salary date in current 28-01-2016
work station

na

Leave Balance Information

Leave balance 2.2 Days Leave Balance Up To Date * 28-01-2016
Maternity oy To
Paternity g 02-2016 To 29-02-2016
Office Accommodation Information
Used before transfer Yes No @
Accommodation
Document
Ry ting
ts Remove
Browse
[ Edit Receive After Transfer ‘

Image: Receive After Transfer List to Editlist page
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iii. All information will auto load based on the transfer proposal and Old Office JAT from fill up.
iv. Enter date of joining (DD-MM-YYYY)
V. Enter Joining Time.

vi.  Click search button to add supervisor. Avail employee search widow will open add supervisor.
vii.  Click browse button to attach related documents
viii.  Click ’Edit Receive After Transfer’ button to join the employee in new office.

3.2.7 Associated Transfer Proposal List

i Please Select, HR ->Transfer ->Associated Transfer Proposal List
Associated Transfer Proposal List screen will appear.

Associated Transfer Proposal List

Country | || Country- vi
Office -
Employee PIN
Status o -
FromDate oo iy ToDate o vy
- search
Proposal No I[J)rantgosal Type Status Employee Info Current Project New Proje

Image: Associated Transfer Proposal List page
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3.2.8 All Transfer List

i. Please Select, HR ->Transfer ->All Transfer List
All Transfer List screen will appear.

All Transfer List

Country | -4 County- v
Office .
Employee PIN
Status v
FromDate vy ToDate vy

ot
Proposal No El:::osal Type Status Employee Info Current Project ~ New Proje
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Image: All Transfer List page

ii. Open any proposal from the list; the following screen will appear.

Employee Transfer proposal

Employee Transfer proposal info

Transfer Type TRANSFER Status  Approved
ProposalNo TZCHO0-2015101 Proposal Date  28-01-2015
Proposed Employee  [012000121]- Mr, Gopal Ch. Pramanik
Program  [01]- Microfinance Program New Program  [02]- Health Program
roj - Microfinance Proje roj - Living Goods
Project  [TZ-0001]- Microfi Project New Project  [UG-0008]- Living Good
Department Internal Audit New Department  Health
Employee Level XxII New Employee Level XII
Country Level XII New Country Level XII
Designation  Monitoring Officer New Designation  Monitoring Officer
Functional Designation  Monitoring Officer New Func. Designation  Monitoring Officer
oOffice  [TZCHO]- Tanzania Country Head Office New Office  [UG300002]- Fortportal
Last Transfer Date Applied By Employee No
Initiated By  [011000044]- SAYEDA TAHYA HOSSAIN
Remarks country to country
Transfer Evaluation  employeeTransferAttachment.jpa
Form
Authorization Trail Transfer From Country to Country
Type Status Actor Action Taken By Date
) ) - [012000116]- Mohd. Rakibul Bari Khan
Proposal Authorised = Country Representative [FD00S]- Country Representative 28-01-2015
; 5 : 5 [012000021]- Md. Abul Kashem Mozumder | __
Recommendation Authorised Country Representative [FD00S]- Country Representative 28-01-2015
» . ; ) [011000041]- REEMA SEN
Recommendation Authorised CPO BRAC International [FD113]- Chief People Officer 28-01-2015
o ? g [012000009]- FARUQUE AHMED ;
Approval Authorised = Executive Director, BRAC International [FD00S]- Senior Director 28-01-2015
Back to List *
Image: Employee Transfer Proposal page
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3.3 Job Separation

This part of the manual denotes the Job separation related activities which are following —

e New Separation Proposal

e Job Separation Authorization
e Job Separation Order

e Charge Handover

e C(learance

e Account Settlement

e Exit Interview Form

e Release

e Associated Job Separation List
e All Job Separation List

Job Separation Grievance Payroll HR

Mew Separation Proposal

Job Separation Authorization

Job Separation order >
Charge Handowver &
Clearance

Account Setdement

Exit Interview Form *

Release

Associated Job Separation List

All Job Separation List

Business Rule:

A Job Separation is a process that can be started with any one of the following events:

e These are all the administrative process. All relevant department and relevant authorities
takes necessary steps to conclude the process with Release Order.

e Authorised user will have the option to select the type of Job Separation from the dropdown
list

e Only Supervisor and Programme Head will have the authority to terminate and all other staffs
will be able to resign

e For Termination, when an employee will be selected his/her PIN no will be filled in
automatically by the system

User Manual Version 1.0 Date 25/06/2019 Page 123 of 366
© Copyright 2019 BRAC IT Services Limited



e For Job Separation a valid Reason will be mandatory. System will have to provide the facility
to add Reasons as required. Multiple Reasons can be added here. When user will click on 'Add
Reason' link a text box will appear along with label 'Reason -1' and an editable text box will be
there to mention the Reason.

e User will get the reasons for particular Job Separation Process that has been configured in the
Set up section.

3.3.1 New Separation Proposal

i Please Select, HR ->Job separation ->New Separation Proposal
Create Job Separation proposal' screen will appear.
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Create Job Separation Proposal

Job Separation Proposal Info

Proposal Mo AUTO

Proposal Date 28-01-2016
Country [050]-Bangladesh E‘
Office -
Employee PIN * -
Employee Name
Employee Category Employee Level
Program Project
Department Employee Office
Designation Functional Designation
Contract Expiry Date Joining Date
Current Office Joining Current Country Joining
Date Date
Job Separation Type * Select Job Separation Type E‘
Notice Period Days
Last Working Date * DDy
Notice Pay 0 Days

Job Separation Related Document
Browse

Job Separation Reason

Reason *

Image: Create Job Separation Proposal page

ii. Proposal Number and Proposal Date auto generated.

iii.  Select Country from Country Drop down field under Employee Lookup section.

iv.  Select Office from the Office dropdown field. Available Office (created in Admin->Office)
should be populated.

v.  Select employee from the Employee PIN dropdown field. Available employee of this office
should be populated.

vi. Employee information will be auto generated based on the employee selection.
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vii. Select Job separation type from the Job separation type dropdown field. Available separation
type will auto populated.
viii.  Check is during probation or not.
ix. Notice period, Last working date and Notice Pay will auto generated from the system.
X. Click Browse button to attach related information.

Xi. Enter Reason for job separation. Click ‘Add Reason’ to add multiple reasons.
xii.  Click ‘Create’ Button to create job separation proposal and a successful pop up message will
appear.
- , —
. Save Alert Information x |
ib Separation Related Document 1453885[!6602?.E|
Remove A Are you sure to save this Job Separation Proposal?
Browse
ob Separation Reason -
Reason * ey 1ob Separation Proposal cre - Cancel

Reason * deds

Orete |- Gancel-|

xiii.  Click on Yes button.
Observe that New Job Separation Proposal will be created with created message
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Create Job Separation Proposal

Propoisal No AUTD
Proposal Date LE-O06-201%
Country -Sekect Country- b
Office

-

Emiployes PIN =

-

Employes Mame

Employes Category Employes Level
Frogram Project
Department Emup oy Offoe
Deskignaison Funicticnal Designation
Contract Expiry Dabz Jodning Date
Current Office Joining Current Country Joining
Date Date
Job Scparaticn Typs * Salect Jobh Separation Type L
Notice Peréod Cays

Last Waorking Date ©
Notioe Pay ] Deys

Job Separation Related Document

Risason =
o
Add Reason
xiv.  Click on Cancel button from pop up page to cancel the operation
xv.  Click on cancel button beside Create button to cancel the operation.
3.3.2 Job Separation Authorization
Pre-requisite: Only authorized user is able to authorize the newly created proposal
i Login with authorized user
ii. Please Select, HR ->Job Separation ->Job Separation Authorization
Job Separation Proposal List screen will appear
User Manual Version 1.0 Date 25/06/2019 Page 127 of 366

© Copyright 2019 BRAC IT Services Limited



Job Separation Proposal List

Show 10 ¥ entries Search:
:Loposil anl posi ?e“;ep?rahoa Stat"i Employee Info £  Project -~ Deparlmeat Designation £ @ Office Info -
v v v v v
BI- 16-06- Retirement on [00000081]- JALAL [BD-0001]- BRAC General [D271]- Regional [BI]- BRAC Center,
2019606 | 2019 (Routine) Proposal | UDDIN AHMED International HO (BD) Department | Director, Asia Banaladesh

Showing 1 to 1 of 1 entries
Image: Job Separation Proposal List page

iii.  Click on Proposal Number, ‘Employee Job Separation proposal ' screen will appear.

Employee Job Separation proposal

Employes Name  [00000B1]- JALAL AHMED
Program Type  Supcort Programme Employes Category  Contract Steff
Program  [12]- BRAC Internztionz] HO (BD) Employee Level  xII
Project  [BD-0001]- BRAC Internatonal HO (BO) Designation  [D271]- Regional Director, Asiz
Current Office  [BI]- BRAC Center, Bangladesh Functional Designation LI;I;)BE]- Regional Director,
iz
Department  Generz! Deparoment Joining Date  17-11-1980
Resignation  15-06-2015 Last Working Date  20-05-201%
Submission Date
Job Separation Type  Retiremant (Routing) Status  On Authorization
MNotice Period (In Days) ¢ Notice Pay (In Days) 0
Reason Retrement
Table of Authority Termination Local Program Manager and Above
Type Status Actor Action Taken By Date
Proposa Pending Respective Supsrvisor - -
Comments

Image: Employee Job Separation Proposal page

iv. Authorize process same as transfer proposal Authorize proposal process. (Go to 3.2.2 Section).
V. Recommend and approval process same as the transfer authorizes section.

vi. Click on Edit button to edit created proposal info.
vii. Click on Delete button to delete created proposal info.
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viii. Click on Go to List to get back Job Separation Proposal List

3.3.3 Job Separation Order

This part of the manual denotes the Job separation order related activities which is following-
e Job Separation Order
e Cancel Job Separation Order

3.3.3.1 Job Separation Order

i Please Select, HR ->Job Separation ->Job Separation Order->Job Separation Order
Job Separation Order list screen will appear.

Job Separation Order List

Country | Select Country- vi
Office &
Employee PIN
. Search
Job Separation Order List
Proposal No Proposal Date Employee Info Status Designation Project Off
UGCHO-2014901 09-09-2014 [012000021] Md. Abul Mozumder Approved [D008] Country [UG-0001] Microfinance Project [UG
Representative Offi
< m L
(N] Page 1 of1 10 |w View 1-10f 1

Image: Employee Job separation Order list page

ii. Click on Proposal Number ‘Job separation order ' screen will appear.
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Job Separation Order

UGCHO-20145301

Proposal No

Proposal Date

Employee Name

Program Type

Program

Project

Current Office

Department

Job Separation Type

Proposed By

Is During Probation

Notice Period

Last Working Date

Motice Pay

Attachment

Order No

Order Date

CCTo

Order | Back

09-09-2014

[012000021]- Md. Abul Mozumder
Core Programme

[01]- Microfinance Program
[UG-0001]- Microfinance Project

[UGCHO]- Uganda Country Office

Resignation

[031000002] - BUSINGE DANIEL

Mo

08-09-2014

AUTO

11-09-2014

Employee Category

Employee Level

Designation

Functional Designation

Joining Date

Status

Image: Employee Job separation Order page

Regular Staff

XVI

[D008] - Country Representative
[FDO0&]- Country
Representative

10-02-19%0

Approved

iii.  All proposal related information will auto load based on proposal creation.

iv. Enter CC / To email respective person.

v.  Click ‘Order’ button to perform job Separation Order and a successful message will appear.
Vi. Click Back button to take user to order list page.
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3.3.3.2

Cancel Job Separation Order

Job Separation Cancel Order list' screen will appear.

Job Separation Cancel Order List

Country

Office

Employee PIM

Seandll

Job Cancel Separation Order List

Proposal Mo
55400010~
20161109
SSCHO-20151101
SSCHO-20151004
SSCHC-20151002
SSCHO-3015503
SSCHO-20159502

35400002-2016706

35400002-2016705

S5400002-2016704

Proposal Date
15-11-2016

0Z2-11-2016
27-10-2016
14-10-2016
07-09-2016
07-09-2016

27-07-2016

27-07-2016

27-07-2016

-All Country- -

Employee Info

[E700582] BARBARA AKITA
KIBOS RUBA

[E7000<4E] Katushabe Francis
Sancho

[E700450] NIGUSU ABCSET
[E700415] TUSIIME BARBARA
[O0004ES] MD. ZAKIR HOSSATN
[E7003EE] Md. Maksudul

[Z700Z71] AGUER CHOL
DERKOC KILOL

[2700273] IOSEPH MAJAK
MACHAR

[Z700278] MATUR DOMGRIN
FACHUOL

Status
Order Generated

Order Generated
Order Generabad
Order Generabed
Clesrance done
Clesrance done

Clesrance done

Clearance done

Clearance done

Separation Type
Resignation
Resignation
Termination
Contract Discontinue
(Company)
Termination

Termination

Resignation

Resignation

Resignation

Image: Job separation Cancel Order list page

i Please Select, HR ->Job Separation ->Job Separation Order->Cancel Job Separation Order

Office Info
[5S400010] Awiel

[SSCHO] South Swdan Counbry
Head Office

[SSCHO] South Swdan Counbry
Head Office

[SSCHO] South Swdan Counbry
Head Office

[SSCHO] South Swdan Counbry
Head Office

[SSCHO] South Swdan Counbry
Head Office

[SS400002] Rumbek

[SS400002] Rumbek

[SS400002] Rumbek

ii.  Click on Proposal Number, ‘Job Separation Proposal Cancel order ' screen will appear.

De:
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Job Separationm Proposal Cancel Order

Praposal Mo

Proposal Date

Emiployec Nams

Program Typs

Frogram

Project

Current Offeos

Departmeent

Recignatsan
Submission Date

Job Ss=paration Twpe

Motice Perkod (In Days)

SSADD0L0- 20 L &L LD

1&-11-2016

ATDOSEL |- BARBARS RLEA

SLDIPSIT Prog e

02]- Heakh Program

==-0013 ]- Emengency nubrition (Unicef}

SEACOOI0]- A el

Fies it

Z1-10-2016

=esignaton

Employvee Category

Employec Lewel

Designateom

Functional Deskgnaton

Joining Date

Last Working Date

Status

Notice Pay [In Days)

D3 L3 |- Fraject Marager

FO291 ]~ Progect Manager

Fr-9-2016

F1-10-2016

Crcer Generabed

o

I During Frobatsom e
HMotice Period o
Last Working Date F1-10-2016
Notice Pay  ©
Drder No SSADD0L0- 20 L &L LD
Order Date 17-11-2016

CC To

Cancellaticn Mote =

Job Ssparateon Order
Cancel Related
Docu et

Create Back to List
Image: Job separation Proposal Cancel Order page

Observe that All proposal related information will auto load based on proposal creation.
iii.  Click on Create button to cancel created job Separation Order
iv.  Click ‘Back to List’ button to get back the job separation order list page.

3.3.4 Charge Handover

This part of the manual denotes the Job separation order related activities which is following-
e Charge Handover
e Handover List to Edit

3.3.4.1 Charge Handover

Pre-requisite: Employee will be available in Employe Charge Handover List after perform Job
Separation Order

i Please Select, HR ->Job Separation ->Charge Handover -> Charge Handover
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Employee Charge Handover list' screen will appear.

Employee Charge Handover List

Country

Office

Employee PIN

Search

-All Country-

L

Country

Order No
S5400010-20161109

SSCHO-20161110
SSCHO-20161005

SSCHO-20161004

EI-20171109
EI-2017903
EI-2017904
EI-2017804
EI-2017803

EI-2017705

[728}
[728}-
[728}-

[728}

[OS0}-
[D50}-
[Ds0}-
[050}-
[050}-

(o507

South Sudan
South Sudan
South Sudan

South Sudan

Bangladesh
Bangladesh
Bangladesh
Bangladesh
Bangladesh

Bangladesh

Employee Info

[3700582] BARBARA AKITA
KIBOS RUBA

[370004&] Katushabe Francis
Sancho

[3700450] NISUSU ABOSET

[3700415] TUSIIME BAREARA
[0150075] MD. SHAHRIAR
SHOURAW

[0150003] Proma Rifaya Ekram
[0150044] T M Selim
[0150064] SAYEED SOHRAE
WATIN

[0150051] Kashfia Rahman

[0177017] TAMHA ZAHIDI
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Status

Order
Generated
Order
Generated
Order
Generated
Order
Generated

Order
Generated
Order
Generated
Order
Generated
Order
Generated
Order
Generated
Order

B 0| 1D

L

Separation
Type
Resignation
Resignation
Termination
Contract
Dizcontinue
(Company)
Resignation
Resignation
Resignation
Resignation

Resignation

Resignation

Image: Employee Charge Handover list page

Designation
[D313] Project Manager

[©201] Finance Manager

Project
[55-0013] Er
nutrition {Un
[55-0023] G

[123] Monitoring Manager | [S55-0023] G«

[D28E] Assistant Cook

[D367] Manager, MIS and
Reporting

[D253] Development
Professional Staff

[D263] Programme Head,
Maonitoring

[@121] Financial Analyst

[D335] Senior Manager,
Reporting & MIS
[D250] Senior Sackor

ii.  Click on Order No, ‘Employee Charge Handover’ page screen will appear.

[S5-0023] Gs

[BO-0001] BI
HO (ED)
[BO-0001] BI
HO (ED)
[BO-0001] BI
HO (ED)
[BC-0001] BI
HO (ED)
[BC-0001] BI
HO (BD)
[BO-0001] BI +
3
View 1 - 10 of 16

User Manual

Version 1.0 Date 25/06/2019

© Copyright 2019 BRAC IT Services Limited

Page 133 of 366



Employee Charge Handover

Empilayee Information

Employees Mame

Program Type

Pragram

Resignation
Submission Date

Jab Separation Type

Motice Period (In Days)

Reason

Handaver Date *

List of Pending Task

[37005E2]}- BARBARA RUBA

Suppart Programime

[02} Health Program

[S5-0013) Emergency mulritian [LUnicer)

[S5400010]- Awied

Health

21-10-2016

Resign ation

o

Emplayes Submitied resig

16-06-2019

Employee Category

Employee Lewel

Designation

Functional Designation

Juining Date

Last Working Dake

Status

Motice Pay (In Days)

did not joan ofTice after

Contract Stall

Wil

[D313]}- Praject Manager

[FDZ91]- Project Manadger

22-03-2016

31-10-2016

Order Gemerated

o

Charge Handower
Document

Handover Ta *

Handover Date * D- MM

Respgonsibilities *

| Add Responsibility | [ Mote: Add more Responsibility if need.}

Bank Balance(Local) Amount Date oo K
Bank Balance{USD) Amount Date [Goamorrr
CashiLecal) Amount Date [Goomamorrr
Cash{USD) Amount Date oo v

Signed Cheque Ho. Fai —_— Ta

Unsigned Chegue No

Faai —_— Ta

Designation

Designation
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Image: Employee Charge Handover page

iii.  Observe that Employee information will auto generated based on the Separation proposal.
iv. Process same as Transfer Handover page to charge Handover in job separation section

3.3.4.2 Handover List to Edit

i Please Select, HR ->Job Separation ->Charge Handover -> Handover List to Edit
ii. Employee Charge Handover list for Edit' screen will appear.

Employee Charge Handover List For Edit

Country -Select Country- E‘

Office

Employee PIN

Employee Charge Handover List For Edit

|

Se tio
Order No Country Employee Info Status Tv[.:ra n Designation Projec
BI-2016103 [050]-Bangladesh [011000056] KAZI SAMIIN Fesponsibility Termination | [D034] Office Assistant [ED-000
RAHMAN hand awver HO (ED)
done

Image: Employee Charge Handover List for Edit page

iii.  Click on Order No. Edit Employee Charge Handover page will appear.

Edit Employee Charge Handover

Employee Name  [011000056]- KAZI RAHMAN

Program Type  Support Programme Employee Category Contract Staff
Program  [12]- BRAC International HO (BD) Employee Level 1
Project [BD-0001]- BRAC International HO (BD) Designation  [D034]- Office Assistant
Current Office  [BI]- BRAC Center, Bangladesh Functional Designation  [FDO37]- Office Assistant
Department HR & Training Joining Date  20-01-2016
Job Separation Type Termination Status Responsibility hand over done

Reason Are you sure to save this Job Separation Proposal?

Employee Charge Handover Info

Handover Date * 27-01-2016

List of Pending Task

User Manual Version 1.0 Date 25/06/2019 Page 135 of 366
© Copyright 2019 BRAC IT Services Limited



Image: Edit Employee Charge Handover page

iv. Edit any field to update Employee Handover information
V. Click on Update button, Employee Handover information will update with updated message
vi.  Click on Back to List button to get back initial edit list page

3.3.5 Clearance

i Please Select, HR ->Job Separation -> Clearance-> Clearance
ii. Employee Clearance list' screen will appear.

Employee Clearance List
Country 4 country- |l|
Oﬂice ¥
Employee PTH
soh
Order lo Country Employee Info Status f:g:”ﬁ“" Designation Project
Bl-2016103 [050]-Bangladesh [0110000%) KAZI SAMIUN ~ Responsbiity Termination  [D034] Office Assistant [BD-0001] BRAC
RAHMAN hand over HO (D)

done

Image: Employee Clearance list page

iii. Click on Order No, Job Separation Clearance page will appear.
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Job Separation Clearance

Employee Information

Employee Name  [0110000586]- KAZI RAHMAN

Program Type  Support Programme Employee Category Contract Staff
Program  [12]- BRAC International HO (BD) Employee Level [
Project [BD-0001]- BRAC International HO (BD) Designation [D034]- Office Assistant
Current Office  [BI]- BRAC Center, Bangladesh Functional Designation  [FD037]- Office Assistant
Department HR & Training Joining Date  20-01-2016
Job Separation Type Termination Status Responsibility hand over done
Reason Are you sure to save this Job Separation Proposal?

Department Clearance is not required as no setup is found

Payment Information

Salary Due From DD-MM-YYYY To DD-MM-YYYY Amount 0
(Date)

Leave Salary UpTO (0. p-yyYY Days 0 Amount o
(Date)

Advance Salary Paid DD-MM-YYYY To DD-MM-YYYY Amount o
From (Date)

Food Allowance From DD-MM-YYYY To DO -MM-YYYY Amount 0
(Date)

WSSF/PF/ETF/EPE 0
Notice Pay

Liability 0

Loan Outstanding 0

Others 0

Liability Information

1Is Liable * ® Yes © Mo

Remarks

Attachment
Browse

Asset Information

Asset clearance is not required as no setup is found

Image: Job Separation Clearance page

iv. Employee information will auto generated based on the Separation proposal.
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Enter Payment information of the employee. Enter Salary Due from, To Date and Amount,
Leave Salary Up To Date, Days and Amount, Advance Salary paid From, To Date and Amount,

Food Allowance From, to date and Amount.

vi. Enter NSSF/PF/ETF/EPE information of the employee.

vii. Enter Notice pay’ in days.

viii.  Enter liability and Load outstanding information.
ix.  Enter Liability information. Check is liable or not.
X.  Add remark. (if any)

xi.  Click browse bottom to attach related information.
xii.  Click ‘Create’ Button to create Job Separation clearance.
Observe that Job Separation clearance is created with Saved message.
xiii.  Click Back button to take the user in the list page.

3.3.6 Clearance List For Edit

i Please Select, HR ->Job Separation ->Clearance -> Clearance List For Edit, Employee

Clearance List For Edit page will appear

Employee Clearance List For Edit

Country

Office

Employee PIN

Search

-All Country- v

Separation

Order No Country Employee Info Status Type Designation Project
S5CHO-2016904 [728)-Sauth Sudan [0000485] MD. ZAKIR HOSSAIN | Clearance | Termination | [DOS5] Cook [55-0023] Gv
done
SSCHO-2016903 [728]-South Sudan [3700336] Md. Maksudul Clearance Termination | [¥055] Cook [55-0023] Gs
done
S5400002-2016705 [728]-South Sudan [3700271] AGUER. CHOL Clearance Resignation | [D282] County Organizer [55-0014] In
DERKOC KUOL done Community {
(DFID)
55400002-2016704 728]-South Sudan 3700273] JOSEPH MAJAK Clearance Resignation | [DZB2] County Organizer [S5-0014] In
MACHAR done Community ¢
(DFID)
55400002-2016703 [728]-South Sudan [3700278] MATUR DONGRIN  |Clearance | Resignabion | [D209] Community Nukrition | [S5-0014] In
KACHUOL done Worker Community ¢
(DFID)
SSCHO-2016502 [728]-South Sudan [00150070] MD. SHAHID UDDIN | Clearance Resignation  |[D202] Country Head of [S55-0023] G+
done Internal Auwdit
SSCHO-2016402 [728]-South Sudan [0150040] RUBAYA MONZUR Clearance Resignation |[DZ87] Programme Analyst [S5-0022] On
done Education {U
BI-2016703 [050]-Bangladesh [0150073] RUDMILA REAZ Clearance Termination |[D2Z73] Executive Assistant [BD-0001] BI
done HO (BD)
55400008-2016503 [728]-South Sudan [3700380] ANDRUGA REMS Clearance | Resignation | [D08S] Trainer [55-0009] &
]
N Page ! of 1 View 1-90of 9

Image: Employee Clearance List for Edit
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i Observe that created employee Clearance infois available in Employee clearance List for Edit
ii. Click on “Order no” button, Job Separation Clearance page will appear

Job Separation Clearance

Employee Mame
Program Type
Program
Project

Current Office
Department

Resignation
Submission Date

Job Separation Typs
Motice Period (In Days)

Reason

Salary Due From
{Date)

Leave Salary Up To
{Date)

Advance Salary Paid
From (Date)

Food Allowance From

{Date)

MSSE| PEJETE/EPE

Motice Pay

Liability

Loan Qutstanding

Others

[DD00485]- MD. HOSSAIN

Support Programme

[13])- General Program

[S5-0023]- General Project

[S5CHOT- Scuth Sudan Country Head Office

Admin & Services

07-09-2016

Termination

=0

Employee Category
Employes Lewvel
Designation
Functional Designation
Joining Date

Last Working Date

Status

HMotice Pay (In Days)

Caontract Staff

I

[DOS5]- Cack

[FDO58]- Cook

01-01-2014

D&-05-2016

Clearance done

=0

Considering the current volatile security situation in Juba, issues related to employment terms and conditions as per GOSS and
the mecessity of the position, this employment is being terminated with 30 days notice pay salary.

DD-MM-YY Yy Ta
DO-MM-YYYY Days
DD-MM-YY Yy Ta
DO-MM-OeY To

DD-MM-YYYY
0.0

DD-MM-YY Y
DO-MM-T

Amaunt 0.0
Amount (s}
Amaunt 0.0
Amount 0.0
0.0
0.0
0.0
0.0

Is Liable *

Remarks

Attachment

| update | Back

Yes * Mo
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Image: Job Separation Clearance

iii. Edit any field, then click on Update button, observe that Clearance form info will be updated
with update message
iv.  Click on Back to List to get back Employee Clearance List For Edit page

3.3.7 Account Settlement

i Please Select, HR ->Job Separation -> Account Settlement-> Account Settlement
Employee Settlement list screen will appear.

Employee Settlement List

Country ) Country- E
Office v
Employee PIN
FromDate i yy-yyyy ToDate vy
| Search ‘
Employee Settlement List
Separatio
Order o Country Employee Info Status WEH " Designation
BI-2016103 [050]-Bangladesh [011000056] KAZT SAMIUN Clearance  Termination  [D034] Office Assistant
RAHMAN done
£5400001-2016103 [728)-5outh Sudan [011000057] KAZT SAMIUR Clearance | Confract [D003] Executive Director
RAHMAN done Discontinue
(Employee)

Image: Employee Settlement page

ii. Click on Order No, Job Separation Settlement page screen will appear.
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Job Separation Settlement

Employee Name [0003459]- MD. HOSSAIM

Program Type  Supoor: Programme Employee Category
Program  [13]- General Program Employee Level
Project [S5-0023]- Ge=neral Project Designation
Current Office [SSCHO]- Scwth Sudan Country Head Office Functional Designation
Department Adrmin B Services Joining Date
Resignation 07-0r3-2016 Last Working Date

Submission Date

Job Separation Type Termination Status

Motice Period (In Days) 30 Motice Pay (In Days)

oa, mmues rel
0 termanated w

current volatile sscurity siouation in J
dhe position, this employment is be

Reason Considering
the necessity

o

Contract Staff

I

[0055]- Cook

[FDO53]- Cook
01-01-2014

05-03-2016

Clearance done

0

ed to employment terms and conditions as per GOS5 and
ith 30 day

r= notice pay salary.

Salary Due From To
{Dara)

Leawve Salary Up To Dizys a0
{Dara)

Advance Salary Paid To
From {Datea)

Food Allovwwance From To
{(Dat=)

MSSF/PF/ETF/EPFE

NSSF/PF/ETF/EPE

Hotice Pay

Liability

Loan Cutstanding

Others

Yes Mo

* Required

Total payable to staff * O

Total receivable from staff = 7

Heat payable to staff *

Sertdement Date * 16-06-2019

Remarks

Settlement Document

Image: Job Separation Settlement page

Armourt a.0

Armourt a

Armourt a.0

Armourt a.0
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iii. Employee information will auto generated based on the Separation proposal.
iv. Click on Settled Button to settled Job Separation; observe that Job separation is settled with

settled message.
v.  Click on Back to get back Employee Settlement List page.

3.3.8 Exit Interview Form

This part of the manual denotes the Job separation order related activities which is following-

e ExitInterview
e Employee Exit Interview List to Edit

3.3.8.1 Exit Interview

i Please Select, HR ->Job Separation ->Exist Interview Form -> Exit Interview
Job Separation Exit Interview List page will appear.
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Job Separation Exit Interview List

Job Separation Exit Interview Searching Form

Country ) country- B
Office v
Employee PIN
| Search ‘
Job Separation Proposal List
Proposal No ProposalDate  Employee Info Status Designation Project ofl
BI-2016106 27-01-2016 [011000056) KAZT SAMIUN Accounts Settied  [D034] Office Assistant [B0-0001] BRAC International  [BI]
RAHMAN HO (BD) Ban
55400001-2016104 |21-01-2018 [011000057] KAZI SAMIUR Clearance done  |[D003] Executive Director | [55-0013] Emergency nutrition | [55¢
RAHMAN (Unicef)

Image: Job Separation Exit Interview List page

ii.  Click on Proposal No link, Create Employee Exit Interview From will appear
iii.  Show and hide Instructions information
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Create Employee Exit Interview Form

HE

Proposed Employee  [2700552]- BARBARA RUBA

Program Type  Sucgcort Programme Employee Category  Contrac: Staff
Program  [02]- Health Program Employee Level i1
Project  [S5-0013]- Emergency nutrition {Unic=f) Designation  [D313] Project Manager
Current Office  [55400010]- Awis! Functional Designation  [FD231]- Project Manager
Department  Hszlth Joining Date  22-09-201%
Resignation 21-10-2018% Last Working Dare  31-10-201%

Submission Date
Job Separation Type Resigration Status  Order Gensrated

Information of Mew Organisation:

Mame: il Designation

Plzase specify the main reason for your resignation: ™

o
1. Are there any reasons for which you felt compelled to resign?™
)
2. What was the most satisfactory aspect of your job?™
g
3, What was the least satisfactory aspect of your job?™*
)
4, Did the job responsibilities match your expecation?™ Yaz Mo
5. Did you get sufficient training to perform your responsibilities?™ ez Mo
6. Did you get appropriate feedback on your performance?™ ez Mo
7. Were you satisfied with the performance evaluation system/procsss7 Yes Mo
E. Did the organization help you in achisving your carser objective?™ Yes Mo
9. How was the working environment in BRACT™ Wery Good Good Satisfactony Mot Good
1. Were the working conditions, hours, equipment and facilities fair and adeguae™* Yaz Mo
11. Did you get approprizte guidelines and directions from your supervisor? ez Mo
12, How was the professional relationship bebween you and your supendsor?
A
13, Ple=se mention your generzl perception sbout BRAC. (Swength/s and Weskness/ss)
P
14, Is there anything that the organisation could have done differently that would have influencad you to sty longer with BRAC?
P
15, Did you find any colleague’s behavior discriminating, harassing or disturbing for your working emvironment?* Yes Mo
16, What changes in your osrent joby’ organization would make you happy?
P
17. Will you recommend your relasives or friends to work in BRACT™ Yaz Mo
18, In your new job, are you offered something which is not being provided by BRACT* ez Mo
15, Would you like to mzks any other comments?
5
Exit Intarview
Document
Image: Create Employee Exit Interview Form
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iv. Observe that Employee Exit Interview Form Info will be auto generated
V. Fill up all required fields with attachment
vi. Click on Create button to create Employee Exit Interview Form.
Observe that Employee Exit Interview Form is created with saved message and created
interview form info will be available in Job Separation Proposal List for Interview Edit page.
vii.  Click on Cancel button to reset all inputted fields.

3.3.8.2 Employee Exit Interview List to Edit

V. Please Select, HR ->Job Separation ->Exist Interview Form -> Employee Exit Interview List to
Edit, Job Separation Proposal List for Interview Edit page will appear

Job Separation Proposal List for Exit Interview Edit

Country -Select Country- Y

Office -
Employee PIN
| Search

Proposal No Proposal Date Employee Info Status Designation Project
Edit MM300001-2013604  12-06-2015 [071000318) MAUNG MAUNG | Accounts Settled | [DO71] Monitoring Officer [MM-0001] Microfinance
Project
Edit BI-2016602 06-056-2016 [0150097] MD MORSALIN AL | Accounts Settled | [D265] Senior Software [BD-0002] BRAC Banglac
SAADL Enginear-I

Image: Job Separation Proposal List for Exit Interview Edit

vi.  Observe that created employee Interview info is available in Job Separation Proposal List for
Exit Interview Edit list
vii.  Click on Edit button, Edit Exit Employee Interview Form page will appear
viii. Edit any field, then click on Update button, observe that interview form info will be updated

with update message
ix.  Click on Back to List to get back Job Separation Proposal List for Interview Edit list page
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Edit Employee Exit Interview Form

Employee Exit Interview Form Info

Pr ploy o1 - KAZI RAHMAN
Program Type Support Programme Employee Category Contract Staff
Program  [12]- BRAC International HO {BD) Employee Level 1
Project  [BD-0001]- BRAC International HO (BD) Designation  [D03<]- Office Assistant
Current Office  [BI]- BRAC Center, Bangladesh Functional Designation  [FD037]- Office Assistant
Department  HR & Training Joining Date  20-01-2016
Job Separation Type Termination Status  Accounts Settled

Attachment  Job separation proposal supperting

Information of New Organisation

MName: =ds Designation dsdsds

Please specify the main reason for your resignation: =

dsdsd

1. Are there any reasons for which you felt compelled to resign?=
dsds

2. What was the most satisfactory aspect of your job?=
dsds

3. What was the least satisfactory aspect of your job?=

dsds

4. Did the job responsibilities match your expectation?* Yes ' Mo

5. Did you get sufficient training to perform your responsibilities?= Yes ~No

6. Did you get appropriate feedback on your performance?= Yes = Mo

7. Were you satisfied with the performance evaluation system/process?= Yes ' Mo

8. Did the organization help you in achieving your career objective?* Yes ' Mo

9. How was the working environment in BRAC? = ! very Good ) Good ) satisfactory Mot Good

Please Specify™  dds
10. Were the working conditions, hours, equipment and facilities fair and adequate?* Yes ' Mo
11. Did you get appropriate guidelines and directions from your supervisor?= Yes ~No

12. How was the professional relationship between you and your supervisor?

dsds

13. Please mention your general perception about BRAC. (Strength/s and Weakness/es)

dsds

14. Is there anything that the organisation could have done differently that would have influenced you to stay longer with BRAC?
dsds

15. Did you find any colleague’s behavior discriminating, harassing or disturbing for your working environment?= @) ves ) Mo

Please Specify™ dsds

16. What changes in your current job/f organization would make you happy?

dsds
17. Will you recommend your relatives or friends to work in BRAC?* 2 Mo
18. In your new job, are you offered something which is not being provided by BRAC?™ =) Mo

Please Specify®™  dods

19. Would you like to make any other comments?

dsdsd
Exit Interview £yt Interview
Document
Browse
uUpdate | | Back To List |

Image: Edit Employee Exit Interview Form page

3.3.9 Release

i Please Select HR ->Job Separation ->Release
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Employee Release list screen will appear.
Employee Release List

Country [050]-Bangladesh E‘
Office hd
Employee PIN
From Date DO-MM-YYYY Topate

DO-MM-y

Order No Country Employee Info Status
BI-2016103 [050]-Bangladesh [011000058] KAZI SAMIUN Accounts
RAHMAN Settled

Figure 59: Employee Release list page

ii.  Click on Order No, Job Separation Release page will appear.
Job Separation Release
Employee Information

Employee Mame  [071000318]- MAUNG MAUNG

Program Type  Core Programme Employee Category
Program  [01]- Microfinance Program Employee Lewvel
Project  [MM-0001]- Microfinance Project Designation
Current Office [MMZ00001])- Bago Functional Designation
Department  Monitoring & Review Joining Date
Resignation  12-05-201%9 Last Weorking Date

Submission Date

Separation
Type
Termination | [D034] Office Assistant

Designation

Contract Staff

v

[D071]- Monitoring Officer

[FD074]- Monitoring Officar

23-02-201%5

12-06-201%

Job Separation Type  Rasignation Status  Accounts Scttled
aquirad |
Motice Period (In Days) 0 Invalid dat= Notice Pay (In Days) 0
ormat, must be in
| DD-MM-YYYY
Reason best format
* Last Working Date
cannot be Less than
- Joining Dake: 23-02-
Release Information 2015 .
N
Last Waorking Date * DO-MM-YYYY
Effective Date * DO-MM-TYYY
Recruited again in
Future * Yes Mo
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Latest Monthly Salary® Gross * Basic * Currency Mame
0.0 0.0 usoD

Salary Paid up to Date DO-MM-Y Y
* =

*
ID Card Returned Yes Mo

Other Attachment

Exit Interview Form

Image: Job Separation Release page

Observe that Employee Information will be auto generated based on created Proposal
iii. Enter Last working Date (DD-MM-YYYY).
i Enter Effective Date (DD-MM-YYYY).
ii.  Click radio button Recruited again in future or not.
iii. Enter last month salary information.
iv. Enter Salary Paid Up to Date
v.  Click radio button ID card return or not.

vi. Click browse button to attach related information.
vii. Click browse button to attach Exit interview form.
viii.  Click ‘Create’ Button to Release Job Separation.

Observe that Job Separation Release is saved with successful Saved message
ix.  Click ‘Back’ button to take the user in the Employee Release list page

3.3.10 Associated Job Separation List

Pre-requisite: Only authorized user is able to see the information in Job Separation Proposal List

i Login with authorized user. Authorized user (Action Taken By) from below attachment as for

example.
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I & (1Y (5 Admin Welcome Mohammed Defwar Hossain (0150057-HOHR- BRAC International, Bangladesh [BI]) n .

sbiCloud
Register ~Transfer Job Separation Grievance Payroll HR Letter Reports

Quick Access Program Type  Support Programme
Program  (12]- BRAC International HO (BD)
) favorites Project  [BD-0002)- BRAC Bangladesh

Current Office ~ [BI]- BRAC Center, Banghdesh
Department  General Department
Job Separation Type  Retrement (Routine)

Reason test

Accountng Date : 04-05-2014 [DAY OPEN]

| Search Q

Employee Category  Contrac St R\
oo 10 W
Designation  [D218]- Advtor to the Chaipersan
Functional Designation  (F0173]- Vice Cherperson
and Intenm Executne

Joining bate 9%t

Status  On Authorzation

Authorization Trail - Resignation Local Below Program Manager

Type Status Actor

Proposal Pending Anchor

Proposel Pending Anchor

Gl

10.5.142.12:9092/sbicloud/jobSeparationProposal/viewSeparationinfoid=BI000000000000000000018&isHR =false# Copyright © BRAC Intenational 2015

Action Taken By Date

[0150057)- Mohammed Dehwar Hossan
[FD187)- Senior Manager, Human Resources

[0080376)- Kazi Nazrmul dam
[FD210}- Senior Officer,Data Management

Developed By: iTS

Image: Job Separation Detail page

ii. Please Select, HR ->Job separation ->Associated Job Separation List
iii.  Observe that authorized info is available is Job Separation Proposal List
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Job Separation Proposal List

Country -All Country- ¥
Office .
Employee PIN
Status - .
From Date To Date
. Search
Job Separation Proposal List
Proposal No Proposal Date  Country Employee Info Status Designation Project
BI-2016106 27-01- 2016 [050]-Bangladesh  [011000056] KAZI SAMIUN  Relessed [D034] Offce Assistant [BD-0001] BRA
RAHMAN Ho (ED)
BI-2016103 20-01-2016 [00]-Bangladesh | [011000055] QA RASHED Released [D081] Senior Researcher |[ED-0002] ERA
RETESTING ONE HR
BI-2016102 15-01-2016 [050]-Bangladesh  [011000054] QA RASHED Released [D053] Junior Financial Analyst [BD-0002) BRA

L

Image: Job SeparationProposal List page

iv.  Click on Proposal No, Job Separation Detail page will appear
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Job Separation Detai

Proposed Employes  [011000056]- KATT FaHMan
Prograne Type  Support Brogremee Erployes Category  Contract St
Progrmen [23]0 ERAC Dnterestion sl o (B Eraploy e e
Profject  [BE0-0003]- BRAS Lnternationsl Ho (B0 Drmigrnatiomn  [CO33]- office Samtetant
Crarrent Office [BIl- BRACS Canter. Banaledest Functional Desiomation  [FOOE7]- < ofMice Sesistent
Do rtneent  HE S Tosining Tl Date  S0-01-2018
Tk S tiom Tyge  Tecoinstion Status  Felessed
Pt Bt (Ers Exmpm) B0 e

T

o
e e D N L e R E—
R Statoes At -
Proponal Ao ] Fmmpe s thee S U i 27-0a- 2o
S ——
— R - < v . CO3aze) .
rurmncation | Mot Reoguired | Sountey Homean Ressures il e 27-0a- 202
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Image: Job Separation Detail page

v.  Click on Go to List to get back Job Separation Proposal List page
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3.3.11 All Job Separation List

i Please Select, HR ->Job Separation -> All Job Separation List
ii. HR Proposal List for Job Separation screen will appear

HR Proposal List for Job Separation

Country [050]-Bangladesh El
Office h
Employee PIN
Status Select Sta -
From Date DO-MM-YYYY To Date DD-MM-YYYY

HR Pmpnsal List for Job Separation

Proposal No Proposal Date Country Employee Info Designation

BI-2016106 27-01-2016 [050]-Banaladesh | [011000056] KAZI SAMIUN Released [D034] Office Assistant [BD—O[JD 1] BRY
RAHMAN HO (BD)

BI-2016105 21-01-2016 [050]-Bangladesh [0000027] Dr. Ahmed Mastagur |Released [D218] Advisor to the [BD-0002] BR#
Raza Chowdhury Chairperson

BI-2016103 20-01-2016 [050]-Bangladesh [011000055] QA RASHED Released [D081] Senior Researcher [BD-0002] BR4
RETESTING OME HR

BI-2016102 15-01-2016 [050]-Bangladesh [011000054] QA RASHED Released [D0&3] Junior Financial Analyst | [ED-0002] BR4
RETESTIMG HR

BI-2016101 15-01-2016 [050]-Bangladesh [0154158] Khalifa Mazim Uddin On [0242] Deputy Manager, [BD-0001] BRA

Recommendation Finance & Accounts HO (BD)

Image: HR Proposal List for Job Separation page

iii.  Click on Proposal No, Job Separation Detail page will appear

Job Separation Detail

Proposed Employes
Program Type
Program

Project

Current Office
Department

Resignation
Submission Date

Job Separation Type
Motice Period {In Days)

Reasomn

Authorization Trail

[3700255]- LOLTWA ISWAH
Support Programme
[04]- Adolescent Developmeant Program

[SS-0005]- Adolescent Girls Initiative {(MNowvo
Foundstion)

[S5400008]- Jubs

Adolescant Development

20-01-2017

Fesignation

20

Discontinuaktion of contract dus to no Budgek

Resignation Local Below Program Manager

Type Status Actor

Propasal Pending Regicnal Managsr

Employee Category

Employee Lewel

Designation

Functional Designation

Joining Date

Last Working Date

Status

Motice Pay (In Days)

Action Taken By

[00007014])-
[FDo221-

Cantract Staff

W

[D015])- Area Manager
[FD120]- Area Educakion
Manager

18-11-2013

18-02-2017

©On Authorization

]

PARVEN AKHTER KHANAM
Programme Manager

Aszet clearance is not required as no setup is found
| GotoList |

Image: Job Separation Detail page
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3.4 Grievance

This part of the manual denotes the Grievance related activities which is following-
e  Whistle Email Mapping
e Whistle Blower
e Whistle Blower List
e New Grievance
e Grievance Action
e Employee Reply/Appeal
e Grievance Committee Feedback
e HRReply/Appeal
e Grievance Misconduct Info
e Grievance Appeal/Reply

Business Rule:

- Country (applicable for Head Office User), Programme, Office, Project, Employee PIN, Serious
Misconduct, should be captured as required fields.

- List of 'Serious Misconduct' will be populating in a dropdown as Misconduct-1, Misconduct-2
and so on. Values of Misconduct-1, 2, 3....will have to be defined in the Setup section
according to HRPP. If in future any Misconduct will be added in the HRPP, authorized user will
be able to add the new Misconduct. For selecting each Serious Misconduct, particular text will
appear on the screen of Grievance.

- When Staff will get the Show Cause Letter, Show Cause information will be available for him
in a list view and 'Appeal (reply) section will be available there so that he can defend himself.
This will be open 7 calendar days after creating Show Cause.

- As soon as Staff will save Appeal, concerned HR, Supervisor and Programme Head will be
notified through email.

- Supervisor/ Programme Head will decide the next step of Reply Only. Following options will
be available for him:Satisfactory, Not Satisfactory (reply if not satisfied )

- If the allegation will be proved and Senior Management will select 'Not Satisfactory', it might
require one/multiple of the following actions:Deduction (if any deduction will be applicable
for him, mention the Month in text field and Amount), Suspension (If Employee will be
suspended for a certain time mention from-to date ), Investigation (If any investigation is
required mention from-to date), Observation (If the selected employee will be under
observation for particular time, mention from-to date)

- HR will be able to view the update.

- For selecting 'Investigation' and 'Observation’, user will find a required text field to enter the
Remarks.

- For Investigation and Observation HR will have the provision to mention selective Employee
PIN, who will be responsible to comment on him after the mentioned time period. At the end
of Investigation and Observation, Authorized user will be able take decision with Deduction/
Suspension.

- All the Grievance information should be available in the Employee History. If any letter is
uploaded as reference it should be available there as well.
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n Workflow: New Grievance-> Grievance Action-> (Grievance HR reply, Employee reply, No reply
depending on the type of action and date)-> Grievance Feedback committee member add and
Accused employee Grievance action execution as scheduled.

3.4.1 Whistle Email Mapping
i Please Select, HR -> Grievance -> Whistle Email Mapping

Create Whistle Email Mapping' screen will appear.

Create Whistle Email Mapping

Whistle Email Mapping

Country [834]-Tanzania v

Email Address {123@yahoo.com|

Crate | Cancal

All Whistle Email Mapping

SL Country ‘ Email Address
1 Tanzania 123@yahoo.com
& Page 1 of1 10 | v View 1-1of 1

Image: Create Whistle Email Mapping page

ii.  Select 'Country' from the drop-down
iii. Enter 'Email Address'
iv.  Click 'Create' button and see Create Whistle Email Mapping saved successfully.
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3.4.2 Whistle Blower

i Please Select, HR -> Grievance -> Whistle Blower
Create Whistle Blower' screen will appear.

Create Whistle Blower

Subject * ECreabe Whstle Blower|

Complain® | B, U ahe x, X T-1TH-Tg T, L @
= @ e < BHE «
test,,,,
Attachment
Browse
Create \ Cancel |

Image: Create Whistle Blower page

Enter 'Subject' and body text

Click 'Brows' button to attached required file

ii.
Click 'Create’ button and see Whistle Blower successfully message appear.

iii.
iv.

Page 155 of 366
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3.4.3 Whistle Blower List

i Please Select, HR -> Grievance -> Whistle Blower List
Whistle Blower List' screen will appear.

Whistle Blower List

All Whistle Blower List
SL Date Subject Edit
1 15-02-2015 from Whistle Blower >

Image: Whistle Blower List page

ii.  All whistle blower list will auto loaded on this list.
iii.  Click 'Editicon' from the edit column if you want to edit anything and the following screen will
appear.

Whistle Blower

Subject  from Whistle Blower

Complain test,,,,

Attachment

Image: Whistle Blower List page

iv.  Click 'Back' button to go back to the previous list or
V. Click 'Remove' button to cancel the whistle blower form the list.
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3.4.4 New Grievance

i. Please Select, HR ->Grievance->New Grievance
New Grievance' screen will appear.

HR Grievance Info

HR Grievance Info

Occurrence Date DD-MM-YYYY

FileDate® 15452015

Grievance title *

Additional Comment *

Grievance Misconduct Information

Select - HRPPRef No Misconduct Name Misconduct
O 005 Reputation BRAC's Reputation being placed materially atrisk A
| 004 Health or Safety The Health or Safety of themselves or others being
seriously jeopardised.
O 003 Sexual Violation Any sexual violation
] 002 Physical Violence Physical Violence or harassment towards any perso
i} 001 Criminal Law A punishable offence in accordance with the local
criminal law or penal code v
< >
Page 1 of1 10 |y View 1-60of 6
Accused Employee * (8 f Adam_l
Employee Name Designation Project Remove
Attachment
Browse
| N |
. Save = Cancel

Image: HR Grievance Info page

ii.  Search employee to enter Grievance information.

iii.  All employee information will auto load.

iv.  Select misconduct information. Available misconduct (Created in Admin->misconduct info)
will be in Grievance misconduct information section.

V. Enter Grievance Date (DD-MM-YYYY). (Should not be future date)

vi. Enter grievance title.
vii. Enter additional comment
viii. Click Browse button to attach related information.

ix. Click Save button to save grievance information.
X. Click Cancel button to cancel the operation.
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3.4.5 Grievance Action

i. Please Select, HR -> Grievance-> Grievance Action
HR Grievance Action Taken List' screen will appear.
HR Grievance Action Taken List

HR Grievance Action Taken List

Country -Select Country- v

Office

HR Grievance Action Taken List

SL  Title File Date Occurrence Date Grievance Action

1 Occurance 12-12-2014 15-02-2015 NEW Action Taken

Image: HR Grievance Action page

ii.  Click 'Action Taken' button from the list; the following screen will appear.

Grievance Action Taken

Occurrence Date  12-12-2014
Grievance title  Occurance

Additional Comment  adsf

Attachment

File Date 15-02-2015

Ref No Misconduct Description
005 Reputation
Employee List

Employee Name Designation Control Last Action
[01200000 1] -Falze Hasan Abed [D001]- Chairperson H

Action Date * 15-02-2015

Action Taken * -Select Action Type- v
Grievance Employee List
ignation
[01200000 1] -Falze Hasan Abed [D00 1]- Chairperson
Action Text * weg
Attachment
Browse

Image: Grievance Action Taken page

iii. Enter necessary information and click 'Grievance Action' button from the screen
iv. HR Grievance Action taken successfully message appears.
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3.4.6 Employee Reply/Appeal

i Please Select, HR -> Grievance->Employee Reply/Appeal
HR Grievance Action Taken Listscreen will appear.

Grievance List

SL Date Title Name Designation Action

Image: Employee Appeal/Reply Page

n Note: After committee feedback given it go back to grievance action taken page. After final action

take then employee grievance information will come to employee appeal list section.

Employee Grievance Appeal List

Country | Selert country EE

Office

i |

Date Title Misconduct Name Designation Reply

1 | 20151212 test 12 TEST MALE EMPLOYEE [[D46]- Monitor Appeal

Image: Employee grievance appeal list page

ii.  Click ‘Appeal’ button ‘Employee Appeal’ screens will appear.
iii.  All employee information will auto generated.

iv.  Appeal Date will auto generated from the system.

V. Enter Feedback text.

vi.  Click Browse button to attach related information.
vii.  Click ‘Appeal’ button to appeal against action.
viii.  Click Back button to take the employee in the list page.

ﬂ Note: After Appeal it goes back to grievance action taken page. After final action take employee

grievance work flow will finish.
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Create Employee Grievance Appeal

Employee Mame TEST MALE EMPLOYEE

Program Type Core Programme Employee Category  Reogular Staff
Program  [0i]- Micofinance Program Employee Lewel WI
Project  [UG-0001]} Micofinance Project Designation  [DO48]- Maonitor
Current Office [UWGCHO] Ugands Country Office Functional [FO04%) CO-Monitor
Designation
Misconduct Ref No Misconduct Description
12 disd

Griewvance Information

Grievance title test

Additional Comment  test

Artachment

Show Cause Date 12-12-2013

Action Taken Information

Action Taken Mon Satisfacoony
Action Taken Date 15-05-2014
Action Taken Text test

Attachment

Appeal Information
Appeal Date = (TR ..o

Appeal Text *

Artachment
Browse

Image: Employee grievance appeal page

Showcause List

Country i Selact country EE
Offce |
f Date Title Misconduct Hame Designation Reply
1 | 2013-12-12 test 12 TEST MALE EMPLOYEE [D046]- Monitor Reply
Old Figure 67: Employee Grievance Employee reply list page
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ix.  Click Reply button ‘Employee Reply’ screens will appear.

Reply

Employee Name TEST MALE EMPLOYEE

Program Type  Cors Programme Employee Category  Regular Staff
Program  [01]- Microfinance Program Employee Lewvel i
Project  [UG-0001]- Microfinance Project Designation  [D045]- Monitor
Current Office  [UGCHO]- Uganda Country Office Functional Designation  [FD045]- CO-Manitor
Misconduct Ref No Misconduct Description
12 dsd

Grievance Information

Grievance title  test
Additional Comment  test
Attachment

Show Cause Date  17-12-2013

Reply Information

Reply Text *

Attachment
Browse

Image: Employee Grievance Employee reply page

X. Enter Reply Information. Replies Date will auto generated and enter reply text.

Xi. Click Browse button to attach related information.
xii.  Click Reply button to Reply grievance information.
xiii.  Click Back button to take the employee in the list page.
User Manual Version 1.0 Date 25/06/2019 Page 161 of 366

© Copyright 2019 BRAC IT Services Limited



3.4.7 Grievance Committee Feedback

i. Please Select, HR -> Grievance->Grievance Committee Feedback
Investigation List' screen will appear.

Investigation List

Investigation List

Grievance Investigation List

Remarks File Date Occurrence Date

Image: need data continue further process

n Note: If action taken as investigation and observationthen employee grievance information will

come to committee feedback list page ofrespective committee member

Investigation List

Grievance Investigation List

Misconduct Name Designation Status Reply
12 TEST MALE EMPLOYEE [D046]- Manitor OMNOBSERVATION FeedBack

Old Image: Employee Committee feedback list page

ii.  Click ‘Feedback’ button ‘Committee Feedback’ screens will appear.
iii.  All employee information will auto generated.

iv.  All Grievance related information will auto generated.

V. Enter Feedback text.

vi. Click Browse button to attach related information.
vii.  Click ‘Action Taken’ button to take grievance Action.
viii.  Click Back button to take the employee in the list page.
User Manual Version 1.0 Date 25/06/2019 Page 162 of 366

© Copyright 2019 BRAC IT Services Limited



Investigation Committee Feedback

Empioy=e Rame  TEST MALE EMPLOVES

Program Type  Core Frogramme Empioyes Category  Aaguiar S=f
Program  [01]- Mioofranos Program Employes Leval ]
Project  [UG-000L1]- Mioofinanos Projec Designation  [DO4]- Moninos
Cwrrent Office. [USTHO]- Ugarnca Couriny Ofos Functional Designation  [Foo49]- O0-Monioe
Miconduct  Ref Ko Misconduct Description
L (==

Show Cauge Date  17-17-2003

Reply Date  15-08-2004
Reply Tt ot

Attachmesnt

Action Taken Information

HAction Taksn  Mon Sasadory
Action Takesn Dot 15-05-2014

Action Taksn Text st

Attachmesnt

Reply Dyte  15-05-2004

Reply Text gt

Attachment
[Fe=dbsck Text = | E
Attachme=nt
Browsi
Image: Employee Committee feedback page
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3.4.8 HRReply/Appeal

i Please Select, HR -> Grievance->HR Reply/Appeal
Grievance List' screen will appear.

Grievance List

SL Date Title Name Designation Action

(=] Page't of0 »> »1 10|y No records to view

Image: HR Reply/Appeal page

3.4.9 Grievance Misconduct Info

i Please Select, Grievance-> Grievance Misconduct Info-> Misconduct
Misconduct Info create page will appear

Wekoms Mohammed Delwar Hossain (0150057-HOHR- BRAC International, Bangladesh [81]) [0} @0

,bic-;g-u.-j" Accounting Date : (4-05-2014 [DAY OPEN]
Register  Transfer Job Separation  Grievance  Payroll  HR Letter  Reports Lsear(h Q
@ rigtanats
k A - . .
Quick Access Create Grievance Misconduct Info Nl
-
* Favorites HRPPRefNoO* asrio

Misconduct Hame *

Misconduct =

Description

Grievance Misconduct Information

HRPP Ref No Misconduct Name Misconduct Description
Select 11 Test2 Test2 Test2
Salect 1 test tast test
Copyright @ BRAC International 2015 Developad By: SITS

Image: Grievance Misconduct Info page

ii. Click on the select link from the result grid, observe the update page appears for edit, click on
update /delete/ cancel to perform action;
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3.4.10 Grievance Appeal/Reply

i Please Select,Grievance -> Grievance Appeal / Reply -> Observe
Observe the list screen appear.

Wekome Mohammed Delwar Hossain (0150057-HOHR- BRAC International, Bangladesh [e1]) [ B

sbiCléuci Accounting Date : 04-05-2014 [DAY OPEN]
Register Transfer Job Separation Grievance Payroll HR Letter Reports [Senn:h

wick Access - = = Paiiria

g Grievance List P 54

.,
@ g
.
+ Favorites N Date Title Name Action reassts
Days
@ Page 1 of0 w> w10 | No records to view
Copyright @ BRAC International 2015 Developed Bv: ITS

Image: Grievance Reply/Appeal page

ii.  Select any link from the result grid for viewing the Reply/Appeal page

3.4.11 Add Accused Employee

i Please Select Grievance -> Add Accused Employee-> on the screen observe the result grid.
Select any result by clicking on Add employee button.

Welcome Mohammed Delwar Hossain (0150057-HOHR- BRAC Intemnational, Bangladesh [BI]) .

lbiclouc} | Accounting Date : 04-05-2014 [DAY OPEN]
Register  Transfer  Job Separation  Grievance  Payrol  HR Letter  Reports [ Search Q
Quick Access Department v e Ui e
- .
Status  gojact status =l e p -
» Favorkes From Date [y ToDate oo —
Search
SL Titke Occurrence Date File Date Status Grievance Action
1 Today 01-02-2015 04-05-2015 HEW R
2 |testtatest 04-05-2015 HEW e
3 |ogeg 01-05-2015 02-05-2015 ONPROCESS R Emris
4y 01-01-2008 02-05-2015 ONPROCESS ‘Add Empioyes |
5 test 02-05-2015 02-05-2015 ONPROCESS A Employas
6 |test 01-01-2015 02-05-2015 NEW o
Waiting for ajaxmicrosoft.com... Commaht ® BRAC Incemational 2015 Developed Bv: %iTS
Image: Add Accused Employee List page
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ii. On the result page search for the employee, click on add button, and Click on Add Accused
employee link.

1‘- HR ; Admin Welkome Mohammed Debwar Hossain (0150057-HOHR- BRAC International, Bangladesh [BI]) n -
sbiCloud

Accounting Date : 04-05-2014 [DAY DPEN]

Register  Transfer  Job Separation  Grievance Payroll HR Letter  Reports

| search Q
Fyrr—
Quick Access Additional Comment  zdf -
e . .
File Date  04-05-2015 L e
-
hmEovotfbes Attachment —
Misconduct List
Ref No Misconduct Description
11 Test2 Test2
Employee Name Designation Control Last Action
[0137144]-Tanzia Rahman [0:230]- Senior Manager Fnance & Accounts H
Add More Accused Employee |
Accused Employee * [r) Add
Employee Name Designation Project Remove

Add Accused Emphoyee Back

Image: Add Accused Employee page

3.4.12 Add Investigation Committee member

Please Select Grievance -> Add Investigation Committee member -> on the screen observe
the result grid. Select any result by clicking on Title link.

Wekcome Mohammed Delwar Hossain (0150057-HOHR- BRAC International, Bangladesh (81]) [0} @B
sbiCloud” Accounting Date : 04-05-2014 [DAY OPEN]

Register  Transfer WUETELZIIDE Grievance  Payroll  HR Letter  Reports

Lsearm
Quick Access - . . . - .
Grievance List for Investigation Committee . e
| Favorites SL Title From Date To Date No. Of Member e
1 dssd 2015-05-04 20161212 1
2 ig 20150502 2015-05-20 4
@ Page T of1 10 |- View 1-20of2

Transfeming data from cdncache-a.akamaihd.net... Convrinht @ RRAC Taternational 201 5

Image: Add Investigation Committee member List page

Nevelned Re: M TS

ii. On the add page enter employee, add employee, click save/back;
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3.5 HR Letter

e HR Letter

Appointment Letter

Contract Letter

Transfer Order Letter

Contract Renew Letter

Revise Transfer Order Letter
Transfer Cancel Order Letter

lob Separation Order Letter

Job Separation Cancel Order Letter
Create Custom Letter

Custom Letter List
e HRletter Management

Hr Letter Signatory
Hr Letter Template

Al Issued Hr Letter

3.5.1 HR Letter

This part of the manual denotes the HR letter order related activities which is following-
e Transfer Order Letter
e Appointment Letter
e Contract Letter
e Contract Renew Letter
e Revise Transfer Order letter
e Transfer Cancel Order Letter
e Job Separation Order Letter
e Job Separation Cancel Order Letter
e Create Custom Letter
e Custom Letter List
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3.5.1.1 Transfer Order Letter

i Please Select, HR Letter -> HR Letter ->Transfer Order Letter
List for Transfer Order Letter' screen will appear.

List For Transfer Order Letter

Country [834]-Tanzania v

List For Transfer Order Letter

Transfer Order Letter Proposal Date Type Status Employee Info Current Project New Pi

Generate Letter 07-07-2033 TRANSFER Approved [012000121]- Mr. Gopal |[TZ-0001]- Microfinance [UG-00C

Ch. Pramanik Project

Image: List for Transfer Order Letter image

ii.  Select 'Country' from the drop-down
iii. Click 'Search' ;List of Transfer Order Letter will loaded on the list box
iv.  Click 'Generate Letter' from the list and the following screen will appear

Employee Transfer Order Letter

Create Transfer Order Letter

Template Country *  -Select Country- vi

Template Type * -Select Hr Letter Template- | v

* [ x
letterBody™ | B 7 U abe x, ¥ |T-1FH- Ty B &|i= =&

= s ¢ B @S«

nv
ll
]
]
]
I

Is Terms & Condition ||
required

Signatory Template * -Select Signatory Template- | v

Issue Date * DD-MM-YYYY

. SaveDraft  Reset

Image: Employee Transfer Order Letter image
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V. Select 'Template Country' form the drop-down

vi. Select 'Template Type' from the drop-down
vii. Enter 'Letter Body'
viii. Click 'Save Draft' and a successful message will appear.

3.5.1.2 Appointment Letter
i Please Select, HR Letter -> HR Letter ->Appointment Letter

Appointment Letter for Deployed Employee List' screen will appear (Appointment Letter will
auto loaded on the list box).

Appointment Letter for Deployed Employee

Country

Select Country v
Office Info o
Employee Category -Select Category- v
Employee PIN
Employee Name
Employee Status -Select Status- v
Appointment Letter List
Appointment Letter Employee Name Pin No Programme Designation Pro
Generate Letter Mr. MD ZAHID HASAN 032000059 Microfinance Program Officer Micre
Generate Letter Mss, ZZZ XXX CCC 052000006 BRAC International HO (BD) Office Assistant BRAC
Generate Letter Mr. AAA BBB CCC /052000005 'Health Program Office Assistant TBC
Generate Letter Mr. MOSHARROF HOSSAIN 012000299 BRAC International HO (BD)  |Office Assistant BRAC
Generate Letter Mr, KAZI SAMIUN RAHMAN 012000257 BRAC International HO (BD) Office Assistant BRAC
Generate Letter Mr. NADA DULAL SAHA 012000296 BRAC International HO (BD) Director BRAC
Generate Letter Mss. DR, SHARMIN AKHTER JAHAN 012000295 BRAC International HO (BD) Senior Program Manager BRAC
Generate Letter Mr. KHALIFA NAZIM UDDIN 012000294 BRAC International HO {BD) Deputy Manager BRAC
< >
(] Page 1 of1 10 (v View 1-80of 8
Image: Appointment Letter for Deployed Employee List image
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3.5.1.3 Contract letter

i Please Select, HR Letter -> HR Letter ->Contract Order letter
List for Contact Order letter' screen will appear.

Wekome Mohammed Delwar Hossain (0150057-HOHR- BRAC International, Bangladesh (1)) [} @B

sbiCloud” Accounting Date : 04-05-2014 (DAY OPEN]

Register  Transfer  Job Separation  Grievance Payroll  HR Letter Reports lSear:h
Quick Access Country Select Country : -
sernirge =
L Office Info - o,
e
e B
» Favorites Empiloyes Category -Select Category- - emasels
Employee PIN
Employee Name
Employee Status -Select Status- -
Search
Contract Letter List for letter issue
Contract Letter Employee Name Pin No Pro;
Ganerata Letter Ms. TSTE TEST TES 131000001 BRAC Intemational HO (BD) | Tractor Operator BRAL
Generate Letter Ms. FAZAN FAZAN 081000593 Microfinance Program Branch Accountant Micre
Ganerate Letter Ms. NIDA TAHIR 081000592 Microfinance Program Branch Accountant Micre.
Generte Letter Mr. M MUADASAR IQBAL 081000591 Microfinance Program Branch Accountant Micre
Generate Letter Mr, MUZAFAR ALT 081000590 Microfinance Program Branch Accountant Micre
Generate Letter Ms. GULZAR GULZAR 081000589 Microfinance Program Credit Officer Micre
iavascriptvoid(Dl Frnuriaht @ RRAC Internatinnal 3015 Nauslanad mv i TE

Image: Contract Order letter List page

ii. Click on Generate Letter link, select all the mandatory fields, Create Contract Letter.

3.5.1.4 Contract Renew letter

i Click on HR Letter-> HR Letter-> Select Contract Renewal
On the screen search and select any result;

Welcome Mohammed Delwar Hossain (0150057-HOHR- BRAC Intemational, Bangladesh (817} ) @B

sbiC‘l‘o‘uc‘r | Accountng Date : 04-05-2014 [DAY OPEN]
Register  Transfer Job Separation  Grievance Payroll  HR Letter  Reports | Search
Suick Aces Employee Contract Renew List , ko
Country | celect Country- R ..._, "
* Favorites e - .
Employee PIN
Search i
|
Contract Renew Letter  Proposal No Proposal Date  Employee Info Status Project De

Image: Contract Renewal letter List page

ii. On the result page enter all the mandatory field information and create Contract Renew Letter
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sbiCloud
Job Separation Grievance Payroll HR Letter Reports
-Select Country-

-Select Hr Letter Template- |»

Register  Transfer

TP L LUy

Wekome Mohammed Delwar Hossain (0150057-HOHR- BRAC International, Bangladesh [e1]) [ B

Accounting Date : 04-05-2014 (DAY OPEN)

| search

Quick Access
Template Type *
. letterBody ® (g s Paex, X WM DR CICEEES= =
- o ¢ amax
Is Terms & Condition
required
Signatory Template * -Select Signatory Templata- :
Issue Date * oMMYY -
Copyright © BRAC International 2015 Developed Bv: SITS
Image: Contract Renewal letter page
3.5.1.5 Revise Transfer Oder

Click on HR Letter-> HR Letter-> Revise Transfer Oder
On the screen search and select any result;
Welcomz Mohammed Delwar Hossain (0150057-HOHR- BRAC International, Bangladesh [BI]) n .

Accounting Date : 04-05-2014 (DAY OPEN]

sbiCioud |
Register Transfer Job Separation Grievance Payroll HR Letter  Reports | Search Q
@ ighanintas &
Quick Aooess List For Revise Transfer Order Letter - >t
County  Tosimmasien Tl - o S
b Favorites offce - —
Employee PIN ]
search |
Transfer Order Letter Proposal Date  Type Status Employee Info Current Praject Hew P

Copyright @ BRAC Intemational 2015 Developed By SITS

Image: Revise Transfer Oder letter List page

Waiting for ajaxmicrosaft.com..

ii. Go to the search result link to observe the Revise transfer order detail page
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3.5.1.6 Transfer Cancel Order

i.  Click on HR Letter-> HR Letter-> Transfer Cancel Order
On the screen search and select any result.

Welcome Mohammed Delwar Hossain (0150057-HOHR- BRAC International, Banghadesh (21]) [ (B

sbicléu&' Accounting Date : 04-05-2014 [DAY OPEN]

Register  Transfer Job Separation  Grievance  Payroll  HR Letter Reports lSean:h

Quick Acess List For Transfer Cancel Order Letter

Country ~Select Country- = '. ;
* Favorites Office .
Employee PIN

Search E
Transfer Order Letter Proposal Date  Type Status Employee Info Current Project Hew P
Generate Letter 05-11-2006 TRANSFER anceled [0150028]- Md. Rafiqul |[BD-D001]- BRAC [55-001
Tskam Faruki International HO (BD)  Round-

Waiting for ajax.microsoft.com.. Copyright © BRAC Intemational 2015 Developed By: SiTS

Image: Transfer Cancel Order List page

ii.  Onthe result page click Generate Letter link, Observe the letter generation page with appear
with saved templates.

3.5.1.7 Job Separation Order Letter

i.  Click on HR Letter-> HR Letter-> Job Separation Order
On the screen search and select any result.

g e s s e gy S g s e ey

Welcome Mohammed Delwar Hossain (0150057-HOHR- BRAC International, Bangladesh (1)) [ (@B

sblClouJ' Accounting Date : 04-05-2014 [DAY OPEN]

Register  Transfer Job Separation Grievance Payroll  HR Letter Reports | search Q
Fyrre—
ick A = - — R’
Quick Access Job Separation Letter List .\
.. .
Counmry  -select Country- " PR
* Favorites >
Office -
Employee PIN
Search
’
Job Separation Letter Proposal No Proposal Date  Order Date Employee Info Status Name  Separation Ty

Image: Job Separation Order List page

ii. On the result page click Generate Letter link, Observe the letter generation page with appear
with saved templates.
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3.5.1.8 Job Separation Cancel Order Letter

i Click on HR Letter-> HR Letter-> Job Separation Cancel Order
On the screen search and select any result.

Welcome Mohammed Delwar Hossain (0150057-HOHR- BRAC International, Bangladesh [BI]} ﬂ -

sbiCloud

L Accountng Date = 04-05-2014 [DAY OPEN]
Register Transfer Job Separation Grievance Payroll  HR Letter Reports | search Q
@ Migranaias ~
Quick Access Job Separation Cancellation Letter List = w8,
Country Select Country- v — ..._. A :
» Favorites —— - wed
Employee PIN
Search |
|
Job Separation Letter Proposal No Proposal Date Order Date Employes Info Status Name Separation Ty

Image: Job Separation Cancel Order List page

ii.  Onthe result page click Generate Letter link, Observe the letter generation page with appear
with saved templates.

3.5.1.9 Create Custom Letter

i Click on HR Letter-> HR Letter-> Create Custom Letter
On the screen Enter All the mandatory information. Click on Create Draft/Reset button.

FXTY (= Admin

Welzome Mohammed Dehwar Hossain (0150057-HOHR- BRAC International, Bangladesh [81]) E
sbiCioud> [ Acoourting Dote : 0405 2014 [DAY oPEN]

Register Transfer JobSeparation Grievance Payroll HRLetter Reports | search |

Quicl Aoocss Employee Custom | etter
-
| ¥ Favorites \ Employee Info®

)]
Template Title *
Template Country © ez Courry- |
Template Type *  Salec v Lemer T[]
Letter Body =

B U x xT-TH-HLE S ZEEEEITE
= & asa

IsTerms& ]
Condition required

Signatory Template “Select Signatory Template- [

IssueDate * oo

Create Draft H Reset |

Image: Create Custom Order page

ii. On the result page respective actions success result will occur (Reset Page for Reset button Or
Created Draft Successfully).
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3.5.1.10 Custom Letter List

i Click on HR Letter-> HR Letter-> Custom Letter List
On the screen Click on search button, Result list will appear.

By
sbi Eluud'

Register  Transfer Job Separation Grievance Payroll HR Letter Reporis

ick Acc:
Quick Access Search Employee For Custom Letter
~
| + Favorites | ‘Country

All Gountry =
Office Info Office

Employee PIN

Employee Ref. PIN

Employee Name

| search
5L  Custom Letter Issue Date Letter Type Em:lleoyee Employee Pin i Office Info ‘Cou
1 Generzte Letter Employes Custom | TANWIR 0134558 Director [BI}ERAC Center, [050}-Bangladesh  BRA
Lether RAHMAMN Bangladach Inter
(BD)

Image: Custom Letter List page
ii. Click on Generate button will show Letter.
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3.5.2 HR Letter Management

This part of the manual denotes the HR letter order related activities which is following
e HR Letter Signatory
e HR Letter Template
e Alllssued HR Letter

3.5.2.1 HR Letter Signatory

i Please Select, HR Letter -> HR Letter ->HR Letter Signatory
Create HR Letter Signatory’ screen will appear.

Create Hr Letter Signatory

Hr Letter Signatory Info

Letter Type

Appoinment Letter v

Country -Select Country- v
Signatory Name | "Eequired
[ = 1 |
Signatory Text ‘B I U abe x, XX T-1H-Tg T L E = \
EEEX AR M |

Digital Signature
Browse
IsDefault  (yes @no

- Create  Cancel

All Hr Letter Signatory Information

SL Country Is Default Signatory Name Signatory Text
1 Bangladesh No Emdad Software QA Engineer
SD
2 Bangladesh Yes Hamid Hamid
Assodiate Manager, Software
Testing
biTs
& Page 1 of1 10 |y View 1-20f 2
Image: Create HR Letter Signatory image
User Manual Version 1.0 Date 25/06/2019 Page 175 of 366

© Copyright 2019 BRAC IT Services Limited



ii. Select Letter Type from the drop-down

iii. Select 'Country' from the drop-down

iv. Enter 'Signatory Name'

V. Enter 'Signatory Text'

vi.  Click 'Create' button to create HR letter Signatory and a successful saved message appears.

3.5.2.2 HR Letter Template
i Please Select, HR Letter -> HR Letter ->HR Letter Template
Create HR Letter Template' screen will appear.

Create Hr Letter Template

Hr Letter Template Info

Letter Type Transfer Order Letter | v

Country Bangladesh v

Template Type Terms v

Template Name Test

Allowed Variables

Letter Text B 7 U ae x, x T~ 1T+ Hi~ T- .]A../) z E ‘
p— = ¢ » > —\ R ‘
= ® ¢ A5 M« |
Test... {

IsDefault  (yes ®No

Create | Cancel
" 1 \

All Hr Letter Information

SL Country Name Is Default Template Name Template Type

fa] Page 1 of1l 10 |y No records to view

Image: Create HR Letter Template image
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ii. Select 'Letter Type' from the drop-down
iii. Select 'Country' from the drop-down
iv. Select 'Template Type' from the drop-down
V. Enter 'Template Name'
vi. Enter 'Letter Text'
vii.  Click 'Create' and a HR letter template created successfully message appears

3.5.2.3 Alllssued HR Letter List

i Please Select, HR Letter -> HR Letter ->All Issued HR Letter List
Search Employee for HR Letter List' screen will appear (HR Letter Issued employee information
will auto loaded on the list box).

Search Employee For Hr Letter

Country All Country v

Office Info Office

Hr Letter Type -Select Letter Type- N

Employee PIN

Employee Ref. PIN

Employee Name

l

Hr Letter Issued Employee Information

SL  Letter WS Letter WP Letter Issue Date Letter Type Employee Name Employee Pin mp

] Page T of0 » s 10 v No records to view
Image: Search Employee for HR Letter image

User Manual Version 1.0 Date 25/06/2019 Page 177 of 366

© Copyright 2019 BRAC IT Services Limited



3.6 HRCircular

3.6.1 Circular Category

Please Select, HR Circular ->Circular Category
Select Country and provide name to Create Category

Welcome S N Kairy (00D0223-HOHR- BRAC International, Bangladesh [BI]) =

L Accounting Date : 04-05-2014 [DAY OPEN]

Bl =) Admin

sbiCloud>
Transport  Register Transfer Job Separation Grievance HR Letter HR Circular  PMS  Leave And Attendance  Training  Higher Studies  Travel Payroll Reports
. [Search Q
Quick Access = = -
Create HR Circular o g Poien S
wyan
. Uganaa
- enzania
| hbaontes, ‘ Country*  "050) Bangladesh i
« Registersd Stichting BRAC Internatio
Circular Category * l:l, = Secretariat  Operation = Affilia
—
H
Gircular Title *
GreularDate * o vy
Attachment File
Browse
= ERler= s ]
Country &  Circular Category %  Grcular Sub Category % CircularTile % | Circular Date ¢ Select
Bangladesh Category 1 Sub Category 1 wertyuio; 24-05-2016 ‘ Select
SIS L

Image: Create HR Circular Page

3.6.2 Circular List

Please Select, HR Circular ->Circular List
Select Country and provide title to search

| Accounting Date : 04-05-2014 [DAY OPEN]

Welcome S N Kairy (0000223-HOHR- BRAC International, Bangladesh [BI]) =

Ly (= Admin

Payroll  Reports

Training  Higher Studies  Travel

sbiCloud>
Transport Register Transfer Job Separation Grievance HR Letter HR Circular PMS Leave And Attendance
— | search
uick Access . o o= -
List Of HR Circular v sora Pt sgngnos:
o v
| » Favorites Country [050] Bangladesh <l
< Registered Stichling BRAC Internatic
Circular Title = Secretariat ‘Operation = Affilia
T DD-MM-YYYY TTIsiE DD-MM-YYYY
Show | 10 || entries searc: |
Circular Title % Country &  Greular Date < select
wertyuio; Bangladesh 24.05-2016 Download
Mext | Last v
Navalnned 2o ETC

First | Previous | 1

FAmumin B AC Trtarmatinnal M 18

Image: List of HR Circular

Showin 1 to 1of 1entries
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3.6.3

Create HR Circular Sub Category

Please Select, HR Circular ->Create HR Circular Sub Category
Select Country and provide title to create / delete

Ig_‘nnm

~
sbiClo ua"

Welcome S N Kairy (0000223-HOHR- BRAC International, Bangladesh [B1]) -

|| Accounting Date : 04-05-2014 [DAY OPEN]

Transport Register Transfer Job Separation Grievance HR Letter HR Circular PMS  Leave And Attendance  Training  Higher Studies Travel Payroll Reports
— | search Q
uich \ccess = — =
Create HR Circular Sub Category i toma P ggoguen
v
— vgarea
- Tanzns
| » Favorites ‘ Country* [ Select Country- B
« Registered Stichting BRAC Internatic
CGircular Category * l:l . = Secretariat  Operation  » Affilia
Sub Category Name *
Description

10 | entries

Show
Country Hame &  Category Name &  SubCategory Hame & Description ¢ Select
“
Bangladesh Eom Sub Categary 1A Sub Categary 14 | Select |
Bangladesh Category 2. Sub Category 2 Sub Category 2 | Select ‘
Bangladesh Category 2 Sub Category 2A Sub Category 2A | Select ‘
South Sudan 55 Category 1 Sub 55 Category 1 Sub S5 Category 1 | Select ‘
PR T PR PR | omtame b
S Al d LiTC

Image: HR Circular sub category
3.6.4 Create HR Circular

Please Select, HR Circular ->Create HR Circular
Fill all the mandatory fields to create

Welcome S N Kairy (00D0223-HOHR- BRAC International, Bangladesh [BI]) =

lasy

sbiCluua‘T L Accounting Date : 04-05-2014 [DAY OPEN]
Transport  Register Transfer Job Separation Grievance HR Letter HR Circular  PMS  Leave And Attendance  Training  Higher Studies  Travel Payroll Reports
Ty [Search Q
uick Access = =5 -
Create HR Circular i g P e
an
uganes
| hbaontes, ‘ Country*  "050) Bangladesh i (o
« Registered Stichting BRAC Internatic
Circular Category * l:l, = Secretariat  Operation = Affilia
—
+
CGircular Title *
GreularDate * o vy
Attachment File
Browse
= ERler= N
Country &  Circular Category ¢ Gircular Sub Category ¢ | GreularTile ¢ CircularDate ¢ Select
Bangladesh Category 1 Sub Category 1 wertyuio; 24052016 . Select |
v
B N Lok SRS Al d LiTC
Image: Create HR Circular
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3.7 Leave

Business Rule:

An employee can enjoy leave facility. They may be- annual leave, special leave etc. The rules of
procedure of leave e.g. leave request verify, checkup, accept, cancel etc. are maintained by the
supervisors. In some cases, leaves are categorized in with pay and without pay category. Sometimes
leave category may be vary through employee wise, office wise or country wise.

Overview: Leave module divides into several parts. Through clicking on the leave button following
interface will appear-

e Leave Setup

e Employee Leave Apply
e Leave Cancellation

e Leave Extension

e Leave Early Back

Uner some of the featured list, there are some sub floating menu list, which will appear as following
view-

e Leave Setup

o Leave Type

o Leave Category

o Leave Policy

o Leave Pay Option
e Employee Leave Apply

o Leave Apply
Leave Authorization
Associate Leave Request List
Employee Leave Apply List
Employee Leave History
Maternity Leave Apply By HR
Compensatory Leave Apply

o Compensatory Leave Approve
e Leave Cancellation

o Leave Cancellation Apply

o Leave Cancellation Authorization

o Associate Leave Cancellation List
e Leave Extension

o List For Leave Extension

o Leave Extension Authorization

o Associate Leave Extension List
e Leave Early Back

O O O 0 O O
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o List For Leave Early Back
o Leave Early Back Authorization
o Associate Early Back List

3.7.1 Leave Setup
Business Rule

Before doing any kind of leave execution, first, the application user needs to take permission from the
authorized authority. This permission may be vary employee wise, office wise or country wise. In the
application there are following attributes which is needed for leave setup execution-

e Leave Setup
o Leave Type
o Leave Category
o Leave Policy
o Leave Pay Option

3.7.1.1 Leave Type

This option gives permission to create leave type for specific person. For example- an employee is
contracted with a policy from where he can only avail annual leave with pay. So that this option will
allow the authority to set this certain type of activity. To create leave type following steps need to
follow-

i.  Click HR > Leave and Attendance > Leave Setup > Leave Type
Following interface will appear-
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Create Employee Leave Type

Country * -Saject Counlry- v
Leave Category® -Salar]- v
Mame*
Description
o
Short Code®
Leave Pay Option* -Selcl- ¥
Gendear® -Ealact- T

Shart Code Pay Option Deseription Gender

Image: Create Employee Leave Type

ii. Required fields needs to insert. Firstly, user needs to select country and leave category from
the Country and Leave Category dropdown field. In this field there will appear annual and
special leave option like following interface-

Create Employee Leave Type

Employee Leave Type Information

Leave Category™ . Select- v §

Name* Annual Leave
Special Leave

Description

Image: Create Employee Leave Type

iii. Afterwards, there needs to insert name in Name field, description if needed in the Description
field, short code in the Short Code field.

iv.  Then from dropdown menu of Leave Pay Option field leave pay option can be selected. In this
field there will appear without pay and with pay option like following interface-
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Short Code™

Leave Pay Option™ [+ Required

Gender™* Without Pay
- | With Pay

Create . Cancel

Image: Create Employee Leave Type

V. Next to leave pay option, a user needs to select gender from Gender field. In this field there
will appear both, male and female option like following interface-

Gender®  _select- v

Create | Cancel | Both
: Female
[ Male

Image: Create Employee Leave Type

vi. After all kind of selection and insertion a user needs to click on Create button to create leave
type successfully. This creation will appear at the end of the interface in a list view, which can
be edited if needed. There is also Cancel button to reset the information.

vii. A confirmation pop-up message will appear at the right below side of the interface.

3.7.1.2 Leave Category

To categorize a certain leave category e.g. special leave or annual leave this option is used. For the
creation of leave category following steps, need to follow-

i.  Click HR > Leave and Attendance > Leave Setup > Leave Category

Following interface will appear-
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Employee Leave Category

Country *

v

Category*

Description

. Create | Cancel |

Employee Leave Category
Country Category Description
Mon Editable Myanmar Special Leave Special Leave

Mon Editable | Myanmar Annual Leave Annual Leave

Image: Employee Leave Category

ii. Required fields need to insert which interface is as follows-

Employee Leave Category
Category*
Description

 Create H Cancel

Image: Employee Leave Category

iii. In the Category field category wise leave e.g. Special or Annual leave need to insert.

iv. If needed in the Description field description may be inserted. A following interface will show
a sample example-
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Employee Leave Category

Category* special leave

Description special leave|

‘:’ Create H Cancel ‘

Employee Leave Category

Category Description
Select abc
Non Editable Spedial Leave Spedial Leave
Non Editable Annual Leave Annual Leave
® Page 1 of 1 10 |V Viewl-3of3

Image: Employee Leave Category

v.  After inserting the required field values, a user needs to click Create button to save the
category successfully. This creation will appear at the end of the interface in a list view. There
is also Cancel button to reset the information.

vi.  The list stuffs can be edited if needed through selecting and clicking on the specific editable
stuff.

vii. A confirmation pop-up message will appear at the right below side of the interface.

3.7.1.3 Leave Policy

A leave policy is selected by this option. To create leave policy following steps need to be follow-

i.  Click HR > Leave and Attendance > Leave Setup > Leave Policy

Following interface will appear-
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Country Leave Policy

v

Country *

Program

Praject

Department

Office

Employee Category®
Leave Category™
Leave Type®™

Max Leave™

Is Earn Leave

Is Carry Forward

Is Leave Encashment
Is Financial Benefit
Is Expatriate
Is Active

Is With Pay

Remarks

Cancel

{ -Salect Country-

-Zelact Category-

-Zelact Leave Category-

Image: Country Leave Policy

ii. Required fields need to insert. In the Country field country needs to select from a dropdown
menu. After selecting country respected office will appear in the dropdown menu from where
office needs to select. Employee name needs to insert in the Employee field.

iii.  Afterwards, Employee Category, Leave Category, Leave Type need to select from the
dropdown menu.

iv. Then, minimum and maximum leave days need to insert in the Min Leave and Max Leave

fields.

V. Later, period needs to insert in the Period field.
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vi. Next to period, there are some check mark option, which can be selected by clicking required
wise on the check mark. After clicking on the Is Earn Leave and Is Carry Forward check mark
option a pop-up option will appear separately at the right side of the options.

vii. Afterwards, if needed there is a Remarks field which is used for writing any additional
information.
viii.  After filling up all the information carefully there is a Create button which will be selected to

save all the information successfully. This creation will appear at the end of the interface in a
list view. There is also Cancel button to reset the information.

ix.  The list stuffs can be edited if needed through selecting and clicking on the specific editable
stuff.

X. A confirmation pop-up message will appear at the right below side of the interface.

3.7.1.4 Leave Pay Option

There are two kinds of leave pay option which are with pay leave and without pay leave. This option
helps the user to select leave pay option. To create leave pay option following steps need to follow-

i.  Click HR > Leave and Attendance > Leave Setup > Leave Pay Option

Following interface will appear-

Create Employee Leave Pay Option

Employee Leave Pay Option Information -
* Required
Name™
Description

. Create  Cancel |

All Employee Leave Pay Option Information

Name Description
Select With Pay With Pay
Select Without Pay Without Pay
& Page 1 of 1 10 |V View 1 -2 of 2

Image: Create Employee Leave Pay Option
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ii. Required fields need to be insert. In the Name field name e.g. with pay/without pay needs to

insert.

iii. Afterwards, in the Description field required description needs to insert.

iv.  After inserting the required field values, a user needs to click Create button to save the
category successfully. This creation will appear at the end of the interface in a list view. There
is also Cancel button to reset the information.

v.  The list stuffs can be edited if needed through selecting and clicking on the specific editable

stuff.

vi. A confirmation pop-up message will appear at the right below side of the interface.

3.7.2 Employee Leave Apply

Business Rule

For applying leave, the user can get help of all executions related activity from this option. In the

application there are following attributes which is needed for employee leave apply execution-

e Employee Leave Apply

o

O 0 O O O O O

Leave Apply

Leave authorization

Associate Leave Request List
Employee Leave Apply List
Employee Leave History
Maternity Leave Apply by HR
Compensatory Leave Apply
Compensatory Leave Approve

3.7.2.1 Leave Apply
To apply for leave following steps need to follow-

i.  Click HR > Leave and Attendance > Employee Leave Apply > Leave Apply

Following interface will appear-
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Employee Leave Apply

LRl Earned Taken Forwarded Leawve Apply Allocated Balamce
Page [ r—_— - Mo recards o view

Leawe Category * L

Leawve Type* L

Is Half Day

From Date* DO-MM -y T Ta Date*

Duratiomn In Day*

Phone Mo On Leave

Address On Leave

-
Reason
5
Drocuwment
| Apply | Cancal
Image: Employee Leave Apply
Following required option needs to fill up-
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Employee Leave Apply

Employes Leave Balance Info

Leawe Leawe Leave Compensatory Leave On Leave Leawe
Leave TYPEMAIE § | e Taken Forwarded  Leawe Apply Allocated Balance
Page 1 ol = ®i o ¥ No recards ta view
Employes Leave Apply ¥ Required
p—_ ;i
Leave Cabtegory® j— :"'_ |

| Invatd dat :

Leave Type* | oD-MM- DD-
Is Half Day
",

From Date* CO-MH- [ Ar—— B Ta Date*

Duration In Day*

Phane Mo On Leave

Address On Leave

S
Reason
e
Document
 Apply  Cancal

Image: Employee Leave Apply

ii. Firstly, there needs to select leave category and leave type from Leave Category and Leave
Type dropdown menu.

iii. Then, date needs to be inserted in From Date &To Date field.
iv.  Afterwards, automatically duration of the day will appear in the Duration In Day field.

V. Next to duration, phone no on leave time, address on leave, reason for leave and document
(if needed through clicking on the Browsing button) need to insert in the Phone No On Leave
Time, Address On Leave, Reason and Document field.
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After insertion of all the information there needs to click on the Apply button to apply leave.

vii.
This creation will appear at the top of the interface in a list view. There is also Cancel button
to reset the information.
viii.  The list stuffs can be edited if needed through selecting and clicking on the specific editable
stuff.
ix. A confirmation pop-up message will appear at the right below side of the interface.

3.7.2.2 Leave Authorization

Supervisor confirms applied leave of an employee. This option will help the supervisor to do the

execution. For leave authorization following steps, need to follow-
i.  Click HR > Leave and Attendance > Employee Leave Apply > Leave Authorization

Following interface will appear-

Employee Leave Apply Authorization List

Employee Leave Request List

Select Appiication Date Leave Type  Status Employee Info Project Department
Sekct 23-08-2015 Eanleave  OnProposd  [0134615)- Dr.Sharmin [BD-0001}- BRAC Health & Nutrition
International HO (BD)

Image: Employee Leave Apply Authorization List

In the employee leave, apply authorization list there will be the list of all applied leave
requests.

From the list, the supervisor can clarify the request and accept or reject the applied request.

A request can be shown detailed by clicking underlined Select option in the select field. After

selecting following interface will appear-
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Employee Leave Request Authorization

Employee Name  [0134615]- Dr.Sharmin Jahan

Program Type Support Programme Employee Category Regular Staff

Program  [12]- BRAC International HO (BD) Employee Level xvI

Project [BD-0001]- BRAC International HO (BD) Designation  [D226]- Senior Programme Manager, Health

Current Office  [BI]- BRAC Center, Bangladesh Functional Designation  [FD182]- Senior Programme Manager, Health

Department Health & Nutrition Joining Date  01-01-2009

Status On Authorization

Employee Leave Request Information

Leave Category Annual Leave Leave Type Earnleave

Applied From Date  10-05-2015 Applied To Date  20-05-2015

Applied Leave 11.0
Duration

Actual Leave Duration 11.0

Table of Authority  Annual Leave up to 30 day

Type Status Actor Action Taken By Date

Proposal Pending Respective Employee

Comments

Go to List

Image: Employee Leave Request Authorization

v.  After going through all the information if the employee’s request fulfill the leave policy,
supervisor approved leave request by clicking on the Authorize button. Supervisor can also
edit the information if needed by clicking on the Edit button.

vi. High authority can reject the request by clicking on the Delete button.
vii.  After all execution there is a Go To List button which helps the user to get back him/her to the
employee leave apply authorization list.
viii. A confirmation pop-up message will appear at the right below side of the interface after all
successful execution.
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3.7.2.3 Associate Leave Request List

Employees all kinds of leaves are shown in a list view in this option. To display associate leave request
list following steps need to follow-

i.  Click HR > Leave and Attendance > Employee Leave Apply > Associate Leave Request List
Following interface will appear-

Associated Leave Request List

Country -All Country- ¥
Office -
Employee PIN
Status -
Leave Category -Salect Leave Category- v
Leave Type -Zelect Leave Type- ¥
From Data DO-MM-YYYY Ta Date DO-MM-YYYY
Search Cancel
Show 10 T entries Search:
Leave Type %  Employee Name 4 Status % | From Diate % | To Date # | Duration{In Day) =

Mo dats svailzble in table

Image: Employee Leave List

ii. A user needs to select leave category and leave type from Leave Category and Leave Type
option. There also needs to select specific date range.

iii.  Then clicking on the Search button a leave list will appear at the below of the interface.

iv. In each attribute of the list, there is a Detail button. Clicking on Detail button a list of following
interface will appear where details of the leave can be seen.
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Employee Leave Request

Employee Name [0134615]- Dr.Sharmin Jahan

Program Type Support Programme Employee Category Regular Staff
Program [12]- BRAC International HO {BD) Employee Level Xxvi
Project [BD-0001]- BRAC International HO (BD) Designation [D226]- Senior Programme Manager, Health
Current Office  [BI]- BRAC Center, Bangladesh Functional Designation [FD182]- Senior Programme Manager, Health
Department Health & Nutrition Joining Date 01-01-2009

Status  On Autherization

Leave Category Annual Leave Leave Type Earn Leave
Applied From Date  10-05-2015 Applied To Date  20-05-2015

Applied Leave 11.0
Duration

Actual Leave Duration 11.0
Authorization Trail

Type Status Actor Action Taken By Date

= [0134615]- Dr.Sharmin Akhter Jahan
Proposal Besding Bep e Employee [FD182]- Senior Programme Manager, Health =

Image: Employee Leave Request

V. After seeing detailed leave information, there is a Back to List button, which helps the user to
get back to the leave list again.

3.7.2.4 Employee Leave Apply List
i Click HR > Leave and Attendance > Employee Leave Apply > Employee Leave Apply List

Following interface will appear-

Employee Leave Apply List

From Date™ DO-MM-YYFY To Date™ DO-MM-F¥YY

Show 10 ¥  entries Search:
Employee Hame Leave Type Application Date Leave From Date Leave To Date Duration {In Day) Status Reason #
Mo data available in table
Image: Employee Leave Apply List
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ii. Inserte date in From Date &To Date field.

iii. Click ' Search' button Employee Leave apply List will Appear, Cancel for go back.

Employee Leave Apply List

From Date™ 01-01-2018 To Date*® 30-12-20189

Show | 10 ¥ entries Search:

. Leave Type  Application Date Leave From Date Leave To Date  Duration (In Day) Status Reason

- B B B w w w

Employee Hame

MD. SAZADUZZAMAN

[072000001] Earn Leave 28-05-2019 12-12-2019 14-12-2019 1 PENDING
Image: Employee Leave Apply List
iv. Through clicking on the Employee Name detailed following interface will appear-

Edit Employee Leave Apply

Leave Category™® Annual Leave ¥
Leave Type® -Selact Leave Type- i
Is Half Day
From Date®  [or oy ToDabe™  [npom-rryy

Duration In Day
{Working Day)*

Phone No On Leave

Address On Leave

Reason

Document

| Edit | Cancel || BackToList |

Image: Edit Employee Leave Apply
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V. Click 'Edit' button to update any changes
vi. Click on ‘Back To List’ button will take the user to the Employee Leave Apply List' page.

vii. Click ‘Cancel’ will go back the user in the list page.

3.7.2.5 Employee Leave History

Click HR > Leave and Attendance > Employee Leave Apply > Employee Leave History

Following interface will appear-

Employee Leave History List

From Date |_____ To Date DO-MM-YYYY
Leave Status Salect Leave Stabus v
Search Cancel MNew Leave Apply
Show i ¥ | enkries Search:
Leave Type < Application Date < | Leave From Date < Leawve To Date %  Duwration (In Day) <  Status <  Reason =

Mo data available in table

Image: Employee Leave History List

i Inserte date in From Date &To Date field.
ii. Enter Leave status from dropdown list
iii. Click ' Search ' Button "' Employee Leave History List " will appear -
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Employee Leave History List

From Date DO-MM-YY Y To Date DO-MM-YY Y
Leawve Status Salect Lazve Status v
Search Cancel New Leave Apply
Show 10 ¥  entries Search:

Leave Type < Application Date % Leawve From Date +  Leawe To Date %+ Duration (In Day)

L1

Status < Reason I

Earn Leave 20-05-2019 19-05-2D19 19-05-2019 0.5 APPROVED

Earn Leave 20-05-2019 12-05-2019 12-05-2019 0.5 APPROVED

Casual Leave 22-05-2019 02-0&-2019 02-0&-2019 1 CANCEL

Earn Leave 26-05-2019 02-01-2019 02-01-2019 1 APPROVED

Earn Leawve 26-05-2019 03-01-2019 03-01-2019 1 APPROVED

Earn Laave 26-05-2019 0e-01-2019 05-01-2019 i APPROVED

Earn Laave 26-05-2019 07-01-2019 07-01-2019 1 APPROVED

Earn Leave 26-05-2019 08-01-2019 08-01-2019 1 APPROVED

Comerm | mmnem FE_NC. WD no_nNi.-.N41a na_nNi-»N41a L} ANDNDOWA IC T -

Showing 1 to 10 of 74 entries 2 3 4 5 HMext Last

Image:Employee Leave History List

3.7.2.6 Maternity Leave Apply By HR

i Click HR > Leave and Attendance > Employee Leave Apply > Maternity Leave
Apply By HR

Following interface will appear-
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Maternity Apply For HR

Office *

Employee

Leave Category™®
Leave Type™®

From Date®
Duration In Day*
Tentative Join Date™
Child Delivery Date*
Phone Mo On Leave

Address On Leave

[CHO - MMCHO] Myanmar Country H| «

DO-MM-TYTY To Date*
DO-MM-YYYY
DO-MM-YYYY

Reason
A
Document
Apply Cancel
Image : Maternity Leave for HR

ii. Firstly, there needs to select Office, leave category and leave type from Office,
Leave Category and Leave Type dropdown menu.

iii. Then, date needs to be inserted in From Date&To Date field.

iv. Afterwards, automatically duration of the day will appear in the Duration In Day
field.

V. Next to duration, Tentasive join date, Child Delivery date, phone no on leave
time, address on leave, reason for leave and document (if needed through
clicking on the Browsing button) need to insert in the Tentasive join date, Child
Delivery date, Phone No On Leave Time, Address On Leave, Reason and
Document field.

vi. After insertion of all the information there needs to click on the Apply button to
apply leave. This creation will appear at the top of the interface in a list view.
There is also Cancel button to reset the information.
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vii. A confirmation pop-up message will appear at the right below side of the
interface.

3.7.2.7 Compensatory Leave Apply
For Conpensatory Leave Apply following steps need to follow-

i.  Click HR > Leave and Attendance > Employee Leave Apply > Conpensatory Leave Apply

Following interface will appear-

Compensatory Leave Assign By HR

Search Employes * Reira
Country * -Sekect Country- r

Office Info
Employee -
Data®
Punchln Time PunchOut Time
Assign Leave Days™

Reason

Image : Conpensatory Leave Assign by HR

ii.  Select 'County, Office and Employee' from drop-down list
iii. Insert Date, Assign Leave Days in Date And Assign Leave Days fild.
iv.  Click 'Apply' to assign employee

V. Click ' Cancel' to cancel leave
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3.7.2.8 Compensatory Leave Approve

For Conpensatory Leave Approve following steps need to follow-

i Click HR > Leave and Attendance > Employee Leave Apply > Conpensatory Leave
Approve

Following interface will appear-

Compensatory Leave Approval List

Country * | -celect Country- v
Office Info -
Employee -Select Employes- -
From Date To Date

10 ¥ Show entries Search:

Employee Info 2 Date % PunchIn Time % PunchOut Time % Details -

Mo data available in table

Showing 0 to 0 of 0 entries First | Previous | Next | Last

| ApproveAll | Reject All |

Image : Compensatory Leave Approval List

ii. Select ' Country ' From Country Dropdown List.
iii. Select ' Office Info, Employee ' from Dropdown List ( Optional ).

iv. Enter Date in From Date and To Date Field.

V. Click ' Search ' Button Compensatory Leave Approval List wii show.

vi. Click Left Side Top box of Employee Info for All selection and others for single
silection.

vii. Click ‘Approve All' button to approve Compensatory Leave Proposal for approval

process. An alert message will appear to approve the transfer proposal. User can
reject the proposal by Clicking on “Reject All” Button.
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3.7.3 Leave Cancellation

Business Rule

For cancelling applied leave, the user can get help of all executions related activity from this option.
In the application there are following attributes which is needed for leave Cancellation execution-

e Leave Cancellation
o Leave Cancellation Apply
o Leave Cancellation Authorization
o Associate Leave Cancellation List

3.7.3.1 Leave Cancellation Apply

To cancel leave following steps need to follow-

i.  Click HR > Leave and Attendance > Leave Cancellation > Leave Cancellation Apply

Following interface will appear-

Employee Leave Cancellation Apply List

Employee Leave Balance Info

Leave Type Name - Leave Earned Leave Taken Leave Forwarded Attendance Leave Leave On Apply Leave Balance

Page 1 of 0 »> »1 10 |V No records to view
Employee Leave Information

Leave Category™

Annual Leave v
Leave Type Earn Leave v
Search = Reset
Show 10 |V  entries Search:
Leave Type <  Leave Category < From Date ¢ To Date ¢ Reason ¢ Leave Duration <  Apply
Earn Leave Annual Leave 27-07-2015 27-07-2015 Annual 1 ‘ Apply 7

Image: Employee Leave Cancellation Apply List

ii.  Attop of the interface employee leave balance info list can be seen.

iii. After that, to search leave, category wise, there needs to select leave category and leave type
from the dropdown menu of Leave Category and Leave Type from the Employee Leave
Information search option.
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iv. After selecting and clicking on the Search button a list of leave type will appear below, having
an Apply button at the right side of each attribute.

v.  Through clicking on the apply button a detailed following interface will appear-

Employee Leave Info

Leave Category Annual Leave
Leave Type Earnleave
From Date 27-07-2015
To Date 27-07-2015

Leave Duration 1

Employee Leave Cancel Request = Required
Reason Of F1aximum 2000 character
Cancellation™

Cancel Attachment
Browse

Image: Employee Leave Cancellation Apply List

vi. In this interface at the top of the view, there is information of the requested leave. After the
information there is also an option of reason for leave cancellation where the reason behind
leave cancellation needs to insert.

vii.  There is also an option of Cancel Attachment, which can be selected if there is any kind of
attachment needs to attach.

viii. By finishing above execution Apply button needs to select for successful leave cancel
execution. To reset the information by one click there needs to select Reset button.

ix.  After applying, there is a Back to List button, which helps the user to get back to the employee
leave cancellation list again.

3.7.3.2 Leave Cancellation Authorization

To approve leave cancellation by supervisor following steps need to follow-

i Click HR > Leave and Attendance > Leave Cancellation > Leave Cancellation Authorization

Following interface will appear-

Employee Leave Cancellation Request List

Select »  Status Employee Info Project Department Designation Office Info
Select On Proposal [0134668]-TANWIR [BD-0001]- BRAC Finance & Accounts [D006]- Director [BI]- BRAC Center
RAHMAN International HO (BD) Bangladesh

Image: Employee Leave Cancellation Request List
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Here, a list of all requested leave cancellation will appear. From the list supervisor selects
employee leave cancellation request one by one through clicking on the underlined Select
option. A new interface of detailed leave cancellation request will appear. The interface is as
follows-

Employee Leave Cancellation Request
Employee Name
Program Type Employee Category
Program Employvee Level

Project Designation

Current Office + D
Department Joining Date

Status

Employee Leave Cancellation Reqguest Info

Leave Type

Type Status Actor Action Taken By Date

Proposal a ctive 5 -

Comments

A = | [ || Go vo Lst |

Image: Employee Leave Cancellation Request

iii.  Supervisor go through the information and by clicking on the Authorize button, a request is
being approved.

X. There is also a Delete button to reject the request. After that, there is a Back to List button,
which helps the user to get back to the employee leave cancellation list again.

el
| Al the execution can only be done by the supervisor and the activityis only reserved for them also. |

All the execution can only be done by the supervisor and the activity is only reserved for them also.

3.7.3.3 Associate Leave Cancellation List
Employees all kinds of leaves cancellation are shown in a list view in this option. To display associate
leave cancellation list following steps need to follow-

i.  Click HR > Leave and Attendance > Employee Leave Apply > Associate Leave Cancellation List

Following interface will appear-
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Employee Leave Cancellation List

Country -All Country- v
Office -
Employee PIN
Leawve Category -Select Leave Category- v
Leave Type -Select Leave Type- v
From Date DO-MMY Y Y To Date DO-MM-YYYY
Show |10 ¥ entries Search:
Employee Hame £ Status 2 Leawve Type 2  From Date 2 To Date 2 Duration{In Day) o
No data aveilable i table
Image: Employee Leave Cancellation List
ii. A user needs to select leave category and leave type from Leave Category and Leave Type
option. There also needs to select specific date range.
iii.  Then clicking on the Search button a leave list will appear at the below of the interface.
iv. In each attribute of the list, there is a Detail button. Clicking on Detail button a list of following

interface will appear where details of the leave cancellation can be seen.

Employee Leave Cancellation Request

Employee Name
Program Type Employee Category
Program Employee Level
Project Designation
Current Office Functional Designation
Department Joining Date
Status

Authorization Trail
Type Status

Proposal Pending

Actor

Action Taken By Date

[0134668]- TANWIR RAHMAN

Respective Employee -

[FD115]- Director Finance
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Image: Employee Leave Cancellation Request

V. After seeing detailed leave information, there is a Back to List button, which helps the user to
get back to the leave cancellation list again.

3.7.4 Leave Extension

Business Rule

For extension leave, the user can get help of all executions related activity from this option. In the
application there are following attributes which is needed for leave extension execution-

e leave Extension
o List for Leave Extension
o Leave Extension Authorization
o Associate Leave Extension List

3.7.4.1 List for Leave Extension

To extend leave following steps need to follow-

i Click HR > Leave and Attendance > Leave Extension > List for Leave Extension

Following interface will appear-
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Employee Leave List For Extension

Leave Type Name - Leave Earned Leave Taken Leave Forwarded Attendance Leave Leave On Apply Leave Balance
Page 1 of 0 »> »1 10 ~ No records to view
Leave Category -Select Leave Category- i
Leave Type -Select Leave Type- ~
From Date DD-MM-YYYY To Date DD-MM-YYYY
Show 10 | v | entries Search:
Leave Type <  Application Date < From Date < To Date <  Duration(In Day) <  reason <
Earn Leave 26-07-2015 27-07-2015 27-07-2015 1 Annual . Apply
Earn Leave 09-08-2015 09-08-2015 09-08-2015 1 dfsf .~ Apply 1
Paternity Leave 09-08-2015 11-08-2015 13-08-2015 3 wet | Apply

Image: Employee Leave List for Extension

ii.  Attop of the interface employee leave balance info list can be seen.

iii.  Afterthat, to search leave, category wise, there needs to select leave category and leave type
from the dropdown menu of Leave Category and Leave Type from the Employee Leave
Information search option. There needs to select date in the date field.

iv.  Afterselecting and clicking on the Search button a list of leave type will appear below, having
an Apply button at the right side of each attribute.

v.  Through clicking on the apply button a detailed following interface will appear-
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Leave Category  Annual Leave

Employee Leave Type  Eam Leave

From Date 09-08-2015 To Date 09-08-2015
Employee Leave Extension Info
From Date* DD-MM-YYYY To Date* DD-MM-YYYY
Duration In Day
Reason Of Extension
Attachment
Browse

BackTolst  Create  Clear

Image: Employee Leave List for Extension

vi. In this interface at the top of the view, there is the information of the requested leave. After
the information there is also an option of reason for leave extension where the reason behind
leave extension needs to insert.

vii.  Thereis also an option of Attachment, which can be selected if there is any kind of attachment
needs to attach.

viii. By finishing above execution Create button needs to select for successful leave extension
execution. To clear the information by one click there needs to select Clear button.

ix.  After applying, there is a Back to List button, which helps the user to get back to the employee

leave list extension again.

3.7.4.2 Leave Extension Authorization

To approve extension of leave by supervisor following steps need to follow-
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i Click HR > Leave and Attendance > Leave Extension > Leave Extension Authorization

Following interface will appear-

Employee Leave Extension Request List

Employee Leave Extension Request List

Select Status Leave Type Revised From Date Revised To Date Employee Info Project

Image: Employee Leave Request List for Extension

iv. Here, a list of all requested leave extension will appear. From the list supervisor selects
employee leave extension request one by one through clicking on the underlined Select
option. A new interface of detailed leave extension request will appear. The interface is as

follows-

Employee Leave Extension Request List

Employee Leave Extension Request List

Select Status Leave Type Revised From Date Revised To Date Employee Info Project

Image: Employee Leave Request List for Extension

v.  Supervisor go through the information and by clicking on the Authorize button, a request is
being approved.

Xi. There is also a Delete button to reject the request. After that, there is a Back to List button,
which helps the user to get back to the employee leave extension list again.

All the execution can only be done by the supervisor and the activity is only reserved for them also.

3.7.4.3 Associate Leave Extension List
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Employees all kinds of leave extensions are shown in a list view in this option. To display associate
leave extension list following steps need to follow-

i. Click HR > Leave and Attendance > Leave Extension > Associate Leave Extension List

Following interface will appear-

Employee Leave Extension List

Employee Leawe Extension List

Country -All Country- Y
Office -
Employee PIN
Status -
Leave Category -Select Leave Category- T
Leave Type -Selact Leave Type- r
From Date DO-MM-YYYY To Date OO-MM-FYYY
| Search  Cancel
Show 10 ¥ entries Search:
Employes Hame 2 | Status 2 Leave Type % | From Date 2 | To Date 2 Duration(In Day) &

Mo data available in teble

Image: Employee Leave Extension List

ii. A user needs to select leave category and leave type from Country, Office, Leave Category
and Leave Type option. There also needs to select specific date range.

iii.  Then clicking on the Search button a leave type list will appear at the below of the interface.

iv. In each attribute of the list, there is a Detailbutton. Clicking on Detailbutton a list of following
interface will appear where details of the leave extension can be seen.
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Employee Leave Extension

Employee Name [0134668] TANWIR RAHMAN

Staff

Program Type  Support Programme < v
Program  [12]- BRAC International HO (BD) Employee Level X
Project [BD-0001]- BRAC International HO (BD) Designation

Current Office  [BIl- BRAC Center, Bangladesh

Department Fnance & Accounts Joining Date

Oon A 5

[D006]- Director
[FD115]- Director Finance

02-08-2009

Leave Category SpedalLeave Leave Type

From Date  11-08-2015 To Date

Paternity Leave

13-08-2015

Leave Category  Spedal Leave Leave Tvpe

Revised From Date 14-08-2015 Revised To Date

Paternity Leave

15-08-2015

Authorization Trail

Tvpe Status Actor

Proposal Autd ctive

Recommendation Authorised Responsible Person for Human Resource

Approval Pending Supervisor

Image: Employee Leave Extension

Action Taken By Date

[01349668]- TANWIR RAHMAN
[FD115]- Director Finance USSOCE 2N
[0034362]- Faruque Ahmed T
[FD003]- Executive Director DIam201s
[0034362]- Faruque Ahmed
[FDOO3]- Executive Director

V. After seeing detailed leave extension information, there is a Back to List button, which helps

the user to get back to the leave extension list again.

3.7.5 Leave Early Back

Business Rule

Leave early back option is used when an employee go for a leave and come back before his/her leave
end date then there needs to do request by the employee for cancellation the left days leave. So that,
for leave early back request, the user can get help of all leave early back related activities from this
option. In the application there are following attributes which is needed for leave early back

execution-
e Leave Early Back
o List for Leave Early Back

o Leave Early Back Authorization
o Associate Early Back List

3.7.5.1 List for Leave Early Back

To extend leave following steps need to follow-

i Click HR > Leave and Attendance > Leave Early Back > List for Leave Early Back

Following interface will appear-
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Employee Leave Early Back Apply List

Leave Type Name - Leave Earned Leave Taken Leave Forwarded Attendance Leave Leave On Apply Leave Balance

Page 1 of 0 »> »1 10 ~ No records to view

Leave Category™

-Select Leave Category- g
Leave Type™ -Select Leave Type- D
From Date™ DD-MM-YYYY To Date™ DD-MM-YYYY
Show 10 | ~ | entries Search:
Leave Type < Application Date < From Date < To Date < Duration(In Day) < reason <
Earn Leave 26-07-2015 27-07-2015 27-07-2015 1 Annual | Apply |
Earn Leave 09-08-2015 09-08-2015 09-08-2015 1 dfsf | Apply ;
Paternity Leave 09-08-2015 11-08-2015 13-08-2015 3 wet ;7 Apply . |

Image: Employee Leave Early Back Apply List

ii.  Atthe top of the interface employee leave balance info list can be seen.

iii.  Afterthat, to search leave, category wise, there needs to select leave category and leave type
from the dropdown menu of Leave Category and Leave Type from the Employee Leave
Information search option. There also needs to select date in the date field.

iv.  After selecting and clicking on the on the Search button a list of leave type will appear below,
having an Apply button at the right side of each attribute.

v.  Through clicking on the apply button a detailed following interface will appear-

Employee Leave Information

Leave Category™ Annual Leave
Employee Leave Type™ Earn Leave
From Date  09-08-2015 ToDate  09-08-2015
Employee Early Back Info
Actual From Date* 09-08-2015 Early Back Date™ 09-08-2015
Leave Enjoyed 1
Reason dfsf
Attachment
Browse

| Create  ResetData  BackTo List
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Image: Employee Leave Early Back Apply List

vi. In this interface at the top of the view, there is the information of the pre-approved leave
dates with leave category and leave type in read-only information wise. After that, there is
early back information field where there is a date field. In the date field there are Actual from
Date which is used to insert the pre-assigned end date. Again, in the Early Back Date field
there needs to insert the date of early back from leave. A read only automated leave enjoyed
days will appear in the Leave Enjoyed field. Afterwards, in the Reason field there needs to
insert the valid reason of coming early back from leave.

vii.  Thereis also an option of Attachment, which can be selected if there is any kind of attachment
needs to attach.

viii. By finishing above execution Create button needs to select for successful leave early back
execution. To clear the information by one click there needs to select Reset Data button.

ix.  Afterapplying, there is a Back to List button, which helps the user to get back to the employee
leave early back list interface again.

3.7.5.2 Leave Early Back Authorization

To approve extension of leave by supervisor following steps need to follow-

i.  Click HR > Leave and Attendance> Leave Early Back > Leave Early Back Authorization

Following interface will appear-

Employee Early Back Apply Authorization List

Select Status Employee Info Project Department Designation a

Image: Employee Leave Early Back Apply Authorization List

ii. Here, a list of all requested leave early back will appear. From the list supervisor selects
employee leave early back request one by one through clicking on the underlined Select
option. A new interface of detailed leave extension request will appear. The interface is as
follows-
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Employee Early Back Apply Authorization List

Employee Leave Early Back Apply List

Select Status Employee Info Project Department Designation a

Image: Employee Leave Early Back Apply Authorization List

iii.  Supervisor go through the information and by clicking on the Authorize button, a request is
being approved.

Xii. There is also a Delete button to reject the request. After that, there is a Back to List button,
which helps the user to get back to the employee leave early back list again.

All the execution can only be done by the supervisor and the activity is only reserved for them also.

i
| Al the execution can only be done by the supervisor and the activity is only reserved for themalso. |

3.7.5.3 Associate Early Back List

Employee’s all kinds of leave early back are shown in a list view in this option. To display associate
leave early back list following steps need to follow-

i.  Click HR > Leave and Attendance > Early Back List > Associate Early Back List

Following interface will appear-
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Employee Early Back List

Country | Al Country- A

Office

Employes PIN

Status -

Leave Category -Select Leave Cazegory- b

Leave Type -Selct Leave Type- b
From Date DO-MMYY Y To Date DO-MM_Y Yy

Search | Cancel

Show |10 Y  entries Seanch:
Employes Hame % | Status o Leawve Type % Actual From Date %  Eary Back Date % Duration{In Day) =

Mo dzta available in table

Image: Employee Early Back List

ii. A user needs to select Country, Office, leave category and leave type from
Country,Office,Leave Category and Leave Type option. There also needs to select specific
date range.

iii.  Then clicking on the Search button a leave type list will appear at the below of the interface.

iv. In each attribute of the list, there is a Detailbutton. Clicking on Detailbutton a list of following
interface will appear where details of the leave early back request can be seen.

V. After seeing detailed leave extension information, there is a Back to List button, which helps
the user to get back to the leave extension list again.
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Employee Early Back Info

Employee Name  [0134668]- TANWIR RAHMAN

Program Type Support Programme Employee Category Regular Staff
Program  [12]- BRAC International HO (BD) Employee Level XX
Project [BD-0001]- BRAC International HO (BD) Designation  [D006]- Director
Current Office  [BI]- BRAC Center, Bangladesh Functional Designation  [FD115]- Director Finance
Department Finance & Accounts Joining Date  02-08-200%

Status On Authorization
Employee Early Back info
Leave Category Annual Leave Leave Type Earnleave
Applied From Date  09-08-2015 Applied To Date  09-08-2015

Applied Leave 1.0
Duration

Actual From Date  09-08-2015 Early Back Date  03-08-2015

Actual Leave Duration 1.0

Authorization Trail
Type Status Actor Action Taken By Date
: ” y [0134668]- TANWIR RAHMAN >
Proposal Authorised  Respective Employee [FD115]- Director Finance 09-08-2015
Recommendation Authorised  Responsible Person for Human Resource ooy Farugue ”.‘hmEd 09-08-2015
[FD003]- Executive Director
) . 0034362]- Farugue Ahmed
jal P [ -
APprove B StpEswsan [FD0O03]- Executive Director
Image: Employee Early Back Info
3.8 Attendance
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Business Rule

This option helps the employee to insert daily attendance entry. This is an automated attendance
service. While insertion of the attendance the time is automatically saved. There is also a note option
for additional remarks write-up.

Overview: Attendance module divides into several parts. Through clicking on the attendance button
following interface will appear-

e Attendance Setup
e Attendance Entry

Under some of the featured list, there are some sub floating menu list, which will appear as following
view-

e Attendance Setup
o Attendance Status
o Attendance Configuration
o Shift Attendance Configuration

e Attendance Entry

o Employee Attendance Entry
Attendance Entry By Supervisor
Attendance Entry By HR
Multiple Attendance Entry By HR

o
o
o
o Upload Attendance Info

3.8.1 Attendance Setup

This option’s execution is reserved for the supervisor. in this interface, there is no access of the
employee. Here, attendance setup is configured. Attendance status can also be seen through this
interface.

3.8.1.1 Attendance Status

This option execution is a very first job to configure attendance configuration. Through this option
attendance status, e.g. present, absent, late etc. can be inserted. With respecting, each of the option’s
status, timing is being setup. To configure attendance status, following steps need to follow-

i. Click HR > Leave and Attendance > Attendance Setup > Attendance Status

Following interface will appear-
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Create Attendance Status

Attendance Status Information

Name™* frype Name
Short Code™ Maximum 4 Characters
Description Maximum 255 Characters

. Create  Cancel

Show 10 |V  entries Search:

} 1) *A} Name 0‘ Short Code 3 Description <

Select Present 0001 Present_Character Limits validated

Select Absence 0002 Absence_Character Limits validated

Select late 0003 na

Image: Create Attendance Status

ii. In the top of the interface there needs to insert name, short code and description in the Name,
Short Code and Description field.

iii.  After inserting the required field values, a user needs to click Create button to save the
category successfully. This creation will appear at the end of the interface in a list view. There
is also Cancel button to reset the information.

iv.  The list stuffs can be edited if needed through selecting and clicking on the specific editable
stuff.

v. A confirmation pop-up message will appear at the right below side of the interface.

Late: When an employee late for office and punch in lately then the status will appear late.
Absent: When an employee was absent and there is no punch in/out updated information then the
status will appear absent.

3.8.1.2 Attendance Configuration

To setup attendance, following steps need to follow-

Click HR > Leave and Attendance > Attendance Setup > Attendance Configuration
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Following interface will appear-
Attendance Configuration

Country™ Liberia A
Program Adolescent Dewvelopment Progr 7
SUILEEE -Sslect Project- -
Departmeant -Select Department- -
LinER i Select Office- -
CEETEETTRERIET IR Start Time End Time
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Is Flexi Allowed IN HO Is Flexi Allowed IM FO
Half Day Office Hour* Minute
Full Day Office Hour® Minute
In Time Grace Period™ Out Time Grace Period*
Delay Period™
Attendance Type™ Auko Presant Punch In/Cut

Effective Date™
End Date

Create = Cancel

Show 10 ¥  entries Search:
Full half In ou
EFF " End Day " Day - Time Is Is Maximum &ir
SEIEfl -Euunl:l:\y Office info = #tbendanc{:\e Dah:twf Date Office Mmu'f Office MlnuEe Grace @ flexible flexible Flexi ar
> v > > %  Hour *  Hour ¥ Period fo = ho & Time < pe
3i-
Select | Myanmar Punch DERIRE 12- |8 30 4 30 0 NO NO 10 0
InyCut 2019
2018
[MMCHOMyanmar S 31-
Select | Myanmar | Country Head [p”,"cfrt 23535 12- |8 0 4 0 10 YES YES 10 10
Office o 2019

Showing 1 to 2 of 2 entries

Image: Employee Attendance Conﬁg_urat.io-n

ii.  Atthe top of the interface there needs to select country form Country field dropdown menu.

iii.  After that, office information and employee name to be inserted in the Office Info and
Employee field.

iv.  Thenstart time and end time needs to insert. There is also a field of half day office hour & full
day office hour timing and grace hour timing which needs to be inserted in the Half Day Office
Hour, Full Day Office Hour and In/Out Time Grace Period field.
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V. Afterwards, attendance type, effective date, end date, weekly holiday type and hour type
needs to insert in the Attendance Type, Effective Date, End Date, Weekly Holiday Type and
Hour Type field.

Vi. After all kind of selection and insertion a user needs to click on Create button to create leave
type successfully. This creation will appear at the end of the interface in a list view, which can
be edited if needed. There is also Cancel button to reset the information.

vii. A confirmation pop-up message will appear at the right below side of the interface.

| Half day office Hour:This time hour is used when an employee attend in the office late for a valid reason |
| then office count his attendance present office policy wise and allow him/her as half day office hour |
| presenter wise. |

Attendance Type: There are two attendance type in the application. They are- Auto present & Punch

In/Out. Auto present is only applicable for higher authority condition wise. Punch In/Out is applicable
for all employee.

3.8.1.3 Shift Attendance Configuration

To setup attendance, following steps need to follow-

i.  Click HR > Leave and Attendance > Attendance Setup > Shift Attendance Configuration

Following interface will appear-
Create Shift Attendance Config
Shift Attendance Config = Required

Manme * |

Attendance Schedule™

Start Time End Time
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
| Create | Cancel |
Attendance Policy
Show 10 ¥  entries Search
Select - Country - Shift Hame =
Mo dsta available in table
Showing 0 to 0 of O entries
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Image: Create Shift Attendance Configuration

Enter Name to the 'Name' Section
Select Attendance Schedule
Enter Start and End Time in Start Time and End Time Field.

Click ' Create ' Button to create Shift attendance cofiguration.

User can cancel the operation by using ' Cancel ' Button.
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3.8.2 Attendance Entry

3.8.2.1 Attendance Entry
For Attendance Entry following step, need to follow-

i.  Click HR > Leave and Attendance > Attendance Entry> Employee Attendance Entry

Following interface will appear-

Name [0134668]-TANWIR RAHMAN
Date 24-08-2015

Time 14:58

Note |

| Punchin |

Show T—V_ entries Search:
In Date In Time Out Date Out Time In Note Out Note Status
18-08-2015 Absence £
17-08-2015 Absence
16-08-2015 Absence
10-08-2015 Absence
09-08-2015 12:31:53 Absence
06-08-2015 Absence
05-08-2015 Absence
N4-N]-2015 | Ahsence S hd

Showing 1 to 10 of 12 entries First | Previous | 1 |2 . Next Last

Image: Attendance Entry

ii. A user needs to click in the Punch In/Out button for office attendance.
iii. If there is any kind of remarks, a user needs to insert in the Note field.

iv.  An attendance list view will appear below of the interface. This list is read-only.

3.8.2.2 Attendance Entry by Supervisor
For Attendance Entry by Supervisor following steps need to follow-

i. Click HR > Leave and Attendance > Attendance Entry >> Attendance Entry by Supervisor

Following interface will appear-
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Employee Name

[0134615] DRLSHARMIN AKHTER JAHAN

[0150063] HASIBUL MAMMAN
[0001827] MOHAMMED ABDUS SALAM

[0177021] KAZI SHAMIUR. RAHMAN

[0177025] KAZI UAT TESTING

Showing 1 to 5 of 5 entries (filtered from 29 total entries)

Following screen will appear-

Employee List for Logged In Supervisor

Employee List for Logged In Supervisor

Search: Health & Nutrition]

Employee Category

Regular Staff

Contract Staff

Regular Staff

Contract Staff

Contract Staff

Image: Employee List for Logged In Supervisor

Click on a link (Employee Name) from the list

Senior Programme

Country Representative

Coordinator, Health

Country Representative

Project

BRAC
International
HO (BD)

BRAC
International
HO (ED)

BRAC
Bangladesh

BRAC
International
HO (BD)

BRAC
International
HO (BD)

Department

Health & Nutrition

Health & Nutrition

Health & Mutrition

Health & Mutrition

Health & Mutrition
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Employee Attendance Entry By Supervisor

Employee Name  [0110036] KAZI APPOINTMENT LETTER

Ref Pin  null
Designation  Programme Head, Monitoring
Category Contract Staff
Project  Administration

Department  Internal Audit

* Required
~
Office In Date™® ya
1* Required
Punch In Time* N - HH(00-23) - mm{00-59)
Punch Out Time * HH(00-23) - mm{00-

-
5g)

Punch In Note

Punch Out Note

Back To List Entry

Copyright © BRAC 2017

Image: Attendance Entry by Supervisor

iii. Afterwards, Office In Date, Punch In Time and Punch Out Time needs to insert in the Office In
Date, Punch In Time and Punch Out Time field.

iv. Finally, click on 'Entry' button to save the attendance info.

3.8.2.3 Attendance Entry by HR
For Attendance Entry by HR following steps need to follow-

i.  Click HR > Leave and Attendance > Attendance Entry > Attendance Entry by HR

Following interface will appear-
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Employee List For Attendance Review

Division _Salect
District -Select District-
Thana -Select Thana-

0ffice Info

Employes -

Office In Date® 77-04-2017

Office In Punch In Time Punch Out Time . -
SRR EurEERLETE Date (Format 24Hours) (Format 24Hours) SEIS T=rmi
[0000013] KAZT SAMIUR RAHMAN 26-04-2017 Health & MNutrition
[0000013] KAZL SAMIUR RAHMAN 25-04-2017 Health & Nutrition
[0000013] KAZT SAMIUR RAHMAN 24-04-2017 Health & MNutrition
[0000013] KAZT SAMIUR RAHMAN 30-04-2017 Health & Nutrition
[0000013] KAZT SAMIUR RAHMAN 27-04-2017 Health & MNutrition
[0000013] KAZT SAMIUR RAHMAN 23-04-2017 Health & Nutrition
[0000013] KAZT SAMIUR RAHMAN 05-02-2017 Health & MNutrition
[0000013] KAZT SAMIUR RAHMAN 01-01-2017 Health & Nutrition
[0000013] KAZT SAMIUR RAHMAN 02-02-2017 Health & Nutrition
[0000013] KAZT SAMIUR RAHMAN 05-03-2017 Health & Nutrition
»
@ Page 1  (of2 e wi|w ¥ View 1- 10 of 11
Select All | Select Mans
| Save || Reset
Copyright © BRAC 2017
Image: Employee List for Attendance Review
ii. Use 'Search' according to searching Image: Employee criteria.
iii.  Select a checkbox from the list
iv. Enter required info and click on 'Save' button to save the info
3.8.2.4 Multiple Attendance Entry by HR
Business Rule:
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Authorized user will have access this feature

Attendance status will be updated by user daily/monthly

County, office and month selection is mandatory

Individual employee can be searched or all employee will be searched office wise

By default, all status will be “P” if any status not found from systemtill current date. Future date

will be empty.

For “Present (P)” default time taken from attendance configuration

if any status found from system entry then that status will show here

“Weekend (W)” and “Holiday (H)” will be from Holiday & Weekend setup

User will save after changing status and this will be the latest status which will effect on

Attendance report.

10. User has to be careful to update this sheet because employees’ attendance status will update
without any reason by this feature.

11. In and out Time entry option need. Example someone may come at 11 am and depart 4.30 so

need to entry.

vk wnpe

L 0N

For Multiple Attendance entry by HR following steps need to follow-

i.  Click HR >Leave and Attendance > Attendance Entry >> Multiple Attendance Entry by HR

Following interface will appear-

Multiple Attendance
Office *

Employee Info:

Month * [y e v

Year * 2019 v

Search

ii.  Select Office from drop-down

iii.  Click on Search button according to searching criteria; system will show the follwoing search
results-
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p

| Attendance Sh

Employee Name Select 1-6-2019 2-6-2019 3-6-2019 4-6-2019 5-6-2019

[072000001] MD. SAZADUZZAMAN v Late v Late v Late v Present ¥ Present
[072000008] TUHIN FOR TEST v Weekend ¥ Present v Present v Present v Present

[072000009] MALE ONE FIRST NAME 7

v v v v
MALE ONE LAST NAME Weekend Late Late Late Late
[072000011] FEMALE ONE FIRST NAME | 5 v v v v
FEMALE ONE LAST NAME Weekend Present Present Present Present
[072000002] JAHIRUL ISLAM MOROUL v Weekend ¥ Present ¥ Present ¥ Present ¥ Prasent
[072000010] MALE TWO FIRST NAME v v v v v
MALE TWO LAST NAME Weekend Present Present Present Present
[012000297] MD. SHARIFUL ISLAM s Weekend ¥ Weekend ¥ Half Day L ¥ Half Day L¢ ¥ Half Day L¢
[072000014] FIRSTMMA MIDDLEMMA v v v v v
LASTMMA Weekend Present Present Present Present
[072000021] MR LEAVE LEAVE v N/A N/A N/A N/A N/A
[072000022] HUA THAIL v N/A N/A N/A N/A N/A

rA77000n7377 LA THAT e miia nitn mita mila mifa

Save

Image: Multiple Attendance Entry by HR

Upload Attendance Info:

i.  Click HR >Leave and Attendance > Attendance Entry >> Upload Attendance Info

Following interface will appear-

Machine PunchIn/PunchOut Attendance

Upload Excel *

Image: Machine Punchin/PunchOut Attendance

ii. Click ‘Upload Excel ‘button to upload Machine Punch In / Punch out Attendance.
iii. Click ‘Save' Button to save Machine Punch In/Punch out Attendance.
iv. User can cancel the operation by using ' Cancel ' Button.
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3.9 Reports

This part of Reports section consists of following links.
e Retention
- Retirement Rate
- Resign Vs Termination Ratio
- Average Head Count Span of Supervision
- Level Wise Average Age of Employment
- First/Second Year Service Resignation Rate
- Probation Extension Rate
e Employee Relation
- New Grievance List
- Grievance Action List
- Grievance History
- Total Grievance Reporting
- HR Department Staff Turnover Rate
- Monthly Average Grievance Reporting
- Level/Program/Gender Wise Grievance Reporting
e Renewal Position Report
- Visa and Other Documents Stat
- Upcoming Employment Renewal Status Report
- Post Renewal Status
e Transfer
- Staff Transfer Information
- Staff Transfer Information Revise List
- Staff Transfer Information Cancelation List
- Employee Country Settlement
- Join After Transfer
e Separation Position Report
- At A Glance Separation Report
- Resignation Staff List
- Terminated Staff List
- Restriction at a Glance Report
- Exit Interview
- Release Order
- Final Settlement
- Restricted Employee Report
- Exit Interview Report
- AtaGlance Grievance Report
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Staff Position Report

Total Head Count of the Country (current)
Total Employee List

Designation Wise Staff Information
Historic Employment (left)

Location Wise Staff List

Program Wise Staff Information

Program Wise Head Count

Assigned HR Project

Assigned Finance Project

Personalise Report

Designation Wise Job Description

Visa Info & Renewal Feedback

Work Permit Info & Renewal Feedback
Nominee Details

Supervisor Change History

Blood Group Report

New Joinee Staff List

Leave and Attendance Report

HR Attendance

Supervise Leave Status

Supervise Attendance

Month wise Staff Attendance Report
My Attendance

HR Leave Status

My Leave Status

Leave Register

User Manual
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3.9.1 Retention

This part of Reports section consists of following links.
e Average Head Count Span of Supervision
e Level Wise Average Age of Employment
e First/Second Year Service Resignation Rate
e Probation Extension Rate
e Retirement Rate
e Resign Vs Termination Ratio

3.9.1.1 Average Head Count Span of Supervision

i. Please Select, HR > Reports > Retention > Average Head Count Span of Supervision
Following screen will appear-

Average head count span of supervision

Country All Country

v
Office -
Program i
Project i
Show 10 |, | entres Search
. Office = Supervisor & Average head count span of supervision Y
No data zvailzble in table
Showing 0 to 0 of 0 entries
} Export to excel ,

Image: Average Head Count Span of Supervision

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Average head count span of supervision

Average head count span of supervision

Country Bangladesh v
Office Al OFice -
Program Dréarastia s
Project Select Proect =
[ Search |
Show 10 T entries Search:
 Office ¢ Supervisor ¢ Average head count span of supervision
[050}-bangladesh A
[BDCHO}-Hezd Office [012000344-RAOSY SHARIF 1
[BDCHO}-Head Office [012000245}-NURUNNABI AZAD 4
[BI}-BRAC Center, Bangladesh [000D001]-SIR FAZLE HASAN ABED 406
[BI}-BRAC Center, Bangladesh [0134900)-SHAMERAN ABED 3
[BI}-BRAC Center, Bangladesh [0137203}-ABHIJIT GUPTA 2
[BI}-BRAC Center, Bangladesh [0024362}-FARUQUE AHMED 16
[BI}-BRAC Center, Bangladesh [0003%02}-MD. ABUL KASHEM MOZUMDER 13
[BI}-BRAC Center, Bangladesh [0058570)-MD. RAFIQUL ISLAM 2
[BI}-BRAC Center, Bangladesh [0154131}-MD, SHEEHAB RAFI RUSSEL 18 v
Showing 1 10 10 of 22 entries First | Previous | 1 203 ot |itase)
1 Export to excel :

Image: Average Head Count Span of Supervision

iii.  Click 'Export to Excel' button
Following excel report will appear-
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3.9.1.2
i

brac

AVERAGE HEAD COUNT SPAN OF SUPERVISION

Country:All Country ; Office Info: -All Office- ; Programme: -All Programme- ; Project: -Select Project- ; Generated at Thu Jun 16 15:53:24 BDT

3 2016 ; Generated by: 0034362

Country

I

[800]-Uganda

~ o o

10

11
12 [0S0]-Bangladesh

13
14
15

Office

[UGCHO}-Uganda
Country Office

[UGS00063]-Matugga

[UG400010}-Luwero

[UGCHO}-Uganda
Country Office
[UGCHO]-Uganda
Country Office
[UGCHO]}-Uganda
Country Office

[BDCHO}-Head Office

[BDCHOJ-Head Office

[B-BRAC Center,
Bangladesh

Excel Report: Average Head Count Span of Supervision

Supervisor

[031000002]-BUSINGE
DANIEL

[031000004]}-
NANDYOWA ANITA
[031000009]-AZIIZI
SHAKILA
[012000025]-Md.
Asaduzzaman
[012000028}-Abdullah
Al Murad Chowdury
[012000029]-Md.
Rafiqul Islam

[012000344]-RA0SY
SHARIF

[012000345}-
NURUNNABI AZAD
[0000001}-SIR FAZLE
HASAN ABED

Level Wise Average Age of Employment
Please Select, HR > Reports > Retention > Level Wise Average Age of Employment
Following screen will appear-

Average head count
span supervision

406
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Level Wise Average Age of Employment

Level Wise Average Age of Employment

Country | Al Country

v
Office -
Program v
Project i
. Search
Show | 10 |y, | entries Search:
' Level « Average Age of Employment{in months) s

No datz zvailzble in table

Showing 0 to 0 of 0 entries

| Exporttoexcel

Image: Level Wise Average Age of Employment

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Level Wise Average Age of Employment

Country Bzangladesh v

Office All Office -
Program Drbataming S
Project Select Proiect =

 Search |

Show 10 |, |enties

. Level ~ Average Age of Employment{in months)
I 0.1591
I 0.3445
I 0.3183
v 1.0273
X 7.9384
v 23782
VI 1.6373
VIl 2.3657
VI 1.4847
X 0.2635
Showing 1 to 10 of 16 entries ivuext‘/l.ast
| Exporttoexcel |
Image: Level Wise Average Age of Employment
iii.  Click 'Export to Excel' button
Following excel report will appear-
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| Iﬁ brac!

LEVEL WISE AVERAGE AGE OF EMPLOYMENT

Country:Bangladesh ; Office Info: -All Office- ; Programme: -All Programme- ; Project: -Select Project- ; Generated at Thu Jun 16 15:54:28 BDT
3 12016 ; Generated by: 0034362

Average Age of

4 Level Employment
5 | 0.1591
6 [l 0.3448
7 0.3183
8 vV 1.0273
9 |V 23782
10 |V 1.6379
11 (VI 2.3697
12 |Vl 1.4847
13 X 7.9364
14 X 0.2635
15 (X1 3.1972
16 | XMl 26.4
17 XV 5.2

18 (XX 53.2727
19 |XX 136.25

Excel Report: Level Wise Average Age of Employment Report

3.9.1.3 First/Second Year Service Resignation Rate
i Please Select, HR > Reports > Retention > First/Second Year Service Resignation Rate
Following screen will appear-

User Manual Version 1.0 Date 25/06/2019 Page 234 of 366
© Copyright 2019 BRAC IT Services Limited



First/second year service resignation rate

First/second year service resignation rate
Country

i All Country i

Office -

Program

Project

Search:

< First/second year service resignation rate

o

No data zvailable in tzble

Showing 0 to 0 of 0 entries

Image: First/Second Year Service Resignation Rate

Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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First/second year service resignation rate

First/second year service resignation rate

Country Bangladesh
Office Al OF
Program
Project

Show 10 |, | enties

L4

v

Search:

[050}-bangladesh

[AFCHO]-Afghanistan Country Head Office
[BD200001}-Dhzkz Division
[BD300001]-Dhaka -2

[BD300002)-Bogra -1

[BD400001 }-Kotwali

[BD500001}-Islambag

[BIL-BRAC Center, Bangladesh

Showing 1 to 7 of 7 entries

}-» Export to excel |

7 i A B e

Image: First/Second Year Service Resignation Rate

Click 'Export to Excel' button

Following excel report will appear-

~

K brac

FIRST SECOND YEAR SERVICE RESIGNATION RATE

Country:Bangladesh ; Office Info: -All Office- ; Programme: -All Programme- ; Project: -Select Project- ; Generated at Thu Jun 16 15:55:14 BDT

w

2016 ; Generated by: 0034362

First/second year

A Country Office service resignation
rate
5 |[0S0}-Bangladesh
[AFCHOJ-Afghanistan 100
6 Country Head Office
[BD200001]}-Dhaka 100
7 Division
8 [BD300001}-Dhaka-2 100
9 [BD300002]-Bogra-1 100
10 [BD400001]-Kotwali 100
1 [BD500001)-Islambag 100
[B-BRAC Center, 3
12 Bangladesh
492
User Manual Version 1.0 Date 25/06/2019 Page 236 of 366

© Copyright 2019 BRAC IT Services Limited



Excel Report: First/Second Year Service Resignation Rate Report

3.9.1.4 Probation Extension Rate

i.  Please Select, HR > Reports > Retention > Probation Extension Rates
Following screen will appear-

Probation Extension Rate

Country ! Al Country

Office

Program

Project

Joining From Date 17-05-2016

Joining To Date 15-08-2016
Search

Show | 10 |, | entries Search:

| Country - Office = Probation Extension Rate
No datz availzble in tzble

|

Showing 0 to 0 of 0 entries

Image: Probation Extension Rates

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Probation Extension Rate

Probation Extension Rate

Country Bangladesh v
Office -
Program =
Project a
Joining From Date 17-05-2014
Joining To Date 15-08-2016
Show | 10 |, | entres Search:
‘ Country « Office 5 Probation Extension Rate
[050}-Bangladesh [BD200001}-Dhzkz Division 0
[050}-Bangladesh [BD300001}-Dhaka -2 0
[050}-Bangladesh [BD300002}-Bogra -1 0
[050}-Bangladesh [BD400001 -Kotwali 0
[050}-Bangladesh [BD500001-Islambag 0
[050}-Bangladesh [BI}BRAC Center, Bangladesh 0
Showing 1 to 6 of 6 entries
‘ 7 Expm’thmdi‘
Image: Probation Extension Rates
iii.  Click 'Export to Excel' button
Following excel report will appear-
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Q brac

Country:Bangladesh ; Office Info: -All Office- ; Programme: -All Programme- ; Project: -Select Project- ; Generated at Thu Jun 16 15:49:56 BDT

PROBATION EXTENSION RATE

3 2016 ; Generated by: 0034362

Country

[0S0]-Bangladesh

W oo ~N oy O

—_
o

12

3.9.1.5 Retirement Rate

Probation Extension

Office
Rate

[BD200001}-Dhaka

Division g
[BD300001}-Dhaka-2 0O
[BD300002]-Bogra-1 0
[BD400001)-Kotwali 0
[BD500001)-Islambag 0
[BI-BRAC Center, 0

Bangladesh

Excel Report: Probation Extension Rates Report

i. Please Select, HR > Reports > Retention > Retirement Rate
Following screen will appear-
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Retirement Rate

Country All Country
Office
Program

Project

Joining From Date 17-05-2016

Joining To Date 15-08-2016

| Search

Show | 10 Temns Search:

| Office £ Retirement Rate $
No datz availzble in t2ble

Showing 0 to 0 of 0 entries First

| Exporttoexcel |

Image: Retirement Rate

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Retirement Rate

Retirement Rate

Country Bangladesh v
Office Al Offics =
Program Proars - =
Project Selact Proiect =

Joining From Date 17-05-2014

Joining To Date 15-08-2016
! Search

C Em e
[050}bangladesh. - i

[AFCHO]-Afghanistan Country Head Offic

[BD200001}-Dhaka Division

[BD300001}-Dhaka -2

[BD300002)-Bogra -1

[BD400001}-Kotwali

[BD500001 }-Islambag

[BI}BRAC Canter, Bangladesh

Showing 1 to 7 of 7 entrizs First | Pre

| Export to excel |

Image: Retirement Rate

iii.  Click 'Export to Excel' button
Following excel report will appear-

Q brac

c D E

RETIREMENT RATE

Country:All Country ; Office Info: -All Office- ; Programme: -All Programme- ; Project: -Select Project- ; Joining To Date:15-08-2016 ; Joining From
3 |Date:17-05-2016 ; Generated at Thu Jun 16 15:50:55 BDT 2016 ; Generated by: 00343562

A Country Office Retirement Rate
[BI-BRAC Center,
5 [0S0]-Bangladesh Bangiadesh 0
6 [728]-South Sudan [SS400002]-Rumbek 0
¥
Excel Report: Retirement Rate Report
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3.9.1.6 Resign Vs Termination Ratio

i. Please Select, HR > Reports > Retention > Resign Vs Termination Ratio
Following screen will appear-

Resign VS Termination Ratio

Country | All Country

Office
Program

Project

From Date 17-05-2016

To Date 15-08-2016

| Country ~ Office 2| Resign Vs Termination Ratio s
No data availzble in table

Showing 0 to 0 of 0 entries
‘ Export to excel \
Image: Resign Vs Termination Ratio

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Resign VS Termination Ratio

Country Bangladesh %
Office <

Program

Project

From Date 17-05-2014

To Date 15-08-2016

Show 10 |, |enties Search:
| Country « Office < Resign Vs Termination Ratio S
[050}-Banglzdesh [BD300001}-Dhaka -2 g
[050}-Bangladesh [BDCHO}-Head Office -
[050}-Bangladesh [BI}-BRAC Center, Bangladesh E

Showing 1 to 3 of 3 entries
; Export to excel ‘w

Image: Resign Vs Termination Ratio

iii.  Click 'Export to Excel' button
Following excel report will appear-
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Q brac

Country:All Country ; Office Info: -All Office- ; Programme: -All Programme- ; Project: -Select Project- ; Generated at Thu Jun 16 15:51:49 BDT

RESIGN VS TERMINATION RATIO

3 2016 ; Generated by: 0034362

Country Office Reslgn YS
4 Termination
£ |[0S0]-Bangladesh
6 [BD300001}-Dhaka -2 -
7 [BDCHOJ}-Head Office -

[BI-BRAC Center,

8 Bangladesh
9 |[728}-South Sudan
10 [SS400001]}-Torit -
11 [SS400002]-Rumbek -

12

Excel Report: Resign Vs Termination Ratio Report

3.9.2 Employee Relation

This part of Reports section consi

e New Grievance List
e Grievance Action List
e Grievance History

sts of following links.

e Total Grievance Reporting

e HR Department Staff

Turnover Rate

e Monthly Average Grievance Reporting
e Level/Program/Gender Wise Grievance Reporting

3.9.2.1 New Grievance List

i. Please Select, HR > Reports > Employee Relation > New Grievance List

Following screen will appear-
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Grievance List
| edoancetHt |

| Country (004} gFiariztan [l
Office Irifo =
ErraEs -Select Employee- =

File From Dabe H-05-2015

Fib Ty Deavbe 19-06-2015

Decumence From Dabe H-05-2015

Dotumenoe To Date 19-06-2015

|

Grievanoe Information
ot N Boowsed =
File Db - Tithe z Last Action Dube
Pog=[i |of0 ws o w [ _] Mo reconts Bo view

| pant
Image: New Grievance List

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Grievance List
| snevancele: ]
Courtry | AN Country [k

Office Infio

ErEs Sedect Employ==- =

Fike Froomn Drake 52016

Fibx Tiw Dravbe 19-06-2015

Ouxtamrmesrince Fioern: Diarbee 52016

Dexusrmeriie: Tin Dk 19-06-2016

Oxtusrmesrie: Mt Bexareesd =
File: Duarbe: = Title z Lt Action Date
) Country: Bangladesh
01-06-2015 01-06-2015 M.12081 2 2015-06-12
@ Pagm . o1 [0 [i] Wimw 1- 101

Image: New Grievance List

iii.  Click 'Print' button
Following report will generate-

b BRAC International HR Stichting BRAC International
rac GRIEVANCE LIST REPORT

5 ing Criteria:
Country:All Country ; Office Infa:-All Office- ; Employee:-Select Employee- :File From Date:20-05-2016 ;File To Date:19-06-2016 ;Occurrence From Date:20-05-
2016 ;Occurrence To Date:19-06-2016

Country: Bangladesh [050
sL File Date Qccurrence Date Title| No Accused Person | Last Action Date
1 01/00/2016 01-06-2016 M.1.20.81 2 12/00/2016
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Report: New Grievance List Report

3.9.2.2 Grievance Action List
Please Select, HR > Reports > Employee Relation > Grievance Action List
Following screen will appear-

Grievance Action List

| Grievance Acbon Type =

File From Diate 52016

File T Db 13082016

Dermrmesrinog: Finorn Db 52016

Dexsrmesriog: Tis Dk 13082016

|

Grievance Acion Information
Orurmeno: . Memiber] Aquised . .

Title File: Darbe: : Batiork S Bt Date Betiors Statues

& Parr |of0 s waw [ _] Mo recants to view

Image: Grievance Action List

Select 'Grievance Action Type' form the drop-down and others searching criteria and click
'Search' button
Following information will appear-
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Grievance Action List

Grievance Sation Type

Is=zue Letber =

File Frismn Db 052015

Fiike Tix Drarbee 18-03-2016

Dexusmervce From Dabe 20-05-2018

Oorsrmersce To Date 18-08-2015

|

Grigvance Acon Infermation
Ot e - M beerf Aapuissed - -
Tithe File Date | Action Noamber Action Date Actitn Status
M12081 01052016  01-05-2016 | Lsmum Left=r |1 2015-05-12 On Proc=ss
Pmgm |t o' i [= o] Vimw1-1af1

Image: Grievance Action List

iii.  Click 'Print' button
Following report will generate-

b BRAC International HR Stichting BRAC International
rac GRIEVANCE ACTION LIST

S ing Criteria:
Grievance Action Type:-All Type- ;File From Date:20-05-2016 ;File To Date:18-08-2016 ;Occurrence From Date:20-05-2016 ;Occurrence To Date:18-08-2016

SL Title File Date Occ;rrence Action Type Member/Aquised Date Action Status
ate Number
1|M.1.20.81 01/06/2016 | 01-06-2016 Issue Letter 1 12/06/2016 On Process
Report: Grievance Action List Report
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3.9.2.3 Grievance History
i. Please Select, HR > Reports > Employee Relation > Grievance History
Following screen will appear-

Grievance History

Couritry AN Country [l
Office Info =
Prisgram -
Project .
Gender | A Gander [l
Level | 45 Lo =]

File From Date A-05-2018

File Tir Darbee 19-05-2018

Seanh
Show | 10 enltries Search:
Comaritry = File Date 2 Dexumence Date S Tithe S Mexuesed Person % Last Action Date ]
Mo data availabie in Cabl=
Showing 0 to 0 of 0 entries
Expiert -t exoe]

Image: Grievance History

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Grievance History

Consritry A0 Country ]

Office: Info =
Programm . - -

Gender A0 (Gt [l

Lewed 20 Leved =]

Fiike: Frrtorn Deavbe AHI5- 2016

File T Db 19-06-2018

| Search |

ow 10 i S

Comaritry *l File Drate % Dexumente Date = Tite & Aexuesed Person % Last Action Date =
[ 250 HEangladesh 01-05-2015 01-05-2015 M.12081 o 12-05-2015

Showing 1 to 1 of 1 entries First | Previows | 1 | Mext | Last
[Excpeinrt: v ezoeed

Image: Grievance History

iii.  Click 'Export to Excel' button
Following excel report will generate-
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R brac

GRIEVANCE HISTORY REPORT

Country:All Country ; Office Info: -All Office-Gender All Gender ; From Date:20-05-2016 ; To Date:19-06-2015 ; Generated at Sun Jun 19
14:05:10 BOT 2015 ; Generated by: 0000223

Country File Date Occurrence Date Title Accused Person Last Action Date

[050]-Bangladesh

01-06-2018 01-06-2018 M.1.20.81 2 12-08-2018

Excel Report: Grievance History Report

3.9.2.4 Total Grievance Reporting

i Please Select, HR > Reports > Employee Relation > Total Grievance Reporting
Following screen will appear-
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Total Grievance Report

Country | AN Country [k
Office .
Priogram .
Project -
Gender | A Gandar ]
Level [ 23 Levm =]

File Fromm Date HHI5-15

File Tt Diabe 19-05-2015

Griewane Report B |I|
Seanch
Show 10 et Semarci:
Programme/ Gender! Lewel [ Wisrking Station Wike 2| Total Grievante Reported =)

Mo data avalabie in Cabie

Shawing 0 Bo 0 of 0 enlries

Export b excel

Image: Total Grievance Reporting

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Total Grievance Report

Ceunitry Em——— [l
Office =
Program -
Priject *
Gender A0 Gander [l
Level | a5 Lo =l

Fike: Frism Davbe A0H05-2016

Fike Tios Dravbee 19-06-2015

Grievante Report A |;|

Showing 1 to 1 of 1 enlnies

Image: Total Grievance Reporting

iii.  Click 'Export to Excel' button
Following excel report will appear-
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R brac

GRIEVANCE HISTORY REPORT

Country:All Country ; Office Info: -All Office-Gender All Gender ; From Date:20-05-2016 ; To Date:19-06-2015 ; Generated at Sun Jun 19
14:05:10 BOT 2015 ; Generated by: 0000223

Country File Date Occurrence Date Title Accused Person Last Action Date

[050]-Bangladesh

01-06-2018 01-06-2018 M.1.20.81 2 12-08-2018

Excel Report: Total Grievance Reporting Report

3.9.2.5 HR Department Staff Turnover Rate

i Please Select, HR > Reports > Employee Relation > HR Department Staff Turnover Rate
Following screen will appear-

User Manual Version 1.0 Date 25/06/2019 Page 254 of 366
© Copyright 2019 BRAC IT Services Limited



HR department staff turnover rate

HR departmesnt £t turnower rate

Country AN Counitry ]
Office =
Prisgrésrm =
Project -
Juimiirvg Firomn Drahe A0-05-2018
Juviniireg Tov Dearbex 18082018
Seanch
Show 10 : e Samref:
O % Hr Depart t Staff T Rate =
Mo dats availabi= in Cabis
Showing 0 ta 0 of O snlres
Espenrt by esoed

Image: HR Department Staff Turnover Rate

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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HR department staff turnover rate

Country Bangladesh =]
Office -

Program

Project

Joining From Date 20-05-2018

Joining To Date 18-08-2016

Search
Show 10 ; entries Search:
Office 2| Hr Department Staff Turnover Rate Ee]
bangladesh
[ED:200001]-Dhaka Division 0
[BDCHOHead Office o
[BI-BRAC Center, Banglzdach 0

Showing 1 to 3 of 3 entries

Export to excel

Image: HR Department Staff Turnover Rate

iii.  Click 'Export to Excel' button
Following excel report will appear-

| braél "

HR DEPERTMENT STAFF TURNOVER RATE

Country:Bangladesh ; Office Info: -All Office- ; Programme: -All Programme- | Project. -Select Project- | Generated at Sun Jur
2016 ; Generated by: 0000223

Hr Department Staff

C i Offi
auntry ce Turnover Rate

Bangladesh
[BOZ200001]-Dhaka
Divizion
[BOCHO}-Head Office O

[BI-BRAC Center,
Bangladesh

0

0
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Excel Report: HR Department Staff Turnover Rate Report

3.9.2.6 Monthly Average Grievance Reporting
i.  Please Select, HR > Reports > Employee Relation > Monthly Average Grievance Reporting
Following screen will appear-

Monthly Average Grievance Report

Couritry AN Courtey [
Office -
Priogram .
Project -
Gender | A Gander [l
Level | a0 Leva =l

Fike Firorn Db 20052015

Fil: Tor Db 19-06-2018

Grievance Report I [l
Search
Sow 10 e Smmrci:
Country «| Programme & | Monthly frerage Grievants Report &

Showing 1 ko 1 of 1 entries
Image: Monthly Average Grievance Reporting

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Monthly Average Grievance Report

Country A Courtry =
Office =
Prégram -
Prigject -
Gender | 4 Ganger ]
Level " an Lo =l

Fike Frosm Dabe 20-05-2016

File T Db 19-06-2016

Grievane Report ) [l
Seanth
Sow | 10 ritrims Smarch:
Comaritry & Programme & Monthly Average Grievanoe Report Z
[50-Eangleded BRAC Intemationsl HD BD L[ IFEFFrF]

Shawing 1 o 1 of 1 enlri=s

Image: Monthly Average Grievance Reporting

iii.  Click 'Export to Excel' button
Following excel report will appear-

R brac

MONTHLY AVERAGE GRIEVANCE REPORTING

Country:All Country ; Office Info: -All Office- ; Programme: -All Programme- ; Project: -Select Project-Level All LevelGender:All Gender ; From
Date 20-05-2016 ; To Date:18-06-2015 ; Generated at Sun Jun 19 14:04:25 BDT 2016 ; Generated by: 0000223

Monthly Average

Count Programme
y g Grievance Report

[050]-Bangladesh
BRACL International HO
BD
D.op222222
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Excel Report: Monthly Average Grievance Reporting Report

3.9.2.7 Level/Program/Gender Wise Grievance Reporting
i Please Select, HR > Reports > Employee Relation > Level/Program/Gender Wise Grievance
Reporting
Following screen will appear-

Grievance Report

Gri=vance Report
Conartry AN Country [l
Dffice =
Program -
Pruject -
Gender | 4 Gangder ]
Lewvel AN L II‘
File From Date 52016
File Tox Dt 13-06-2015
Grievance Report: A [
Seanh
Fow | 10 = F—
wawcmcmci,w cﬁtct’:" cm‘u’” s
Mo dats mvaisbie in tabie
Fiawing 0 ta 0 of ) entri=x
Expiert b excee]

Image: Level/Program/Gender Wise Grievance Reporting

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Grievance Report

‘Gri=vance Report
Cenantry Sangiad=mh ]
D.Hﬁ -
Prigram -
Progect -
Gender A Gander ]
Lewed AN L II‘
File From Date (o0 0z 2035
File Tos Db [15.05-2016
Grievance Repert | o) =]
Search
Sow 10 e S
Cimmitry = | Prosgrawineiie amamam agif'm ¢m¢m gmma
[E,M ?’nuﬁjm‘““ M= I 01-06-2016  01-05-2016 M12081 1 12-06-2016
ﬂmh E—’Eu:_’:I-':E“—-W Hsle ¥ 01-05-2016  01-06-2016 M12081 1 12-06-2015

Showing 1 to 2 of 2 entries

Image: Level/Program/Gender Wise Grievance Reporting

Click 'Export to Excel' button
Following excel report will generate-

Ybrac

GRIEVANCE LISTREPORT

Country:Bangladesh ; Office Info: -All Office- ; Programme: -All Pregramme- ; Project: -Select Project-Level:All LevelGender:All Gender ; From
Date:20-05-2016 ; To Date:18-06-2016 ; Generated at Sun Jun 18 14:08:01 BDT 2016 ; Generated by: 0000223

Country Programme Gender level File Date

Occurrence Date Title Accused Person
[050]-Bangladesh SEAC temational HO .o XX 01-06-2016 01-06-2016 1.1.20.81 1 12-06-2016
[050]-Bangladesh SP‘AC InternationalHO I 01-08-2016 01-06-2016 M.1.20.81 1 12-08-2018
Excel Report: Level/Program/Gender Wise Grievance Reporting Report
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3.9.3

Renewal Position Report

This part of Reports section consists of following links.
e Visa and Other Documents Status
e Upcoming Employment Renewal Status Report
e Post Renewal Status

3.9.3.1 Visa and Other Documents Status

i Please Select, HR > Reports > Renewal Position Report > Visa and Other Document Status

Following screen will appear-

Visa & Other Documents Status Report

Country all Country

Office

Fregram

Dapartmanct
Dusigraticon

S2a Catwgory

Haticeality

Expire frem Date

ooy yril.]
[R5 LT R pr———
Docomeris T Al Type
| Saurch |

moam Pz o e s

Export to Exosl
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Image: Visa and Other Document Status

ii. Click on Search button after filling in all the mandatory information fields.

Observe that Employee Information will show in All Employee Information list.

|Sﬂil'dll

All Employee Information

Document Document . . Program Project .
PINNe Employee Na Des; tio Department Work Statio
Type Expire Date — me HLATELD Name Name FEALE or n
= Country: Bangladesh
Visa: Business | 21-01-2016 01100005€ KAZL SAMIUN [DO34]-Office BRAC [BD-0001]-BRACHR & Training [BI]-BRAC Center, P
RAHMAN Assistant International | International Banagladesh
HO BD HO (BD)
Work Permit 21-01-2016 01100005E KAZT SAMIUN [D034]-Office BRAC [ED-0001]-BRACHR & Training [BI]-BRAC Center, B
RAHMAN Assistant Intermational  |International Bangladesh
HO BD HO (BD)

Image: View and Others Document Status

iii.  Click on Export to Excel button to generate Visa and Others Documents Status report.

Observe that Visa and Others Documents Status report is generated properly.

Qbrac

VISA AND OTHER DOCUMENTS STATUS REPORT

Country:All Country ; Project-Select Project- ; Department-Select Department- ; Designation: -All Designation- ; LevelAll Level ; Nationality:All
Nationalty ; Gender.All Gender ; Staff Category: -Select Category- ; From Date:01-01-1999 ; To Date:19-06-2020 ; Generated at Sun Jun 19

Documents Expire

Country Documents Type b Employee PIN Employee Hame Designation
-
KAZISHAYANUR  Country
Visa: Vist 55
Bangladesh 31122018 110000 v Sopronmriaiie
-
South Sudan Visa: Visit 31-12-2016 3700457 R Regional Manager
- ; -
South Sudan Visa: Work permit 08-10-2013 0133732 MOHAMMED ZAHDUR  prooram Hanager
single eniry RAHNAN
i -
South Sudan Visa: Work permty¢_07.2013 700150 INNOCENT EUSTACE  Program Manager
single entry
. . -
South Sudan Visa: Work permit 18122013 0137368 HARAPROSAD Internal Audi Officer
single eniry BISWAS
W r Y
South Sudan Visa: Viorkpermt o oc o0 0s2413 11d. Akfter Hossain  Country Head of
single entry Mian Internal Audt
-
South Sudan Visa: Work Permit 18-08-2015 0044184 1D ARIFUL ALA  DePuty Manager,
Accounts
-
South Sudan Visa: Work Permit 08-11-2015 0006928 Knan Hohammad Program Manager
Ferdous
-
South Sudan Visa: WorkPermt  26-04-2013 0008513 ASHOKE KUMAR PAUL Regional Manager
South Sudan Visa: Work Permk 22-10-2015 "hossass ANANTAKUMAR  Regional Accountant
L .
South Sudan Work Permit 08-11-2013 0133732 MOHAMMED ZAHIDUR | pryram Manager

RAHMAN

Programme

Health Frogramme

Health Programme

Agricutture Livestock & Agricutture

Livelihood Programme:

General Frogramme
General Frogramme
General Frogramme
General Frogramme
Education Programme
Education Frogramme

General Programme

Livelihood Programme

General Project
Agricuture Livestock & Agricutture
Development (Oxfam)

Finance & Accounts
Agriculture

Excel Report: View and Others Document Status Report

3.9.3.2 Upcoming Employment Renewal Status Report

[55400008)-Juba Male v
[SSCHOL-South Sudan |, w

=
:.l
Project Department Working station Gender
Emergency nutrtion o & Training [S3400002]-Rumbek  Male XV
(Unics)
Global Fund Round-7 L
aiara (P51 HR & Training [554000021-Rumbek  Wale v =
[SSCHO}-South Sudan
Development (Oxfam) ~F"°UN"® Country Head Diffice "¢ vi
[SSCHO}-South Sudan
General Project Agmingsences | o 1ok X
[SSCHO}-South Sudan
General Project Internal Audit County toad Ofs 158 v
[SSCHO}-South Sudan
General Project Internal Audit Country Heaa Ofies 128 X
[SSCHO}-South Sudan
General Project Finance & Acoounts | ETIEECC ek Vi
Grls Education in Educaton ang SSCHOFSouth Sudan ||\ “
South Sugan (DFID}  Empowerment Country Head O1fice -
Qualty Basic Education Education and [SSCHOFSouth Sudan ||, ”
(USAD) Empowerment Country Head Difice

Country Head Office:
[SSCHOJ-South Sudan |, _,_

i. Please Select, HR > Reports > Renewal Position Report > Upcoming Employment Renewal

Status Report
Following screen will appear-
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Post Renewal Status Report

T Datw S —
| Search |
e en Pz (o me wma[=] ]
Export to Pdf || Export to Exosl |

Image: Upcoming Employment Renewal Status Report

ii.  Click on Search button after filling in all the mandatory information fields.
Observe that Employee Information will show in All Employee Information list.
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All Employee Information

Country Employee Hame Pin No Designation Program Name Project Name Department L]
& Country: Tanzania i
[834]-Tanzania Mr. Md. Abdul Malek 012000141 Regional Manager  Microfinance Microfinance Project Internal Audit

Program
[2834]-Tanzania Mr. Md. Shamim Reza 012000147 Area Manager Microfinance Microfinance Project |Internal Audit

Program
[834]-Tanzania Mr. Md. Mahbub Hossain 012000158 Area Manager Microfinance SEP Internal Audit

Program E
[2834]-Tanzania Mr. Md. Shahedul Islam 012000153 Area Manager Microfinance SEP Internal Audit

Program
[834]-Tanzania Mr. Md. Sobhan Sarker 01200014C Area Manager Microfinance Microfinance Project Internal Audit

Program
[&34]-Tanzania Mr. Md. Nazmul Hague 012000142 Regional Manager | Microfinance Microfinance Project |Internal Audit

Program o
[834]-Tanzania Mr. Md. Ashaduzzaman 012000154 Area Manager Microfinance SEP Internal Audit

Program
[&34]-Tanzania Ms. GODLISTEM MRIA 061001025 Program Organizer  |Microfinance Agri Finance Project | Internal Audit

Program

Image: Upcoming Employment Renewal Status

Click on 'Export to Excel' button
Following excel report will generate-

o1 braj‘

UPCOMING EMPLOYMENT RENEWAL STATUS REPORT

proect. Ueparment Seect Uepsiment. . Uesgraben
ry:-Select Category-  From Date 20-06-2

Country Employee P Employecfame  Designation Programme. Project Department  Working station Gender

avoorzst
“oeso00ees
“osto00sse
ostoosoos

Mrotran
ZS0011 Mo Femae

Heath Programme SO0 Awel  Make

s T

Hesth rogramme

(SSA00010) el Maie

Level Nationaity Statf Category Joiniag Date Current salary Currency  Contract Start Date

o

Excel Report: Upcoming Employment Renewal Status

Contract End Date

13072018
2082016
20082016

iv.  Click on 'Export to PDF' button
Following pdf report will generate-
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b BRAC International HR Stionting ERAC Internstions!
raC UPCOMING EMPLOYMENT RENEWAL STATUS REPORT

From 20-06-2016 To 20-07-2016
Searzhing Critera:
CountryAN Country ; Ofice Info-wndemned ; Programme: A% Program- ; Fray ;P Desar <0 Desgranon <A Dergasn LeclAlLevel NEIGRSN Al Netonsity | GencerAl Gender; Empiojes Category -Seiect Categor | From Dste 20-00-2016
T2 Date 20-07-2018
Country: Uganas [36¢]
5L [Empioyes PN| Empioyse Name Designation | Presest Departmant Woring station Gencer | Level | Nationasty ‘ ";"‘:" Current Salary |Currenay| SOTITRO Bart °°'",;':: Sl
tfostoorazr [ :f_:’:'”v' iz |Mertngnce Projec: | maema acer I,m:,.':oo::: [ Femse | x 082010 28062016
Toal:_+ Fomuie: | Otner: ¢
Gountry: Tanzania (334)
L [Employee PN| Empioyse Name Designation Programme [ Prejest Oepartment ‘;"_‘:“ Current Balary |Currenoy| SONtrect tart °°"“;'.“': Sne
1 4 4 + 4 4 " -
1[081000998  [Mr. ABEL KALENZO [Project Omcer [ Micratnance Program lu N use 1167-3011 | 11072011 11:07-2018
4 - 4 { 4 4 4
m Wir: IR raject Omcar - — B——" - | o1 e
2jostoooms  |Anoongo [Praiestomee Mirstnance program |82 | | uee | | 2013 | 01072013 01072016
1 it GAJOENGTA
3/os1001008 ;;_’f,‘ﬂ"‘ . Aceaansger  |Microfinance Brogrem  |Microtmance Brajez | mtema Acst use x v 01072014 01072016
T (W JSRSE T Agncuiure & Lhesisce | T T T 1 = e
afosroorcor [ih b Accountaes [ JS7ESH [canc e | | wee | v | i e
1 Wi STANTON = - e | i 7
(061001000 | 1aaiiga <t O Micrzfinance Program lu( Stnence reject | meeemel Acot use 11-07-2011 11:07-2016
s, CrARLES T T T T = =
sostooseas  |\AeAlo | | —— | remee | | 24083013 [24082018
7061001028 |Ms. ORACE RUTTA |Crest omcer e At Fempe 13:07-2018
5061000821 | Mx. TUMAING ALICK |Branch Massger ey At Femwe I 2082010 23082018
[Fota_3 : Ohar: 0

PDF Report: Upcoming Employment Renewal Status

3.9.3.3 Post Renewal Status

i Please Select HR > Reports > Renewal Position Report > Post Renewal Status Report
Following screen will appear-
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Post Renewal Status Report

T Datw S —
| Search |
e en Pz (o me wma[=] ]
Export to Pdf || Export to Exosl |

Image: Post Renewal Status Report

ii.  Click on Search button after filling in all the mandatory information fields.
Observe that Employee Information will show in All Employee Information list.
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Employee Employee 5 S Programm -
Country PIN Name Designation e Project Department
@ Country: Bangladesh
[050}-Bangladesh 011000059  |Mr. KAZI Country Head of | Healkth Emergency  HR & Training
RASHEDUL Accounts Program nutrition
ISLAM (Unicef)
[050}-Bangladesh 3700460 Mr. KAZI FAZLE | Regionzl Manager Heshth Emergency  |HR & Training
AHMED Program
[050}-Banglzdesh 011000063  |Mr, KAZI Regionzl Manager BRAC HR & Training
CONTRACT Internationzl  International
USER HO (BD) HO (BD)
<
) Page : ofl 10 |y

Image: Post Renewal Status Employee Info List

iii.  Click on 'Export to Excel' button
Following excel report will generate-

Qbrac

POSTRENEWAL STATUS REPORT
Country:All Country ; O1Tice INfo:undemned ; Frogram: -All Frogra- ; Project-Select Project- ; Uepartment -Select Uepartment- ; Designation: -
All Designation- ; LevelAll Level ; Nationalty:All Nationalty ; Gender.All Gender ; Employee Category: -Select Category- ; From Date:20-05-1999 ;
To Date:18-06-2020 ; Generated at Sun Jun 13 15:15:11 BOT 2016 ; Generated by: 0000223

)

| Country Employee PN Employee Name Designation Programme Project Department Working station

; |[B50] Bangiadesh "b11000058 :;’LAK":‘Z‘ RASHEDUL i‘;‘;zm:m of Health Program SS::;Q;;W”UVWH HR & Training [55400002] Rumbek

; |[o50] Bangiadesh Tronee EL"‘K:D‘Z‘ Fazle Regional Manager  Health Program Eu":‘e"'i:j‘w MR 4R & Training [55400002] Rumbek

s To11000083 1r. KAZI CONTRACT ’ BRAC International HO BRAC Inernational HO [BI BRAC Center,
e L T PHLP HARDI :::: ::::;:n oo St Fund Rouns 7 B Sanatacesh

; [P28ISouh Sudan 3700128 iy Moo Heslth Program sor (P8 Health & Nutrifon 55400002] Rumbek

7281 South Sudan ‘11000061 Mr. KAZI CIC RAHIAN g::::f:’emm BR’;C nternational 0 ppac pangladesh R & Training f!nzm;ie"‘”‘

7281 South Sudan To11000055 ;‘;\,:(,ff,LSHAYANUR i‘;.;:‘m:m of ?BR;;C ematonal HO poac gogiadesh  Finance & Accounts gj;]n::i\:s:emen

1 [728] South Sudan “b11000055 ::L}:ﬁfﬂ“”“"““ ::::gemm 'g"[;“ Infernational HO  psc Bangladesh  Finance & Accounts E;'nz:ifj‘:'sie"‘”‘
[725] South Sudan 911000055 v AlR E::::’Emm (B;[;C internatonalH0 prac pangiadesh  Finance & Accaunts fjﬂzm;ie"‘“

ENESII

Excel Report: Post Renewal Status Report

iv.  Click on 'Export to PDF' button
Following pdf report will generate-

Male

Male

Wale

Wale

Male

Male

Wale

Male

| Search

office e
55400002} Mzl
Rumbek
[SS400002}- Male
Rumbek
[BI}- BRAC Male
Center,
Bangladesh
>
View1-30of3
Gender Level MNationality
x i
X -
Vi -
Vi South Sudanese
X -
X _
XV _
Xvi -
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b BRAC International HR stichting BRAC International
raC POST RENEWAL STATUS REPORT

From 20-03-1999 To 19-06-2020

Counfry:A Country ; Office Info-ungenned ; Program: ~&N Frogrsm- ; Project-Select Project-; Dep r-Selact ; Designation: -AN Designation- ; Level:AN Level ; NationsiTy:AN Nationalky ; GenderAll Genger ; Employes Category: -
Seiect Category- | From Date:20-05-1000 ; To Date 16-06-2020
Country: Bangladesh [050]
Staft Jolning Currant Contract [Contract Engl
5L Employse P Employse Name | Degignation |  Programme Projact Department Workstatlon  |ender| Level | Natlonaltty | coseonry | pate Salary ¥| start Date Date
N FAZI Country Heao - 2IgEncy P—— b N E A 197356 |3z0 r 7
A SHEDLL ISLAM | ettn Program o (¥ e, |8 Tralning [55400002] Fumbes | Male | X o |psoeais 27356 |35 7
- I KAZIFAZLE  |Regenal o 2rgency ppp— o ) [T P " -
2 i Momagar Health Program | SRS |HR & Training [55400002] Fumbes | Male | X o |pe0eanis o000
y BRAC
M. KAZI Regional dul [E] BRAC Center ) contrazt |, . -
3 COMTRACT USER. |Manager -150'e‘|1d onal HO  |HR & Tralning Bangadesn Male vl SHar e 6 93000 (BOF
Total: 3 Famala: 0 Othar: 0
Country: South Sudan [728]
Staft Jolning Currant Contract  [Contract Engl
5L Employse P Employse Name | Deeignation | Programme Projact Department Work station | Gender| Level | Nafionality | & ‘nale sala, 3| start Date Date
Regianal Giobal Fund =
3700128 yr' PrLIF MARIDS Education Health Program  (Round-7 Malana |Health & Nulrifion | [$5400002] Rumbek | Male Wl = Soun 473000 |-
DANIEL = frovo ‘Sudanese
Managsr =111
. M. KAZI CIC Country SRAC [E1] BRAC Center. 57335633 550
= RAHMAN Representaiive sangladesh HR & Tralring EBangadesn Male * E7235E33 |55
Mr. KAZI =
Country Head SRAC . [E1] BRAC Center. . I P
of Accounts Sangladesh Finance & Accounts| Bangiadesn Male x 6 225600 [55P
R Country SRAC _ [E1] BRAC Center. , . - R .
SHAY) - ance : o 2 532 -01-21 1220138
4011000055 ﬁ,:l:\c\\:]UR Reprasentative || Bangladzsh Finance & Accounts| Bangadesn Male X 6 225600 o 33 1
Mr. KAZI BRAC =
<|otsoooss |stav, Country . SRAC ancs [E1] BRAC Center. w . 5600|552 22013 | 31122012
5011000055 HAYANUR Reprasentativa _1I._e\ national HO Sangladesh Finance & Accounts| Bangadesn Male X 6 225600 01-01-2019 | 3 013
RAHMAN B3] 4
Total: 3 Male: S Female: 1 Other: 0
Grand Total: 3 Total Mals: & Total Female: 0 Total Other: 0

PDF Report: Post Renewal Status Report

3.9.4 Transfer

This part of Reports section consists of following links.
e Staff Transfer Information
e Staff Transfer Information Revise List
e Staff Transfer Information Cancelation List
e Employee Country Settlement
e Join After Transfer

3.9.4.1 Staff Transfer Information

i Please Select, HR > Reports > Transfer > Staff Transfer Information
Following screen will appear-
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Staff Transfer Information

Country ANl Country

Office: =
Prixgram -
Priject =

Gexider ey -———

From Date (Effectve 20052018
Date)

TUM(EM'§ 1052115

Search
T [t S
Emmeecﬁnmeearmml.3m¢m‘m‘nﬁmﬁm¢wme‘mmeﬁmamsw_aru s
Mame PIN oy frrm o from o to Desigration Designation

Yo dets sveilabie in Cabbe

Showing 0 ta 0 of 0 el

pef

Image: Staff Transfer Information

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-

Staff Transfer Information

Coruritry AN Country

Office: -
Program -
Project -

Gender AN Gy

Fortsrn Db | EfFesctive: 20-15-2016

ToDate (EFfective 13023058
Date)
Search
10 [ [Som et Semreh,
Transfer
Employes | Employee - .| Loestion . Location . Project | Project | Progamme | Progamme | Country | Country . From L Te .
s o effectve & Level & L 5 s 3 B Sop Sier S ST T
(50} bangiagdesn
Community
azr [EI}8RAC Grts BRAC . .
(a0 L BRAC G Eucation s [728}S0dn  Regond Amgions
SHAYANUR Q000155 2505208 £ Corter, Edscation  Inberationsl I L
ey Rumbek S p Bmgmen ORI Hen Srogramme Bangiadesh  Suden Misnager Manager
Foundation)
Az [EIFSRAC  BRAC BRAC N .
KATATUR 17700t MOEAE Y [ et Itmrnationsl TSR i il e AP v g
RAHMAN < Sangisdemn  HO (5D) Project 0 8D Programme =g " daal e

Showing 1 o 2 of 2 enltries:

Export to pdf Export t excel

Image: Staff Transfer Information
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iii.  Click 'Export to Excel' button
Following excel report will generate-

l—.‘
STAFF TRANSFER INFORMATION
Country-All Country ; Office Info: ~All Dfice- ; Programme: -All Programme- ; Project: -All Project- ; Generated at Sun Jun 18 15:20:13 BT 2016 ;
Generated by: 0000223
Country Employee Name Employee PIN T"‘""Z;'e:e““’e Level Location from Location to Project from Project to Programme from Programme to
r
Communtty Girls ;
. KAZI SHAYANUR " . B BRAC Center, BRAC International HO -
[050] Bangiadesh iy 011000055 25-05-2016 % [55400002) Rumbeke o BRAC Bangladesh Eduaton (Sionee g Educaton Programme (050
nundatinn =
KAZI KARZUR r [BIERAC Cener,  BRAC Ho BRAC HO Microfinance 3
050] Bangladesh 0177001 24052016 v S5400002] Rumbek Microfinance Project 050)
10507 Banglades! RAHMAN : ! Bangladesh (8D} % B0 Programme !

Excel Report: Staff Transfer Information Report
iv.  Click 'Export to PDF' button

Following pdf report will generate-

Stichiing BRAC International
rac BRAC International HR

STAFF TRANSFER INFORMATION

Searching Criteria:
Counmry-Al Country ; e nfo: -Al Office- ; Programme: -All Programme- ; Froject: -All Froject-

Country: [050}-Bangladesh
sL Employas Name [Employes FIN Eﬂ;gllh‘;'%rah Level |Locsation From |Location To  |Projact From | Project To ?:gg‘ramme Programmes To | Country From | Country To From go
KAZI SHAYANUR 011000055 | 2050018 | v |SS4000z [EFERATHegag Sducaton  [orec o |Educaion oS0 [728}South  |Regional |Regional
RAHMAN Sl e Rumbek Enter. Bangladesh |Programme |, e o'®  |Pmgramme  |Bangiadesh | Sudan Manager  Manager
Bangladesh HO BD
o ._ |[BI-BRAC ’ER-‘.C . BRAC - . R - .
- - g 55400002 [ . Microfinance Microfinance [0S0} 728]}-South Regional Regional
2 |KAZI KAIAZUR RAHMAN 0177001 24.05-2018 W L < [Center, International (5 = - Internatonal - N .
Rumbek Bangadesh |HO (BD) rogramme | o En Programms Bangladesh Sudan Manages Manager
Total: 2 Mals: 2 Femals: 0 Othar: D
|Grand Total: 2 Total Male: 2 Total Femala: 0 Total Other: 0 |

PDF Report: Staff Transfer Information Report

3.9.4.2 Staff Transfer Information Revise List

i Please Select, HR > Reports > Transfer > Staff Transfer Information Revise List
Following screen will appear-

Staff Transfer Revise Information

Consritry Office: Info Gender

AN Counltry ] - AN Genger ]

From Date [ Effectve Date)  To Date [Effecive Date)
20H05-2015 13-06-2015

Print

Image: Staff Transfer Information Revise List
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ii. Select 'Country' form the drop-down and others searching criteria and click 'Print' button
Following excel report will generate-

YQorac | T T

STAFF TRANSFER REVISE INFORMATION

CountryAll Country ; Office Info:-All Office- ; Gender.All Gender ; From Date:20-05-1999 ; To Date:19-06-2020 ; Generated at Sun Jun 19
15:23:08 BDT 2016 ; Generated by: 0000223

Employee Name Effective Date Order Date Transfer Type Level

Location From Location To Revised Locatian From Dept To Dept Revised Dept | Pri
ﬁ;‘;?;éﬂ::&w NA 13-03-2018 Transfer vi Eﬂ”&sg‘;‘;s“”m‘ [55400002]-Rumbek E:r;;:‘:;hce”'e“ Health & Nutrition HR & Training Monttoring & Review |[02)

Excel Report: Staff Transfer Information Revise List

3.9.4.3 Staff Transfer Information Cancelation List

i. Please Select, HR > Reports > Transfer > Staff Transfer Information Cancelation List
Following screen will appear-

Staff Transfer Cancel Information

Comaritry Offroe: I Gerder

AN Courtry ] - Al Gmner ]

Frtrn Db | Order Date) Tis Db [ Drcbeer D)
20-05-2016 10-06-2016
Print

Image: Staff Transfer Information Cancelation List

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Print' button
Following PDF report will generate-

Stichting BRAC Infemational
raC BRAC International HR

STAFF TRANSFER CANCELATION INFORMATION

Searching Criteria:
Country-All Country ; Office info-Al Offfice- | Gender:All Gender | From Dafe:20-05-2010 ; To Dare:19-00-2020

Country: [725}-South Sudsn
sL Hame Order Dats I{.‘E‘m Level IF?::::IOH Locatlon | proiact Fram | Project To o g To |country From | Country To Dopartment From | Dspartmant To
I ERAC Global Fund |BRAC BRAC ’
ETD01ZELFHILIE MARID /032018 | Transfer Center, umbel und-7 nternationa’ Health I i outh Sudan anglades] EER tion I\‘or!n.c'"g&
B 13032018 for | Wi Eanglades? ook [Rourc T |inteatons |07 intema South Sudan |Bangladesh | Heath & Nutrtion Mo er
Total: 1 Male: 1 emala: 0 Othar: ©
|Grand Total: 1 Total Male: 1 Total Femala: 0 Total Other: D
PDF Report: Staff Transfer Information Cancelation List
3.9.4.4 Employee Country Settlement
i Please Select, HR > Reports > Transfer > Employee Country Settlement
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Following screen will appear-

Employee List for Country Settlement
Conuritry A Courtry [l

Office

Emphoyes PIN

Frisrm Drartee HHI5-15

Tos Darbee 19-06-2015

Seanch
Empiltryee List for Country Setlement

Print | Country Order No Proposal Date  Type Status Employes Info Current|

-1 Page L of 0 = I--TD No reconds to vl

Image: Employee Country Settlement
ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button

Following information will appear-

Image: Employee List for Country Settlement

3.9.4.5 Join After Transfer
i Please Select, HR > Reports > Transfer > Join After Transfer
Following screen will appear-
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Join After Transfer List (JAT)

Country | -Seiect Couiry- [l

Offiices

Employes PIN

I Mew Office I:l

From Date 2HI5-2015

To Date 18-06-2015

| Seanch |
Recve Aftr Trarmsher List
Print | Order Mo Propusal Date | Type Status Ermpbinyess Trifis Cument Project Hew

Pt |of 0 ws wa|m[_] Mo recants B wimw

iy

Image: Join After Transfer

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-

| Search
Print  Order No Proposal Date Type Status Employee Info Current Project New
Print BI-2016501 24052016 TRANSFER Joined [0177001}- KAZI [BD-00011- BRAC (S50l

KAIAZUR RAHMAN  (Internationz] HO (BD) |Microf

Image: Join After Transfer List

iii.  Click 'Print' from the list
Following PDF report will generate-
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Annexure- 11/13
braC Bangladesh

JOINING AFTER TRANSFER
Transfer ID Number : BI-2016501
Transfer Order Number : BI-2016501
Filled in by Staff
Name: KAZI KAIAZUR RAHMAN Designation: Regional Manager PIN: 0177001
Salary Level: V Date of Joining in BRAC: 19-05-2016

Date of Transfer (As per Transfer Order): 24-05-2016

Details of Transfer

Before Transfer After Transfer

Working Station: BRAC Center, Bangladesh Working Station: Rumbek
Programme: BRAC International HO (BD) Programme: Microfinance Project
Designation: Regional Manager Designation: Regional Manager
Date of Leaving: 24-05-2016 Date of Joining: 24-05-2016

Time: | Time:

[Address of Staff
Detail Permanent Address:

Cell Phone Number

Filled in by Respective Accounts/ HR Department

Salary Details

Salary Structure Salary B(esfg;:a) Transfer Salary I(\;t;:);’ransfer

Basic 3455434.00 3455434.00
Cost of living Allowance(COLA) 34545.00 34545.00
Medical Allowance 4545.00 4545.00
Conveyance 454.00 454.00
Consolidated Salary 454.00 454.00
Other 45.00 45.00
Utility 43453.00 43453.00
Adjusting Allowance 45434.00 45434.00
Total Salary 3584364.00 3584364.00
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Filled in by Present Working Station

Date of salary payment by current working station: 24-05-2016
Liabilities/ Comments (if any):

Returned

xxiv

Leave Balance: Up to last working day 24-05-2016 in present working station 2.22 Days
- Details of Maternity / Paternity Leave/ Other leave (please specify):

1. From 01-06-2016  To31-122016  Total 214 Days
2. From To Total Days
Office Accommodation
Office Accommodation has been used by staff before transfer: Yes ] No |Z| (Use Tick mark)
Transfer -  Staff transferred by his/ her own accord. Yes [ | No I/I (Use Tick mark)
Transfer Details in the Last One Year
Transferred more than two times in a
Date of Earlier Working Station and | Transferred Working Station |year?
Transfer Programme and Programme $Jse Tick mark in appror:iale field)
es o
24-05-2016 BRAC Center, Bangladesh, Rumbek, Microfinance Project
BRAC International HO (BD)

[Transfer Leave:
iApproved Date:  From 24-05-2016 To 24-05-2016

Official Clearance/Comments (if any):

Transport Department;
Human Resources Department:

_ Logistic Departtment:
Telephone Department

Signature of Accounts / HR Dept
Name:FARUQUE AHMED Date: 24-05-2016

Signature of Respective Supervisor

Name:MOU MAJAK Date: 24-05-2018

Designation: Executive Director PIN: 0034362

Designation; State Finance Manager PIN: 3700298
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3.9.5

Filled in by Transferred Office

|
{Name of Working Station: Rumbek Branch/Area: Rumbek Region:BRAC Center,
‘ Bangladesh

{Provience/State: South Sudan Country Head Office Date of Joining:25-05-2016 Time:

Staff will use Office Accommodation in transferred area (Use Tick mark): Yes [:, /" No .Z |

Signature of Joining Staff iSignatufe of Supervisor

Date: 24-05-2016 %‘Name:MOU MAJAK Date: 24-05-2016
;Designation:State Finance Manager PIN: 3700298

Annexure:

(The following papers should be attached with Joining After Transfer form)

- Charge Handover form
- Staff Assessment form from immediate supervisor for the current

Copy to: 1. Human resource department, 2. Accounts department. 3. Present working station 4. Transferred Working area

NB: One copy of the Joining After Transfer form with appropriate information to be sent to human resource department
by the transferred office within seven days. In case of country headquerters, one copy should sent to the accounts department.

Staff must Collect ID Number of Transfer(if applicable)

PDF Report: Join After Transfer Report

Separation Position Report

This part of Reports section consists of following links.

3.9.5.1

e At A Glance Separation Report
e Resignation Staff List

e Terminated Staff List

e Restriction at a Glance Report
e ExitInterview

e Release Order

e Final Settlement

e Restricted Employee Report

e Exit Interview Report

e At a Glance Grievance Report

At a Glance Separation Report

Please Select, HR > Reports > Separation Position Report > At a Glance Separation Report
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Following screen will appear-

At a Glance Separation Report
ety Aoy L]

-

Frogram

Dwpartmacs
Dusigraticn

tmplema Caztagery

Baticea ity 2l Fimndiy

Jek Saparatice <al-
Tew
Fom Duis  [7)peomis

To Dais  [orgeomie

Saurch

Sapuratic Cmplcms | Emplcms

- - - Deparims  ‘Working ar
* = —— Dumgratice  Srogramms Srojest o =

atatiom r

Export to Pdf Export to Excsl

Image: At a Glance Separation Report

ii.  Click on Search button after filling in all the mandatory information fields.
Observe that Employee Information will show in All Employee Information list.
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Search

All Employee Information

Separation Type Pin No Employee Name @ Designation Programme Project Name

B Country: [050]-Bangladesh

Termination 011000054 QA RASHED [D0&3]-Junior BRAC International | [ED-D002]-BRAC
RETESTING HR Finandial Analyst HO BD Bangladesh
Termination 011000055 QA RASHED [D0& 1] -Senior BRAC International |[BD-D002]-BRAC
RETESTING OME HR. |Researcher HO BD Bangladesh
Termination 0000027 DR. AHMED [D218]-Advisor to | BRAC Intermational | [BD-0002]-BRAC
MASTAQUR RAZA  the Chairperson HO BD Bangladesh
CHOWDHURY
Image: At a Glance Separation Report Page
iii.  Click on 'Export to Excel' button
Following excel report will generate-
ATA GLANCE SEPARATION REPORT
Country:All Lountry ; UTHcE INTo:-All UTHce- | Frogramme: -All Frogram- ; Project-Select Frojéct | Depanment-Select Depanment- |
Designation: -All Designation- ; Level.All Level ; Nationality:All Nationality ; Gender. All Gender ; Employee Category: -Select Category- ; Job
Separation Type :- All - ; ; From Date:21-05-2016 ; To Date:20-06-2016 ; Generated at Mon Jun 20 10:10:56 BOT 2016 ; Generated by: 0000223
Country Separation Type Employee PIN Employee Name Designation Programme Project Department Working station
[050]-Bangladesh Termination “or1000088 x:ﬁ;"‘“" Regional Manager :E‘“‘ Internationsl HO 50 ¢ Bangladesh HR & Training [BEEU;SE:;?MEL

Excel Report: At a Glance Separation Report Page

iv.  Click on 'Export to PDF' button
Following PDF report will generate-

brac BRAC International HR
AT A GLANCE SEPARATION REPORT

From 21-05-2016 To 20-06-2016

Departmen

- Work Station
Internal Audit | [BI]-BRAC Center,
Bangladesh
PR & [BI]-BRAC Center,
Communication Bangladesh
General [BI]-BRAC Center,
Department Bangladesh
- X
Gender Level
Male v -

stichting BRAC Intsematianal

| S=arching Criferia:
Country:All Country ; Cffce Info:-A Ofice- ; Programme: -All Frogram- ; Project-Sefect Froject-; Deparment.-Select Deparment-; Designation: -All Designation-; Level.Al Level ; Nafionalty: Al Nafionalty ; Gender Al Gender | Employee Category: -Seiect Category- ; Job Secaration Type - AN

From Dafe:21-05-2010 : T Date-20-06-201

Country: [050]

Separation Type: Tarmination

aL Emgﬁ”“ Employes Hama | Deslgnation | Frogramme | Projact | Depariment |Worklng|latlm| | Gsmar| Lavel ‘Natlnnamy | ﬁgw| Year |"m29 |"”‘me"“““‘ C;",":,‘;,“ |cununnr|§:ﬂm |C“""D;§;E“
1[p110000ss [ FAZ SR Fagonal lanager |;‘“;fé:u""a“mm |Eﬁ.ﬂ: Sangagesn |r—Rn|:|1|1; |E¥3;€gfgm' |M:|I! |‘« ‘ oo e |3|-az-zn—s| 24052015 | 17421 80T z'-[;»:u'tl 31122018

Total - Male: T Famais: 0 Titer: ©
|Emﬂﬂ Totsl Staff. 1 Tofsl Mals: 1 Toisl Female: 0 Tobal Other: 0
PDF Report: At a Glance Separation Report Page
3.9.5.2 Resignation Staff List
i Please Select, HR > Reports > Separation Position Report > Resignation Staff List
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Following screen will appear-

Resignation Staff List
Courtry Office

AN Country ] -

From Date To Date
AN Gender [=]  z1os2ms

20H06-2016

Ef":“"':"““ Fin Mo Toiniing Date Dresignation Office: Info Programme E"‘g iyt Countr

Page 1 - R -_:m

Mo n=caonts to view

Image: Resignation Staff List

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Resignation Staff List

Country Office
Al Country E -
Gender From Date To Date
AN Genter [l 2105201 2052020
Seanh
All Empilinyee Information
Employes _ . Employes
Mo Pin Mo Juining Date Designation Office Info Programme s Countr
0 Coumntry: Barsgladesh
RASINDRO MATH | 012000324 10-11-1987 imgona Manmge  Orisks -2 E7AC Internationsl ssignation S
SARKER [E0E00001) HO ED
DL, AHMED Q00007 122012 Advizar T e ERAC Canier, BRAC Infmmationsl | Resignation Zangied
MASTAQUR RAZA e rzmmon Sangladesh [SI] | HO &0
CHOWDHURY
] T 3
& Page @ o1 [ 0[] Wimw 1-2of 2
Print

Image: Resignation Staff List

iii.  Click 'Print' button
Following PDF report will generate-

b BRAC International HR Stichting BRAC International
rac RESIGNATION STAFF LIST REPORT

From 21-05-2010 To 20-06-2020

5 ing Criteria:
Country:All Country ; Office Info:-All Office- ; Gender:All Gender ; From Date:21-05-2010 ; To Date:20-06-2020

Country: Bangladesh [050]

SL Name PIN JtE;:tI:g Designation Office Program Name Job Status
RABINDRO NATH . . BRAC International HO .
SARKER 012000324 10-11-1987 | Regional Manager |[BD300001] Dhaka -2 BD Resignation
DR. AHMED i

2|MASTAQUR RAZA |0000027 20-12-2012 éﬁ‘“.sor 1o the [BI] BRAC Genter, Bangladesh SEAC Intemnational HO | o o ionation
CHOWDHURY airperson
[Total Staff: 2 Male: 2 Female: 0 Other: 0

PDF Report: Resignation Staff List Report
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3.9.5.3 Terminated Staff List
i Please Select, HR > Reports > Separation Position Report > Terminated Staff List
Following screen will appear-

Terminated Staff List Report

Country Offikc=
[33Z]-Haiz 1 -
Gander From Date Ta Date
Al Gencer ]  zi-o52ms 0-05-2015
Smarch
Jcining
Empioyss Name = Designation Office Infa Program Mame | o
) | Mo recoros o dew
Prim

Image: Terminated Staff List

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Terminated Staff List Report

Country office
Bl Doy [ -

Gender [Fromm Cavbe To Dabe
Al Genger =] z2osms 0052016

Jaining Empioges
Emploges Mame e D=signation Offic= Info Program Mame | o0 o
@ Country: Bangladech
[0LL0000GE]- KATT SAMIUN RAHMEN [31-03-2006  |Ragicnal Marager (E1]- SRAC Carter, SRAC Inferratonal | Tarmirason (00
Sargiacass 4O B0

4 I 2

Fage | ofl e ] Wiew L- Lof L

Print

Image: Terminated Staff List

iii.  Click 'Print' button
Following PDF report will appear-

b BRAC International HR Stichting BRAC International
rac TERMINATED STAFF LIST

From 21-05-2016 To 20-06-2016

Searching Criteria:
Country-All Country ; Office Info:-All Office- ; Gender-All Gender ; From Date:21-05-2016 ; To Date:20-06-2016

Country: Bangladesh [050]

SL Name PIN JT::::QB Designation Office Program Name Job Status
EAAE"“??L”‘UN 011000056  |31-03-2016 | Regional Manager |Bl BRAC Center, Bangladesh SEAC International HO |-y ovination
[Total Staff: 1 Male: 1 Female: 0 Other: 0

PDF Report: Terminated Staff List Report

3.9.5.4 Restriction at a Glance Report

i Please Select, HR >Reports > Separation Position Report > Restriction at a Glance Report
Following screen will appear-
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Restriction at a Glance Report

Coumtry | ) Couriry | =

-

Al Garciar

1
Lewel o) e | =
|

Nationality Al Matonaliby

Empioyes Category

Az On I0-06- 2016

Restriction Type [ ) I
Search
Thow 10 || arirles Saarch

Mo caiz avallable In 2ble

Ehowdng O o O of O anirles

[Expart to exosl

Image: Restriction at a Glance Report Page

ii.  Click on Search button after filling in all the mandatory information fields.
Observe that Employee Restriction Information will show in list.
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Search

Show 10 : entries

Restriction

~
»

[050]-bangladesh

Suspension

Suspension

Restriction

Terminate

Terminate

Terminate

Restriction Start

Date

17-01-2016
17-01-2016

17-01-2016

17-01-2016

17-01-2016

17-01-2016

Showing 1 to 7 of 7 entries

Export to excel

Restriction To o
¥

01-02-2016
01-01-2017

01-01-2017

01-02-2016

01-01-2017

01-02-2016

Employee Name

[0034362] FARUQUE AHMED
[0034363] FARUQUE AHMED

[0137303]-ABHIIIT GUPTA

[0137303]-ABHLIIT GUPTA

[0137303] -ABHIIIT GUFTA

Search:

[011000055]-QA RASHED RETESTING OMNE

un

Image: Restriction at a Glance Report list

Executive Director

Executive Director

Head of Finance &

Accounts

Head of Finance &

Accounts

Head of Finance &

Accounts

Senior Researcher

iii.  Click on Export to excel button to generate Restriction at a Glance Report.
Observe that Restriction at a Glance Report is generated properly.

RESTRICTION AT A GLANCE REPORT

Country:All Country ; Office Info: -All Office- ; Employes: -All Emplayee- ; Program: Al Program- ; Project: -Select Project- ; Designation: -All
Designation- ; Depariment: -Select Department-; Gender:All Gender; Level:All Level; Nationalty:All Nationaliy ; Employee Category: -Select
Category-; As On:26-01-2016; Restriction Type:All; Generated at Tue Jan 26 17:22:06 BDT 2016 ; Generated by: 0154139

Country Restriction Type

[050]-Bangladesh
Suspension

Restriction

Terminate

Restriction Start

Date

17-01-2018

17-01-2018

17-01-2016

17-01-2018

17-01-2016

17-01-2016

17-01-2016

3.9.5.5 ExitInterview
i Please Select, HR > Reports > Separation Position Report > Exit Interview
Following screen will appear-

Restriction To Date

01-02-2018

01-01-2017

01-012017

01-02-2016

01-01-2017

01-02-2016

01-01-2017

Excel Report: Restriction at a Glance Report Page

Emplayee Name

[0034362]-FARUQUE

AHMED
[0034362]-FARUQUE
AHMED

[0137303]-ABHUT
GUPTA

[0137303-ABHUT

GUPTA
[0137303]- ABHUIT
GUPTA
[011000055}-0A
RASHED RETESTING
[011000055}-QA
RASHED RETESTING

Designation

Executive Director

Executive Director

Head of Finance &
Accounts

Head of Finance &
Accounts.
Head of Finance &
Accounts.

Senior Researcher

Senior Researcher

Programme

BRAC International HO

BD
BRAC International HO
8D

BRAC International HO
8D

BRAC International HO

8D
BRAC International HO
8D
BRAC International HO

BRAC International HO
8D

Project

[BD-00011-BRAC
Internationsl HO (8D}
[BD-00011-BRAC

International HO (8D)

[BD-00011-BRAC
International HO (BD)

[BD-00011-BRAC
International HO (8D)
[BD-00011-BRAC
International HO (BD)
[BD-0002]-BRAC
Bangladesh
[BD-0002]-BRAC
Bangladesh

Department

General Department

General Department

Finance & Accounts

Finance & Accounts
Finance & Accounts
PR & Communication

PR & Communication

Work station

[BI-BRAC Center,
Bangladesh
[BI-BRAC Center,
Bangladesh

[BI-BRAC Center,
Bangladesh

[BI-BRAC Center,
Bangladesh
[BI-BRAC Center,
Bangladesh
[BI-BRAC Center,
Bangladesh
[BI-BRAC Center,
Bangladesh

Male

Male

Wale

Male

Male

Male

Wale

4

Gender

m

p

XX
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Job Separation Proposal List for Exit Interview

‘Country -Sedect Couniny- D

Office

[Empkoye= PIN

From Date 21-05-2015

To Date 20-05-2015

| searen |
Prit  Propesal No Froposal Dats | Emploves Info Status Designation Praject

Prge[i |ofD ee | 0 ] Mo recorcs i ew
Image: Exit Interview

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Job Separation Proposal List for Exit Interview

Job Separsticn Froposs | Sesndhing form

Country | .gaisc Couney | =
Office =
Empioyes PIN
From Date 21-05-2011
To Date I0-05-2015

[Prilnt IPraope L] IPraope [Crast
Prick SEA0000Z- 2015310 30-03-2016

Info Status

[STO000E] MAMES MATLUON Relaazad
JIMG

De=cignation

D209 Comminily Mutrion
Workar

Project
[S5-0014] Infeg
Commmianily Cags

Maragemment |
Prick SEAOOO0Z- 01530 13-03-7015 [OO0SS435] M. MAMUN Salmaze [DZS0] Accoats Offfoer [5E-0023] Gane
SARDER.
Pk SSHOO00Z- Z0054 12 ZE- 042015 [STOO0LL] SAMUSL MADHUE | Releazed D20 Cormmmianily Mutridon [S5-0014] Infeg
PARRER MALRE ‘Worker Commmianity Caze
Meragemment (D
Pring SSHO000Z- 016404 17-04-2015 011 10000S 1] EATT T Rielease] [D00FT]| oy Hiead off [S=-0013] Emer| -
R AN BOODLNS nidriton (Unioef| =
Pk HI-Z0 15402 H-D4-Z015 [ST0HE0] EAT] FATLE Fajasgas [CO0E] Coamiry [BO-000Z] BRAC
AHMED Feprasantaie Bamglacesh
Pk HI-Z01&401 0E-04-2016 (01 10000ES] KAT] RASHEDUL | Rajexgay [DO0E]| Coiuriry [ B0 0002 BRAC|
TSLAM fazrazmemTa Samglacazn
Pk SEA0000 - 016303 Z7-03- 2016 [3TO005 1] C2ncling Xenifier Felezged [C045] Commminily [S=-00EE] Gzl
Orgariper Eciucafion (USAL
Pring: HI-Z016303Z 14-03-201s [OO000ET] D AR R ey [DZL1E] Achdzcr o e [BC-000Z] BREC'—
Magtaour Raze Chomwciany Oralnpesrson Samglacasn
Prirk B0300001- 2015401 21-H-2018 [D12000324] RASINDRD Falmagas [DOL1] Reghonal Merager  |[B0-000Z] BRAC ™
L L 3
Page[1 |ofl [0 ] Vi L -9
Image: Exit Interview
iii. Click 'Print' from the list
Following PDF report will appear-
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Y brac —

Eowth Sudan

Exit Inferealew Farm

Instructions: The exit interiew shou'd be completed durng the employee's last forinight of employrment.
An exit interview should be performed by a representative of Human Resowrces or a suitable person
delegated by HR, with every employee who resigns from histher position. The folowing form must be
filed out after the interview which should last at least 15 minutes.

The purpose of this ext interview is 1o improve organisationa! HR practices. Notes from this interview
shall be kept confidential.

Marme: JAMES MATUON JING PIM: 3700005 SalaryLewel: |
Dresignation: Community Mutrition ‘Worker Programmef Dept.: Health Programme
Working Station: Rumnbek

BRAC Joming Date:  21/0572012

Information of Mew Organization:
Name: BRAC IT Service Lid. Cesignaticn:

Please specify the man reason for your resignation:
BRAC IT Senvice Ltd.
1. Are there any reason for which you felt compelled 1o resign?

n
2. What was the most satisfaciory aspect of your job?

n
3. What was the least satisfactory aspect of your job?

n

. Did the jeb responsibiliies match your expectation? Yes |:| Mo [7]
. Did you get sufficient fraining to perform your responsibilities ? Yes |:| Mo [7]
. Did you gef appropriate feedback on your performance? s |:| Mo [_‘ﬂ

=l N e

. Were you satisfied with the performance evaluation systemiprocess? Vs Mo
If no, please specify: I:l [7]
n
8. Did the erganisation help you in achieving your career chjective? Yes Mo
If no, please specify: I:l "7]
n
8. How was the working environment in BRAC?
Very Good |:| Good I:l Satisfactory |:| Mot Good |
Pleass specfy

areh

Excel Report: Exit Interview Report

3.9.5.6 Release Order
i Please Select, HR > Reports > Separation Position Report > Release Order
Following screen will appear-
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Employee Release List

Country —Select Country- e

Office

Employee PIN

From Date 21-05-2016

ToDate 30052016

) Search 1
Employee Release List
Print  Order No Employee Info Status ﬁe#):;:tlo Designation Project
& Page: |of0 »» »1| 10, No records to view

Image: Release Order

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-

| Search

Print  Order No Employee Info Status ierpva;:tio Designation Project

Print  |BI-2016502 [011000056] KAZI SAMIUN | Relessed  Terminaton [DO11] Regional Manzger [BD-0002] BRAC
RAHMAN Bangladesh

Image: Release Order List

iii.  Click 'Export to Excel' button
Following PDF report will appear-
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Qibrac

Name: KAZI SAMIUN RAHMAN

Programme/ Dept.. BRAC Bangladesh
Joining Date in BRAC:31-03-2016
Last Working Date: 24-05-2016

Address of staff;

Cell Phone No:

Separation Type: Termination

Annexure-19/13

Bangladesh

RELEASE ORDER

PIN: 011000056 Designation: Regional Manager

Location: BRAC Center, Bangladesh
Joining Date in current Programme/Dept.:

Effective Date: 25-05-2016

Details of Liabilities (if any, please attach the supporting documents):

| Description

Amount (BDT)

|

| Total

Staff can be recruited agian in future:

Signature of Supervisor

Designation.
Latest Monthy Salary (in BDT ). Gross:
Salary paid up to (date)  24-05-2016

ID Card returned: (put tick mark)

Signature of Employee:

Signatureof HRD

Name:

Name:

174204.00

Yes D No Z]

.- Name e PlN. camsam-

Date: GF 00202005 03052 s0r 00 R e
Basic: 99000.00

Leave balance: up to (date) Days

Yes Cl No |7J

Signature of Country Head of Accounts
Name:
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PDF Report: Release Order Report

3.9.5.7 Final Settlement
i Please Select, HR > Reports > Separation Position Report > Final Settlement
Following screen will appear-

Employee Settlement List

Ciourtry -Sadat CouniTy | |

From Date 21-05-2015

Ta Date I0-05-2015

Search

Empioyee Settiement List

Order Mo Empiayes Info Status ZeRartion | pesignation Praject i
Fage T |ofD e m[ [ ] Mo racorcs o s

Image: Final Settlement

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-

Image: Final Settlement

3.9.5.8 Restricted Employee Report

i Please Select, HR > Reports > Separation Position Report > Restricted Employee Report
Following screen will appear-
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Restricted Employee List Report

Country Ml Couriry 1

Offic=

Employes Rame

Al Garder

Al Nadorallby

1
Level ) L |
1

Employes Category

Az On I0-06-2006

Restriction Type Hl —

S=arch

mmﬁﬂﬂﬁ Seard
=T T —— NI -

Mo daiz awllzbe In ke

Sracwreg O o O of D andries
[Expairt to Excel

Image: Restricted Employee Report

ii.  Click on Search button after filling in all the mandatory information fields.
Observe that Restricted Employee Information will show in list.
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Search

Show 10 : entries Search:

Restriction
Type ¥ Employee Name ¥ Designation ¢ Programme ¢ Project ]
R T T T Iy e ™ HO (D) "
BRAC International HO D-0001]-BRAC International
Suspension [0034352] FARUQUE AHMED Executive Director niernatona = ! niernatana
BD HO (BO0)
- Head of Finance & BRAC International HO [ED-0001]-BRAC International
Restriction [0137303]-ABHIIIT GUPTA e ED HO (D)
) Head of Finance & BRAC International HO [ED-0001]-BRAC International -
Terminate [0137303]-ABHLIIT GUPTA Accounts oD Ho (@D) E
) Head of Finance & BRAC International HO [BD-0001]-BRAC International
Terminate [0137303]-ABHIIIT GUPTA e ED HO (80)
011000055]-QA RASHED RETESTING BRAC International HO
Terminate [ 1Q Senior Researcher fernationa [ED-0002]-BRAC Bangladesh
OME HR ED i
Showing 1 to 7 of 7 entries
Export to excel
Image: Restricted Employee List Report Page
iii.  Click on Export to excel button to generate Restricted Employee Report.
Observe that Restricted Employee List Report is generated properly.
! RESTRICTED EMPLOYEE LISTREPORT
CountryAll Country ; Office Info: &1l Office- ; Employee: ~&Il Employee- ; Program: -4 Program- ; Project: -Select Project- ; Designation: -All
Designation- ; Department: -Select Department-; Gender-All Gender; Level All Level, Nationality- Il Nationality ; Employee Category: -Select
1 Category-; As On:26-01-2016; Restriction Type:All; Generated at Tue Jan 26 17:32:29 BDT 2016 ; Generated by: 0154139
| Country Restriction Type Employee Name Designation Programme Project Department Work station Gender level Nationality Em|
i [050]-Bangladesh 2
1 Suspension
e T P o : on
! OORLFARIUE o prectr  SRACIOMEINAINO BOODIIERAC e pepamen SRS T xa : con
) Restriction
3 g;z:iDS]-ABHUW :Z:IZ::tzmance & :g.ﬁ\t International HO {::z;:::;i—:mﬁmm Finance & Accounts [BB;];SI:.:;;ZEHIER Male x _ Reg
1 Terminate
8 SaiiiﬂS]—ABHUW :Z?:l::nf;mance & SEAC \ntematfnnalHD {:'F;E:'[:;:‘—;ﬂ‘mﬂmm Finance & Accounts LB;];E:,:\ECSNCEHIW Male X _ Reg
B g;z:iDS]-ABHUW :Z:IZ::tzmance & :g.ﬁ\t International HO {::z;:::;i—:mﬁmm Finance & Accounts [BB;];SI:.:;;ZEHIER Male x _ Reg
I [0S 00 SemmrRessacrer  RAG om0 BDUORITRAG e oy BTG Gy x : con
5 RASHED REVESTNG |57 o " Gargacen P commncan GREEESTN v x -
Report: Restricted Employee List Report Page
3.9.5.9 Exit Interview Report
i Please Select, HR > Reports > Separation Position Report > Exit Interview Report
Observe that Exit Interview Report is generated properly.
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EXITINTERVIEW REPORT
Exit Interview Report ; Generated at Tue Jan 26 17:34:43 BDT 2016 ; Generated by: 1154138
Working r r i [ [ [ [ M
Resignation Reason 4 5 6 7 8 9 10 11 7
Environment
5dg dfg YES YES VES O VES Very Good VES YES YES NO
Following reasons are =
listed in below:
1. Job Satisfaction
2. No increment Very bad YES o VES O VES Good VES o VES NO
3. No project bonus
4. Getting lower salary
if compared with
Got the better Not so good YES YES YES HO YES Very Good YES YES YES NO

Report: Exit Interview Report

3.9.5.10 At a Glance Grievance Report

i Please Select, HR > Reports > Separation Position Report > At a Glance Grievance Report
Following screen will appear-
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At a Glance Grievance Report

Coumtry | u) courey 1

Offilce

Employas Mame

‘Z=nder Bl Saraer

1
Level  [hiime 1
hationality Al Matonallky 1

Empioyse Category

[Pl Frcemy [Dote Z1-05- 2015

[Fll= Tao Date 0-0E-Z0LE

ari=vance Type =
Search
Show | 10 aririag Saarce
E e = P I =m-.=cnm=:=m=
Hocatz zwellztle In Ebie
Srcwing O bos 0 of O anirias
Export ta Excel

Image: At a Glance Grievance Report

ii.  Click on Search button after filling in all the mandatory information fields.
Observe that Glance Grievance Information will show in list.
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Search

Shaw 10 : entries Search:

Grievance Type % Employee PIN % Employee Name % Designation % Programme =
[050]-bangladesh
Qa Rashed 0137303 ABHIJIT GUPTA Head of Finance & Accounts BRAC International HO BD
Qa Rashed 0034362 FARUQUE AHMED Executive Director BRAC International HO BD
Qa Rashed 011000055 QA RASHED RETESTING OME HR Senior Researcher BRAC International HO BD
Qa Rashed 0137303 ABHIIIT GUPTA Head of Finance & Accounts BRAC International HO BD
[728] -south sudan
Bad Tempered 011000057 KAZT SAMIUR RAHMAN Executive Director Health Programme
Image: At a Glance Grievance Report
iii.  Click on Export to excel button to generate At a Glance Grievance Report.
Observe that At a Glance Grievance Report is generated properly.
AT A GLANCE GRIEVANCE REPORT
Country-All Country ; Office Info: ~All Office- ; Employee: -All Employee- ; Programme: -All Program- ; Project: -Select Project- ; Designation: Al
Designation- ; Department: -Select Department-; Gender-All Gender; LevelAll Level, Nationality-All Hationality ; Employee Category: -Select
Category-; File From Date 27-12-2015; File To Date:26-01-2016; Grievance Type:All; Generated at Tue Jan 26 17:46:17 BOT 2016 ; Generated
by: 0154139
Country Grievance Type Employee PIN Employee Name Designation Programme Project Department Work Station Gender level
[050)-Bangladesh E
Qa Rashed
r Head of Finance & BRAC International HO  [BD-0001}-BRAC . [BI-BRAC Center,
'0137303 ABHUT GUFTA Accounts 80 Iternational HO (8D) Finance & Accounts Bangladesh Male. X
0034362 FARUQUE AHMED Executive Director BRAC nternational HO {3‘:2:3;:":%('(”} General Depariment [Baa"r:s":';‘:sﬁe"te" Male X1
011000055 E:TER;:;DDNE ug  Senior Researcher :E‘C‘C nternationsl O E:{;:Sit:uc PR & Communication [Baa";s";::s?"m' Wale X
r Head of Finance & BRAC International HO  [BD-D001]-BRAC. [BI-BRAC Center,
0137303 ABHUT GUPTA Accounts a0 International HO (80) Finance & Accounts Bangladesh Male X
[728}-South Sudan
Bad Tempered
"ot10000s7 ﬁﬂ;‘;:‘"“ﬂ Executive Director Health Programme ﬁﬁ:‘: S(L’EE:;?E”W HR & Training [S5400001) Torit Male XI - U

Report: At a Glance Grievance Report
3.9.6 Staff Position Report

This part of Reports section consists of following links.
e Total Head Count of the Country (Current)
e Total Employee List
e Historic Employment (left)
e Designation Wise Staff Information
e Location Wise Staff List
e Program Wise Staff Information
e Program Wise Head Count
e Assigned HR Project
e Assigned Finance Project

3.9.6.1 Total Head Count of the Country (current)

i Please Select, HR > Reports >Staff Position Report > Total Head Count of the Country
(current)
Following screen will appear-
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Employes Head Count

Fregram

P e |

Export To FOF || Export To Exosl |

Image: Total Head Count of the Country (Current)

ii.  Click on Search button after filling in all the mandatory information fields.
Observe that Country wise total Male, Female or Others information will show in list.
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o Afghanistan
Afghanistan

© Bangladesh
Bangladash

) Myanmar
Myanmar

0 Netherlands
Metherlands

= Pakistan
Pakistan

) Philippines
Philippinas

0 South Sudan
South Sudan

@

Fynnrt T POIF

274

Fuynnrt T Fwreal

Image: Total Head Count of the Country (Current)

108
Page 1

iii.  Click on 'Export to Excel' button
Following excel report will generate-

Y brac

Country

Uganda
Bangladesh
Netherlands
Afghanistan
Tanzania

) |Myanmar

| |Pakistan

1 | Philippines

} |South Sudan

of 1 now

692

HEAD COUNT REPORT

Country: All Country ; Uthce Info: -4l Uttice- ; Program: -All Frogram- ; Project: -Select Project- | Uesignation: -All esignation- ; Lepartment: -
Select Department- ; Gender:All Gender ; LevelAll Level ; Nationality:All Nationality ; Employee Status: -Select Status- ; Employee Category: -
Select Category- | Employee Job Status: undefined ; Tenure of Service:0Year(z)And0Monthis) ; As0n:20-06-2016 ; Generated at Mon Jun 20

Male

Female

L= R R R = R R =

Other

Wiew 1-9af 9

Total

1428
109

196
1440
184
sl

258

Excel Report: Total Head Count of the Country (Current)

iv.  Click on 'Export to PDF' button
Following PDF report will generate-
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n brac BRAC International HR Stichting BRAC International

HEAD COUNT REPORT

m

Searching Criteria:

Country: All Country ; Office Info: -Ali Office- ; Program: -All Program- ; Project: -Select Project- ; Designation: -All Designation- ; Department: -Select
Department- ; Gender:All Gender ; Level All Level ; Nationality:All Nationality ; Employee Status: -Select Status- ; Employee Category: -Select Category- ;
Employee Job Status: undefined ; Tenure of Service:0Year(s)And0OMonth(s) : AsOn:20-06-2016

Country Male Female Other Total

[800] Uganda 115 1312 1 1428
[050]-Bangladesh 72 33 0 108
[528]-Netherlands 1 1 0 2
[004]-Afghanistan 173 23 0 196
[834]-Tanzania 360 1,080 0 1,440
[104]-Myanmar 40 144 [} 184
[586]-Pakistan 291 430 0 721
[608] Philippines 34 14 0 46
[728]-South Sudan 160 98 0 258
Total 1,246 3,135 1 4,382

PDF Report: Total Head Count of the Country (Current)

3.9.6.2 Total Employee List
i Please Select, HR > Reports > Staff Position Report > Total Employee List
Following screen will appear-
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Total Head Count of The Country

Fregram

o Ugweds -
[z} Lgonda | myLoODIR L
(a0} Uganda |OLSTLR e
(=m0} Ugorda |oouoorre e
(330} Ugonda |OSLooisss Pomake
(=} Uganda |oyLoorass g 1
(=] Lgorda |moLoorsss Bz
[} Lgerida |OSLOOLI2SE B
Maaat Uoonda |OSLoOL2ET C micrainams Momakc
B} Ugonds |mTiooize  |AremLa Arma ¥ arag i Smal Brforpras Medfroes | [UGS0002) Bugn | Mo
FATEICIA AKIA m == -
1 | 1] [ b
P | IR e pa| =] ] Wioal- 0o 1A
| Expemrt to P || Export i Excal |
Image: Total Employee List
ii.  Click on Search button after filling in all the mandatory information fields.
Observe that Employee Information will show in All Employee Information list.
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Employee List

|ﬁrl:h|

Program Wis=

Employee Mame Pin Mo  Designation Projact Name Programme Departmant 2":“3 Office Name Gendar  Level :;’a';

@ BRAC International HO BD

NANDA DULAL 00BO365 | Director, Internal  |BRAC International |BRAC International |Internal Audit |BI Male X1 o0z
SAHA Audit, BRAC & BRAC HO (BD) HO BD

International

MUHAMMED 00BO365 |Deputy Manager,  |BRAC International |BRAC International |Internal Audit |BI Male I o0z
SHAHINUR Internal Audit HO (BD) HO BD

FERDOUS

BADAL CHANDRA (0134597 |Senior Officer, BRAC International |BRAC International |Internal sudit |BI BRAC Center, Male v 17
SAHA Internal Audit HO (BD) HO BD Bangladesh
AZIZUL HASSAN 0137482 | Head of Internal BRAC International |BRAC International |Internal Audit |BI BRAC Center, Malz X 01
SATTER Audit HO (BD) HO BD Bangladesh

BENZIR TAZIN 0150017 |Manager, Internal |BRAC Internstional |BRAC International |Internal Sudit |BI BRAC Center, Male VI 04
HOSSAIN Audit HO (BD) HO BD Bangladesh

MD. SHAHRIAR 00150075 |Deputy Manager, |BRAC International |BRAC International |Internal Audit |BI BRAC Center, Male W 01
SHOURAY MIS & Reporting HO (BD) HO BD Bangladesh

SHIB NARAYAN 0000223 | Chief Financial BRAC Bangladesh  |BRAC International |Finance & BI BRAC Center, Male XTIT 01
KAIRY Officar HO BD Accounts Bangladesh
ZOHIRUL ISLAM 0137237 |Assistant General |BRAC Internstional |BRAC International |Finance & EI BRAC Center, Male WII 17
JEWEL Manager, Finance & [HO (BD) O BD Accounts Bangladesh

Accounts

KHALIFA NAZIM 0154158  Deputy Manager, | BRAC Internstional |BRAC International |Finance & Bl BRAC Center, Male VI g
UDDIN Finance & Accounts |HO (BD) HO BD Accounts Bangladesh

MD. MUKLASUR 0154199 |Senior BRAC International |BRAC International |Finance 8 BI BRAC Center, Male WII 07 -

>
@ Page of 7 w> wi| 10 ¥ Wiew 1 - 10 of &
—
Image: Total Employee List

iii.  Click on Print button to generate Employee List Report.

Observe that Employee List Report is generated properly.

BRAC International HR
EMPLOYEE LIST REPORT

Stichting BRAC Imternational
BRAC International

searching Crers:

|Qau~vry:Ba.’glsdssﬁ.DhTee Info: -l Office- ; Program: -All Prograrm- ; Project: -Salect Project- ; Dasignation: -All Designstion- ; Departmant. -Ssisct Department- ; GenderAl Gandsr ; LevetAl Level Nationaity : Employes Status: -Sefect Status- ; Empioyes Category: -Seiect Catgery-

Empi, Status -Select Job Siatus- : Terure 4300 g

Country: Bangl2desh [050)

BRAC Canter, Bangladssn

su |Emeleree] empioyee Name Designation Programme Project Department | Working statien | Gender | Level [Nationaiity | EMPIoYment c.f;;';ry Jolning Date c“’l';r;‘ Curency | atCoptraet | Contract | Temureof | Gounuy

+[oososes [nanoa ouLAL sasa o e Egﬁj‘”w"‘m“' 22"!‘3[‘?"9”5““3' emal ALt 'B‘]sg‘;fe"e“ Male il - Active Rgf:f"a' oaorz00r | - 9’:::1::;‘0 Bangladssh
o [T [ e e [ [es o [ || e [ [ | e
S[osiser [QA0A-CRARDRA —[sonior Gt e T el s M N PSR LT ppevery R 7o) 7| sargiasee
4lo13e840  [MD_SALIM JAVED aa_;gefﬁfa s matanal iz’fgnﬂ“’e“““a' Imiamal Auclt Bs‘la":iéce"e' Mala Vil - Ative Rgfs“f"a' - ’:’;‘,‘:—:“_‘ Bangladssh
Slovareee [SZEPSN |resc otinama vt PR [SAC At [ R [BISRAC Ce [ o N N N - - R
ooty [BEERTEN Marager, Intermal v [ 3570 "Sena [ERAC miemeteral [imemal Austt [ SRAC BN ivaie v - Acve | P20 | nempaona | - el ] mangiacesn
T ey Wrgar WS 8 RO il |SAC gl [ e [ESRAC G|, " B rae | | e oo FY —
s[oonszes [smim naravan kaRY|cnet Financa Ofrcer [SRG M TEIEE [agac sangacesn [Fr200R R [EIBRAC Camer ], il - Actve | REB9E [ g1 nasomn | - 1 rearl 8] sangiagesn
sloraraos [asHuiT auPTA WWE““ Mele % - notve | NSE4E [ arozz00r | - * reare) ] sangiadeah

Report: Employee List Report Page

3.9.6.3 Historic Employment (left)

i. Please Select, HR > Reports > Staff Position Report > Historic Employment (left)

Following screen will appear-
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Historic Employment (left)

‘G=nder Bl Garaer

1
Ll Al Lz 1
Hatlonality Al Mztorallty | |

Az On 0052006

S=arch

) Sroa enTles Seardt

Emph = Decigration = P ;Fﬂi;“"t;EI:II;u ;Jd‘l‘.;m-
Mo caiz avallzide In 2kbis

Showineg O fo 0 off O enifries

[Export To Excel

Image: Historic Employment (left)

ii.  Click on Search button after filling in all the mandatory information fields.
Observe that Historic Employment Information will show in list.
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0 v Show Search:

entries
- - ; - Staff Joining Separation
& B B < WorkStation % & -] -] B -]

Employee Designation Program/ Dept Project Gender level Cat Dat T
[050]-banglsdesh
QA RASHED R ERAC [ED-0002]-  [BI]-BRAC e
RETESTING i”n""a'a;':'"a"‘ & ternatonsl HO  BRAC Canter, Female b g"ta"g? = 531':'51 Terminztion
HR ED Eangladesh Bangladesh
A RASHED ) BRAC [BD-0002]-  [BI]-BRAC - i
RETESTING ;E“ “"rc her International HO  BRAC Center, Male X gf;,fﬁa“ ga_ g‘ Termination
OMNE HF. ED Bangladesh Bangladesh -
DR. AHMED
MASTAGQUR Advisor to the LLE [ETE DDA HI FHERE Contract 20-12- o

) International HO ERAC Center, Male XKT Termination
RAZA Chairparsan oo Pan Ban Staff 2012
CHOWDHURY R GEIE]

Showing 1 to 3 of 3 entries

Export To Excel
Image: Historic Employment (left) Page

. Click on 'Export to Excel' button to generate Historic Employment (left) Report.
Observe that Historic Employment (left) report is generated properly.

o1 braol Il
L
HISTORIC EMPLOYMENT(LEFT)
Country: All Country ; UTTice Info; -All UTNice- ; Programme: -All Program- ; Froject: -Select Froject- | Uesignation; -All Uesignation- ; Uepartment; -
Select Department. ; Gender.All Gender ; LeveLAll Level; Nationaity:Al Natonaity ; Empioyee Category: -Select Category-; Seperation Type: -
Select Seperation Type- ; Tenure of Service:0Y ear(s)AndOMONMN(S) ; ASON:20-06-2016 ; Genersted at Mon Jun 20 11:10:46 BT 2016 ;
Country Employee PIN Employee Name Designation Programme Project Department Working station Gender Level Nationality 4
-
[050)-Bangladesh 012000324 :ﬁsl?gfn HATH Regional Manager :g‘“’ InternationalHO po s ¢ Bangladesh Microfinance [BD300001]-Dhaka 2  Male v Bangladeshi Reg|—
[050-Bangladesh 012000323 MD NUR SALIM Regional Hanager  BD MF Dati Microfinance [BD300001}-Dhaka 2 Male v - Reg
-
DR. AHMED Aguisor to the BRAC International HO [BI-BRAC Center, |
501 1000027 BRAC Bangladesh ! B
[050}-Bangladesh el Chatparton i anglades GeneralDepartment T Male 00 Con
- Az
< KAZI RASHEDUL Country BRAC International HO . [BI-BRAC Center,
050}-Banglsdesh 011000058 BRACBangladssh  HR&T Ma x - c
[050}-Banglades! ISLAM Representative BD anglades raining Bangladesh ale on
-
[050}-Bangladssh 3700460 KAZIFAZLE AHMED  COUNTY BRAC InternationslHO pos ¢ Bangladesh  HR & Training [BI-BRAC Center, 0 X R Con
Representative BD Bangladesh
,
[050)-Bangladesh 011000083 KAZI CONTRACT USER Regional Manager BRAC Internationsl HO - BRAC International HO ¢ rsining [BI-BRAC Center, 1ale v - Con|
BD ®0) Bangladesh
-
. KAZI SANIUN ) BRAC International HO ) [BI-BRAC Center, |
501 111000086 X BRAC Bangladesh X .
[050)-Bangladesh vt Regional Manager o1 anglades HR & Training Songdreh Male v Con
-
[050]-Bangladesh 012000329 FARIDA YASMIN Manager, BD MF Dabi HR & Training [BDCHO]-Head Office  Female v - Reg
Organizational
- |
[728]-South Sudan 011000051 KAZICIC RAHIMAN  Country Head of Health Programme Emergency nutriton 10 ¢ Training [SS400002}-Rumbek  Male X - Con
Accounts (Unicef)
n SAMUELMADHUK  Community Nutriion Integrated Community
- 3700011 H ’ '
[728]-South Sudan AR i Heath programme | (BT PN eath & huirton [SS400002}Rumbek  Male 1 South Suganese con
- - - -
SAMUELMADHUK  Community Nutriion Integrated Community
x 3700011 x ' ]
728 South Sudan R oorner Heath Programme e e eath & uirton [55400002}-Rumbek  Male 1 South Sudanese Con
i. Please Select, HR > Reports > Staff Position Report > Designation Wise Staff Information
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Designation Wise Staff Information

‘Country Bl Couriry |

Office -
Program -
Prafect .
Designation =
Department =
Eender [ Genger 1

Leved Bl L | =
hatlonaility Al Matonality |

Em pioryez Status -
Employss Category =

Az On Dat= I0-0E-20015

| Searcn |
Prge[i  |ofD ee oea 0 ] Mo reonds i Wew
Print

Image: Designation Wise Staff Information
Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
Image: Designation Wise Staff Information
Click 'Print' button

Following report will appear-

Report: Designation Wise Staff Information Report
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3.9.6.5

Location Wise Staff List

i Please Select, HR > Reports > Staff Position Report > Location Wise Staff List
Following screen will appear-

Location Wise Staff Report

Country HI Couriry | |
Ofice Info =
Gender Ml Sercer 1

Image: Location Wise Staff List

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Print' button
Following report will generate-

3.9.6.6

Qbrac

BRAC International HR

LOCATION WISE STAFF LIST

Stichting BRAC International

P ing Criteria:

Couniry:[050]-Bangladesh  Office Info:-All Office- ; Gender-All Gender

Country: Bangladesh [050]

Branch: Dhaka Division, Dhaka [BD200001]

SL MName PIN Desi ion Program Name
1 | TAMZID KHAN FERDOS 011000054 Area Manager Microfinance Program
2 [MD SABEIR HOSSAIN 012000341 Divisicnal k BD MF
Total Staff: 2 Male: 2 Female: 0 Other: 0
Branch: Bogra Division, null [BD200002]
SL Name | PN | Desi ion | Program Name
1| MD. MUTAHER HOSSAIN [012000342 | Divisional 1 8D ME
Total Staff: 1 Male: 1 Female: g Other: g
Branch: Dhaka -2, Dhaka -2 [BD300001]
SL Name PIN Desi ion Program Name
1 | ABUL KALAM AZAD 012000351 Area Manager BD MF
2 | ABU BAKAR SIDDIG 3700461 Branch Accountant BRAC Intemational HO BD
Total Staff: 2 Male: 2 Female: g Other: g
Branch: Kotwali, null [BD400001]
SL Name PIN Designation Program Mame
1 | SAYRA BITE WASIM 011000065 Project Assistant BRAC Intematicnal HO BD
2 [MD MIZANUR RAHMAN 012000325 Area Manager BD MF
Total Staff: 2 Male: 1 Female: 1 Other: g
Branch: Dhunat, null [BD400002]
SL | Name: | PIN | Desi ion | Program Hame
1| MD JAHANGIR HOSSAIN | 012000326 | Area Manager |80 MF
Total Staff: 1 Male: q Female: g Other: g
Branch: Islambag, null [BD500001]
SL | Name | PN | Desi ion | Program Name
1 [ MST. RANZINA SULTANA | 012000327 [Branch m [BDME
Total Staff: 1 Male: 0 Female: 1 Other: 0

Report: Location Wise Staff List

Program Wise Staff Information

i Please Select, HR > Reports > Staff Position Report > Program Wise Staff Information
Following screen will appear-
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Programme Wise Staff Information

Country HI Couriry | |
Office Info -
Gender | ) Gancar =1

Image: Program Wise Staff Information

Select 'Country' form the drop-down and others searching criteria and click 'Print' button
Following report will generate-

Stichting BRAC International
BRAC International

BRAC International HR

Qibrac

PROGRAMME WISE STAFF INFORMATION

Country:(050]-Bangladesh ; Office Info-All Office- ; Gender:All Gender
Country: Bangladesh [050]
Programme Name: BD MF
SL Project Name Name PIN Designation Branch Joining Date CU"S’;I;E"C' Level
1|Dabi ABUL KALAM AZAD 012000351 Area Manager [BD300001] Dhaka -2 12-04-2016 v
2| Dabi MD MIZANUR RAHMAN 012000325 Area Manager [BD400001] Kotwali 04-02-2007 v
3 |Dabi MD JAHANGIR HOSSAIN 012000326 Area Manager [BD400002] Dhunat 05-06-2007 v
4 |Dabi MST. RANZINA SULTANA  |012000327 Branch Manager [BD500001] Islambag 12-08-2011 v
5 |Dabi AKMKAMRUL ISLAM 012000326 Senior Manager, [BDCHQ] Head Office 01-01-2012 Vil
6 |Dabi A M. M. MOHASIN 012000330 Officer, HR Operations [BDCHQ] Head Office 01-01-2012 v
7 |Dabi MANIRA YASMIN 012000331 Branch Manager [BD500002] Siddiq Bazar 12-08-2011 v
8 |Dabi MD AMINUR RAHMAN 012000332 Officer, HR Operations [BDCHQ] Head Office 01-01-2012 v
9 |Dabi SHANAZ PARVEEN 012000333 Manager, Organizational | [BDCHC] Head Office 01-01-2012 Vil
10| Dabi SATTAYJIT RAY 012000334 Branch Manager [BD500003] Alengi 12-01-2011 Vi
11| Dabi SAIMA ZOHDA 012000335 Senior Manager, Human |[BDCHOC] Head Office 01-01-2012 X
12| Dabi MOSAMMAT KAMRUN 012000336 Officer, HR Operations [BDCHQ] Head Office 01-01-2012 Vi
13 |Dabi MOSTAFA KAMAL 012000337 Senior Manager, Human | [BDCHOQ] Head Office 01-01-2011 pll]
14| Dabi NIPA SAHA 012000336 Manager, Organizational | [BDCHOQ] Head Office 01-01-2012 v
15| Dabi SIMANTINI CHAKMA 012000339 Branch Manager [BD500004] Bissha 12-08-2011 v
16| Dabi MOHAMMAD IRAQ 012000340 HR Assistant [BDCHQ] Head Office 01-01-2012 Vi
17 | Dabi MD SABBIR HOSSAIN 012000341 Divisional Manager [BD200001] Dhaka 01-01-2010 vV
18| Dabi MD. MUTAHER HOSSAIN  |012000342 Divisional Manager [BD200002] Bogra Division| 01-01-2010 v
Total Staff: 18 Male: 13 Female: 5 Other: 0

Report: Program Wise Staff Information

3.9.6.7 Program Wise Head Count
i Please Select, HR > Reports > Staff Position Report > Program Wise Staff Information
Following screen will appear-
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Program Wise Head Count

Country Al Couriry 1

Office Info =

‘S=nder Bl Gargar 1
Programme

Image: Program Wise Staff Information

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Print' button
Following report will generate-

b BRAC International HR Stichting BRAC International
rac PROGRAMME WISE HEAD COUNT

Searching Criteria:
Counfry:[050]-Bangladesh ; Office Info:-All Office- ; Programme:-All Programme- ; Gender:All Gender

Country: Bangladesh [050]

Program Male Female Total
01 BD MF 21 5 28
08 QOther Program 1 0 1
12 BRAC International HO BD 50 28 78
Total 72 33 105

Report: Program Wise Staff Information Report

3.9.6.8 Assigned HR Project

i Please Select, HR > Reports > Staff Position Report > Assigned HR Project
Following screen will appear-
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Assigned HR Project

Counttry I Courtry | =
Office -
Empicyes -
[Program -
Praject =

Fram Date I1-05-I00E

Tabats  [epz-2018

Search

] Show eniies Seardt

Employss = | [Emphoyess - - = | Sl = | [Emphryss = | Start = | TentatheeEnd -
PFIN = Hame = Designation ~  Programme - Category - Praject = Date = Date =1

Mo cztz avallakis In 2kl
Srawing O fo O of O enirles
[Export to ewos]

Image: Assigned HR Project

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Assigned HR Pro;

ect

[ tgmad ooy |

Coutry | ) Couney =]
Office -
[Emploryme = |
Program =
Project -
From Date 21-05-2000
Tobate  [rogozols
S=arch
L u} Shiow enfries Saarch
Employss . Employss . - = | Sraff = | [Employse = | Sart = | Tentathee .
PFIN ™ = ithan = F | o ’ = Project = Dat “ End Dat =1
[OC4]-afgharisan -~
BRAC Tralnirg
oLioooo0s MOARIZUR Colniry Head off o Erogram g:::?-:t 2mc B
BRAC Trairineg
DLI00000S mﬁﬁ"“ CEETYHEAI S e Brogram gz':‘“ﬂ'“‘: arc Rescurce DI-DL-Z0I5  3I-EZ-2005
Az Cartar{ETRC]
BRAC Tralrirg
DLiooooLo SHOHIDUZ :;m.ﬂsch‘l‘lcﬂ' o Erocram E!l:::?d: 2mc A
CanberHTRC]
BRAC Trairineg
DLI0COOLD mmz ]"‘W‘] =M e Program gz':‘“ﬂ'“‘: arc Rescurce DI-DL-Z0IS  RI-EZ-E0IS
Camtme SR
Showing L o 10 off 25313 enfries 2 3 4 | 5 Ret Lt
[Expoart to el
Image: Assigned HR Project
— .
iii.  Click 'Export to Excel' button
Following excel report will generate-
ASSIGNED HR PROJECT
Country:Bangladesh ; Office Info: -All Office- ; Employee: -All Employee- ; Programme: -All Programme- ; Project: -Select Project- ; From Date:21-
05-2010 ; To Date:19-08-2016 ; Generated at Mon Jun 20 11:14:20 BOT 2018 ; Generated by: 0000223
Country Employee PIN Employee Name Programme Project Designation Gender Department Level Nationality Staff Category
[050]-Bangladesh
"or24z83 SIDE AL FAHAD g;“m"m”“”"amu ?;;m”'”"a“"“‘m Deputy Manager(T)  Male Information Technology VI - Regular Staff
)
)
. MOHAMMAD BRAC international HO BRAC International HO Team leader HR-New
0154029 CALRUZZANAN ity ®0) projBct & Systsms Male Information Technology VI - Regular Staff
r < MD. MUKLASUR BRAC international HO BRAC International HO  Senior
0154139 AAHMAN BHUIVAN Manager Finance & Male Finance & Accounts VI - Regular Staff
r N MD. MUKLASUR BRAC International HO BRAC International HO  Senior
'01 54199 RAHMAN BHUIVAN 80 Manager Finance & Male Finance & Accounts Vil - Regular Staff
o MD. MUKLASUR BRAC International HO BRAC International HO  Senior
'[H 54189 RAHMAN BHUIVAN a0 @0} Manager,Finance & Male Finance & Accounts Vil - Regular Staff
5. MD. MUKLASUR BRAC international HO BRAC International HO  Senior
'[M 54199 QAHMAN BHUIAN Manager Financs & Male Finance & Accounts VI - Regular Staff
e, MD. MUKLASUR BRAC International HO BRAC International HO  Senior
0154199 RAHMAN BHUIAN 80 Manager Finance & Male Finance & Accounts Vil - Regular Staff
r o MD. MUKLASUR BRAC International HO BRAC International HO  Senior
'[I‘\ 54189 RAHMAN BHUIVAN a0 @0} Manager,Finance & Male Finance & Accounts Vil - Regular Staff
i Senior
0154199 Eﬁhﬂiﬁ\sﬁlﬁm ggAc nternatonal HO (BER;;C mtermatonalHO | ager Finance & | Male Finance & Accounts VI - Reguiar Staff
r Arcnunts
MR uie Ao RDAP intarnatinnal HN  ROAP Intarnatinnal WA | SEMI00
Excel Report: Assigned HR Project Report
3.9.6.9 Assigned Finance Project
i Please Select, HR > Reports > Staff Position Report > Assigned Finance Project
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Following screen will appear-

Assigned Finance Project

Courttry Al Courtry | =
Office -
Empioyes -
Program -
Praject =

[Frasmy Dt Z1-05-2016

TaBate  [izgz-zous
S=anch
Show | 10 | | enirles Searcn:
Empioys= FIN  Empioyss Nams lnation | Programme | Staff Category | Prajsct | StartDate | Tentative End Date

Mo catz avallabie In Ekie

Shaowing O i O off O enfries

[Export to ewoel
Image: Assigned Finance Project

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
Image: Assigned Finance Project

iii.  Click 'Export to Excel' button

Following excel report will generate-

Excel Report: Assigned Finance Project Report
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3.9.7 Personalise Report

This part of Reports section consists of following links.
e Designation Wise Job Description
e VisaInfo & Renewal Feedback
e Work Permit Info & Renewal Feedback
e Nominee Details
e Supervisor Change History
e Blood Group Report
e New Joinee Staff List

3.9.7.1 Designation Wise Job Description

i. Please Select, HR > Reports > Personalise Report > Designation Wise Job Description
Following screen will appear-

Designation Wise Job Description

Desigration Wise Job Description

Country [ 48 Coutry

Sremwing 0t 0 of 0 nirims.

Image: Designation Wise Job Description

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-

+ Regiiarad Stehting BRAG
*Secretuiat Operaton
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Designation Wise Job Description

P ——
Costry | [get=n ]

offce =

Employee S

Prugram -

Project =

Desigration =
Depariment =

level [ [

Search
S |10 [ ] mivie
Employee . Employee . . I — s - s s s s
L= | e % 2ot Description S Designaton S Programme Praject Department  © Working station o Gender © Level ©
[ re—
arm RADSY SR ERP & Capmciy Buiding Lasd Mol Frogem Mcrafinence Project HR & Tramng [0} Hesd Office v 3
oo MRLMASLAZAD  Smor Manmge, Human Resources Servor Mznsger, Hmen R Mcrdfnes Frogem Mirafinence Project HR & Traming H0]tesd Office v v
o SDRLKMR MR Manger R Microfinecs Frogem | Micrafinence Project HR & Tramng H0]tesd Office v av
s Haman Reraurce Reff Deveioprert Haman Resource R Deviogmert . . . o e
ar00me Gouwwmal P e e T erofinencs roem  Merofinence Project HR & Trsinng 0} Hesa Offce = b4
e ANIRUDOHA GUHA  Tesm lesder R ew project & ysimme  Tesm st fRtlmw project B sysieme Morofwece Progam Mcrofinance et HR & Trsinng 0} Hesd Offce vem vz
s Officer, 4R Cperations Ofcer, 1R, Qpratiors Mol Frogem Mrafinence Project HR & Traming H0]tesd Office v v
anmn Sevcr Manege, e Resoress Servor Mansger, Hmen Resaurces Microfinecs Frogem | Micrafinence Project HR & Tramng [B0CHO} Hest Office v v
aros rms Vinsomr v Voo B Do Mt & 180300001 Dnsks 2 viie v

Sawing 112 10 of 101 eatries

Exporttn exeel

Image: Designation Wise Job Description

Click 'Export to Excel' button
Following excel report will generate-

Qbrac

DESIGNATION WISE JOB DESCRIPTION LIST

Country:Bangladesh ; Office info: -All Office- ; Employes: undefined ; Programme: -All Frogram- ; Project: -Select Project- ; Designation: -All
Designation- ; Department: -Select Department- ; Level. All Level ; Generated at Sun Jun 19 14:28:57 BDT 2018 ; Generated by: 0000223

Country Employee PIN Employce Hame  Job Description Designation programme Project Department Vorking station
[050]-Bangladesh
-
012000342 RADSY SHARIF ;Emi::w Wicrofinance Program  Microfinance Projsct  HR & Training [BDCHO}-Head Office
.
012000345 NURUNNABIAZAD o Resores Senior Wanager, Microfinance Program  Microfinance Project  HR & Traini [BDCHO}-Head Offi
2 Human Resources Human Resources hl g Micrefinance Projer raining -Hea ice
"012000348 SHIMUL KUMAR Manager HR Manager HR Microfinance Program  Microfinance Project  HR & Training [BOCHO]-Head Office
-
012000347 GOLAN KIBRIA Human Resource Staff Human Resource Staff ;0. fnance Program  Microfinance Project  HR& Training [BOCHO}Head Office
Development Development
r Team leader, HR-New
012000343 ANRUDDHA GUHA  Profect@systems  TeamleadenfRlew o opone pooan picrofinance Project  HR & Training [BOCHO) Head Office
project & systems
"012000349 SHULY AKTHER Officer, HR Dperations Officer, HR Operations Microfinance Program  Microfinance Project  HR & Training [BOCHO]-Head Office
'012000350 Senior Manager, Senior Manager, Vierefi b
5 AKHTER HOSSAIN Human Resources o omorss Microfinance Program  Microfinance Project  HR & Training [BOCHO]-Head Office
'012000351 ABUL KALAM AZAD  Area Manager Area Manager BD MF Dabi Monitoring & Review [BD300001)-Dhaka -2
-
0034362 FARUQUE AHMED - Executive Director BRAC International KO BRAC International KO e i pepariment  [BFBRAC Center,
80 ) Bangladesh
-
0150044 T M SELIM WMonitoring Lead WMonitoring Lead BRAC International HO - BRAC International HO s i g paviey,  [PI-BRAC Center,

“rm

Rennrt 8804 F71

Excel Report: Designation Wise Job Description Report

3.9.7.2 VisaInfo & Renewal Feedback
i Please Select, HR > Reports > Personalise Report > Visa Info & Renewal Feedback

Following screen will appear-

Seore:
ity 5 S o Employee
Naionsity ¢ o s
I e—
Repix 2t Pemamt
G St Fmmemt =
Ropior Saff Pemaret
Rogier Saff Pemanet
Repix 2t Pemamt
Repix Rt Pemanmt
Banciadehi Reoudar Sl Probation S
2345 Met|ias
Gender Level
Wale 0 -
Wale Vil -
Wale XV -
Wale 0 -
Wale Vi -
Wale v -
Wale Vil -
Wale ' Bar
Male Xx1 -
Wale 00 -
T
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Employee Visa Information

Country A Courtry [l

Office

Prrisgram
Priject

Escpiry Frrosmn: Drarbee 052016

Expiiry Tor Dk 18083016

| Seamh
10 ‘e mnflrim [—
Cimuribry Al Visa bype 2 Wia debee dabe & Wika expine date k4 % Priject o obewel 2

Shawiing 0 to 0 of O entri=s

Mo data availsbie in Cabi=

| Exporttopdf | Expocttoexcel |

Image: Visa Info & Renewal Feedback

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Employee Visa Information

Country AN Country [l
Office =
Prisgram -
Priject -

Expiry From Dade: 2-05-2015

Expiry Tix Date 18-08-2015

Seanch

10 [ [ s Search:
Commntry - Vs type O Viss Esee date O Viss expiredate & Progamme % Project S lewel =
[F28)-5ouith Sudan ‘Wark Permil 194032015 19-05-2015 General Programme General Project WI
[F28]-Souith Sudan ‘Work, Permil 22-10-2013 22-10-2015 General Programme Ganeral Project W

Shawing 1 tao 2 of 2 enltres

Escprisrt b pdf Escpivet 0 v

Image: Visa Info & Renewal Feedback

iii.  Click 'Export to Excel' button
Following excel report will generate-

Y bra

VISA PERMIT EXPIRED LIST

Country:All Country ; Office Info: -A&ll Office- ; Programme: -All Programme- ; Project: -Select Project- ; Date:20-05-2015 ; To Date:18-08-2016 ;
Generated at Sun Jun 19 14:32:14 BOT 2016 ; Generated by: 0000223

Country Visa type Visa issue date Visa expire date Level Project Programme
[728]-South Sudan Work Permit 189-03-2015 19-08-2015 Wl General Project General Programme
[728]}-South Sudan Work Permit 22102013 22-10-2015 A General Project General Programme
Excel Report: Visa Info & Renewal Feedback Report
iv.  Click 'Export to PDF' button
Following PDF report will generate-
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b BRAC International HR Stichting BRAC International
raC VISA PERMIT EXPIRED LIST

5 ing Criteria:
Country:All Country ; Office Info: -All Office- ; Programme: -All Programme- ; Project: -Select Project- ; Date:20-05-2015 ; To Date:18-08-2016

[728]-South Sudan

SL Visa type Visa issue date | Visa expire date Programme Project Level
1|Wark Permit 19-03-2015 19-09-2015 General Programme General Project Wl
2 |Work Permit 22-10-2013 22-10-2015 General Programme General Project vV

PDF Report: Visa Info & Renewal Feedback Report

3.9.7.3 Work Permit Info & Renewal Feedback
i Please Select, HR > Reports > Personalise Report > Work Permit Info & Renewal Feedback
Following screen will appear-

Employee Work Permit Information

Country AN Cauntry =
Office .
Prigram =
Project -

Excpiry Frism Db 20052018

Expiiry T Db 18-08-2015
Seamh

10 ; o enlries Search:
"

Cowntry <« Work permittype & Work permitissee dabe & Work permit expine date £ Programme & Project & lewel
Mo dats svailabie in Cable

Showing 0 bo 0 of 0 enbries

Expirrt i pdf Excpivrt b el

Image: Work Permit Info & Renewal Feedback
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ii. Select 'Country' form the drop-down and others searching criteria and click 'Search' button

Following information will appear-

Employee Work Permit Information

Conaritry AN Courkry ]
Office =
Program =
Project -

Expiry From Date A-05-2014

Expiry Tov Diarbe 18-08-2015

Seanch
10 [ o [Sow et Smmrch:
oy Yk | St | SR < e pons ¢ ¢
[F28}-5auth Heallth Emergency nultrilion
: - -3-2015 23032015 . e ¥VI
Sewing 10 1 of 1 eitrims
Exprt s pedf Export bis eoced
Image: Work Permit Info & Renewal Feedback
iii.  Click 'Export to Excel' button
Following excel report will generate-
"~ (=) e (=) — 1 a 1
|
| WORK PERMIT EXPIRED LIST
i Country:All Country ; Office Info: -All Office- ; Programme: -All Programme- ; Project: -Select Project- ; Date:20-05-2014 ; To Date:18-08-2016 ;
} |Generated at Sun Jun 19 14:34:39 BDT 2018 ; Generated by: 0000223
l Country Work permit type Work ped;rtr;it issue | Work p-edr;eit expire Project Programme Level
. |[F28-South Sudan - 02-03-2016 28-03-2016 Emergency nutriion  yeapn programme v
3 (Unicef)
i
?
Excel Report: Work Permit Info & Renewal Feedback Report
iv.  Click 'Export to PDF' button
Following PDF report will generate-
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b BRAC International HR Stichting BRAC International
rac WORK PERMIT EXPIRED LIST

s hing Criteria:
Country:All Country ; Office Info: -All Office- ; Programme: -All Programme- ; Project: -Select Project- ; Date:20-05-2014 ; To Date:18-08-2016

[728]-South Sudan

. Work permit  |Work permit expire .
SL Work permit type issue date date Programme Project Level
1]- 02-03-2018 28-03-2016 Health Programme Emergency nutrition (Unicef) XVI

PDF Report: Work Permit Info & Renewal Feedback Report

3.9.7.4 Nominee Details

i Please Select, HR > Reports > Personalise Report > Nominee Details
Following screen will appear-

Nominee Details

Courtry AN Courttry [l
Offeee: =
Prisgraum =
Priject -
Seanth
Show | 10 extries S
Comaritry = Mominee Mame % Relabonship 2 b of fund allecation =

Mo data avalabie in tabl=

Showing 0 fo 0 of 0 enfries

Excpiert b pof Escport b eacee]

Image: Nominee Details

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
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Following information will appear-

Nominee Details

3 Country Al Counkry =
Office =
Prisgram =
Project -
Seanch
Shew | 10 ] T
Cowrtry = Mominee Mame % Relatonship % % of fund allocation =
[O50}HEanghade=h Homine== Name -On= Sk 100
Showing 1 fo 1 of 1 enliries
pdf eotd

Image: Nominee Details

iii.  Click 'Export to Excel' button
Following excel report will generate-

Q brac

NOMINEE DETAILS

Country:All Country ; Office Info: -All Office- ; Programme: -All Programme- ; Project: -Select Project- ; Generated at Sun Jun 19 14:36:03 BDT
3 |2016; Generatsd by: 0000223

4 Country Nominee Hame Relationship % of fund allocation
5 |[0501-Bangladesh Nominee Name -One  Sister 100
6

7

8

9

10

1

12

13

14

15

16

17

18

19

20

21

22

23

W 4 b »i| Report 818 /¥J [ m I |

Excel Report: Nominee Details Report

iv.  Click 'Export to PDF' button
Following PDF report will generate-
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m

b BRAC International HR Stichting BRAC International
rac NOMINEE DETAILS

Searching Criteria:
Country All Country ; Office Info: -All Office- ; Programme: -All Pragramme- ; Project: -Select Project-

[050]-Bangladesh

SL Nominee Name Relationship % of fund allocation

Nominee Name -One Sister 100.0

PDF Report: Nominee Details Report

3.9.7.5 Supervisor Change History

i Please Select, HR > Reports > Personalise Report > Supervisor Change History
Following screen will appear-

Supervisor Change History

Conaritry AN Courtry ]
Office: -
Program -
Priject -
Seanch
10 [ [aw eriries Smmrch:
Supervistr |, Supervisor | Supernisor . Supervisor | | Supervisor | Supervisor | Supervisor .| Change
Name * PIN - igras B * Frm = Te * Project | Programme 7 Reason 7

Ho data avalabie in Cabi=

Showing 0 to 0 of 0 entries
Excport tos pedf Excpirt b eaoced
Image: Supervisor Change History

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Supervisor Change History

Country Al Courtey ]
O =
Prisgram =
Project -
| Search
10 Sorw it [
Supervietor | Sopervisor | Superviser | | Supervisor | Supervisor | Sopervisor | Soperviesor |, Change |
Mame ~ PIN Desigriation | From ¥ T ¥ Prject ¥ Prrgramme ¥ Reason
[50]-bangadesh -~
ERP & Capacilty Miorofinancs Microfinances Join After
RADSY SHARIF 012000544 Beibebeny L] 19-04-2016 3 £ Srommam P =
BRAC
=R FALLE 0000001 Crurperzan f1-08-2011 - ERAC Tteetieed H)  Deplegeent
HASAN ASE - * Sangidem o o
SIR FAALE BRAC N
HASAY AZED 0000001 Chasirper=on 17-12-2008 - Bt gzem.:ﬁmd HO Degslcryrmmnt
IR FALE 0000001 CHairperson Da-02-2013 - ERAC ]?'I:l:'cu'u'u HO Degloyrment
HAEAN ASED - = Sangimdmmn e o =
Sawing 1 to 10 of 718 entries |23 4 5| Mext Last|
| Exporttopdf | Exporttoemeel
Image: Supervisor Change History
iii.  Click 'Export to Excel' button
Following excel report will generate-
SUPERVISOR CHANGE HISTORY
Country:All Country ; Office Info: ~All Office- ; Programme: -All Programme- ; Project: -All Project- ; Generated at Sun Jun 19 14:37:55 BOT 2016 ;
Generated by: 0000223
Country Supervisor Name Supervisor PIN ;::;"::z:‘ Supervisor From Supervisor To  Supervisor Project ;‘:;;'_::; Change Reason
[B00]-Uganda
[031001235]-Nabacwa
Dorah
"021000002 Country Head of 01-01-2011 31-12-2020 Wicrofinance Project  Microfinance Program  Incerrect Information
[0S0}-Bangladesh
[012000324)-
RABINDRO NATH b
| 012000344 E:‘mi‘:zw 19-04-2018 - Microfinance Project  Microfinance Program  Join After Transfer
[0137482)-AZIZUL
HASSAN SATTER .
. 0000001 Chairperson 01-08-2011 - BRAC Bangladesh :g"u"‘e’”ﬂ"“"“‘ﬂu Deployment
[0134587]-BADAL
i CHANDRA SAHA .
0000001 Chairperson 17-12-2008 - BRAC Bangladesh :g"u"‘e’”ﬂ"“"“‘ﬂu Deployment
[0150017]-BENZIR
P TAZIN HOSSAIN B
| 0000001 Chairperson 04-02-2013 - BRAC Bangladesh :g"u"‘e’”ﬂ"“"“‘ﬂu Deployment
> Ee——————— -
Excel Report: Supervisor Change History Report
iv.  Click 'Export to PDF' button
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Following PDF report will generate-

5 braC BRAC International HR Stichting BRAC

SUPERVISOR CHANGE HISTORY

s hing Criteria:
Country:All Country ; Office Info: -All Office- ; Programme: -All Progranmme- ; Project: -All Project-

[800]-Uganda

BUSINGE DANIEL
SL Supervisor Name Sup;mlsor Supervisor Designation SUI;ETVISQF Supervisor Supervisar Supervisor Project Supervisor Change
rom To Programme Reason
1|BUSINGE DANIEL | 031000002 | Gountry Head of 01-01-2011  |31-12-2020 | Microfinance Microfinance Project | Incorrect Information
Accounts Program
[050]-Bangladesh
RAOSY SHARIF
SL Supervisor Name Supervisor Supervisor Designation Supervisor | Supervisor Supervisor Supervisor Project Superviser Change
IN From To Programme Reason
1| RAOSY SHARIF 012000344 |ERP & Capacity Building| 19 04 5015 | Microfinance Microfinance Project | Join After Transfer
Lead Program
SIR FAZLE HASAN ABED
SL Supervisor Name Supsmisor Supervisor Designation Suléervisor Supervisor Supervisor Supervisor Project Superviser Change
rom To Programme Reason
2|SIRFAZLE HASAN 10000001 | Chaimperson 01082011 |- BRAC Intemational | gpac: Bangladesh | Deployment

PDF Report: Supervisor Change History

3.9.7.6 Blood Group Report

i Please Select, HR > Reports > Personalise Report > Blood Group Report
Following screen will appear-
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Blood Group

Blond Group

Bleod Group

Fow 10 : entries

Emphiyee

Snawing 0 to 0 of 0 enbres

i

o data avalalie in Cabie

Image: Blood Group Report

% Designation & Programme

I
|

Search:
s Project o

ii.  Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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Blood Group

Employes | | Blood

= = = w -
PIN MName Girup shation
ERAC [ARCHOT- s
o4 MDAKTAR Country Head Trauning and Afghanisian
5 011000009 = Other Program ¥V
Afgfanistan RAHMAN of Accounts Re=ounce Counlry Head -
BRAC [ARCHOT
[Do4}- f14000010 SHOHIDUZ Aooounts P Training and Afghani=ian W
Afgfanistan ZAMAN Officer I - Rre=ounce Counlry Head
Conten{BTRC) 04N
[oo4])- 11000011 AREFIN Deputy < GFATM R 8 Afghanisian ¥II
-
rnna [P TASANNA T
ick' I'b
Click 'Export to Excel' button
. BLOOD GROUF REPORT
i CountryAll Cauntry; Of I Il Oifice- ; ar - ; Prog
|| Generated at Sun Jun 13 ¥:33,03 DT 2016, Generated by 0000223
Country Emploges PIN  Emplogee Name  Blood Group Designation Programme Project Department Working station Gender Lavel Nationality E"‘:'“’"““'
[800]-Uganda
v
| 031000002 EBUSINGE DANEL Country Head of Wicrafinance Progiam Microfinance Project  Internal Audit [UGEHOLUgands Male el Aotive
2 Accounts Countr Office.
. "he0000z MABARNOEA JANET Praject  Internal Audit [UGB00038} Bulenga  Female w Aotive
¥ "oat000004 MANDYOWA ANITA ar Froject  Internal Audit [UGE000EZ]-Matugga  Female Wil Active
v
HABULYA Agriculture &
02000005 Health Pr - l [ A
| Jpaliitl Project Assistant iealth Frogram B iy Itemal (UGS} Matuggs  Female ative
v
L 031000006 MAKALIGE EVAH Frojeot Assistant Health Pragiam Agriculture & Internal Audit [UGB000ES} Matugga  Female I Active
Livestock Project
1 "ato00007 MANSAMEA AITAH Project Assistant Micrafinance Program Microfinance Project  Internal Audit [UGBO00E3)-Matugaa  Female I Aotive
-
8 na1m0000G KAGERE BETTY Credit Officer Misrafinanse Pragram i’r“nﬂi'::;g‘]“ Internal Audit [UGS00063}Matugga  Female i Active
3 Tazio0000a AZIZI SHAKILA AreaCoordinatar Micrafinance Progrsm Microfinanes Froject  Internal Audit [UGH0000)-Luwera  Female il Ative
4 Foatooooa NAMBOGA ANNET Credit Officer Misrafinance Program Microfinance Project  Internal Audit [UGE00039)-Bulenga  Female v Active
5 "ion0on HAMALE JACKEE Credi Offcer Microfinance Frogram Microfinance Projzct  Internal Audit (UGS} Matuggs  Female [ Aative
5 "sto0002 NABAKDOZA Credic Officer Microfinance Progiam Iicrofinance Froject  Internal Audit [UGS000E3}-Matugga  Female W Active
f TALUTAMBUDDE
000007 SOFHE Credit Officer Microfinance Program Microfinance Project  Internal Audit [UGEDDOE)-Matugga  Female w Active
v
031000014 MIREMEE SARAH Credit Dfficer Micrafinsnce Pragram i;‘;:j';‘;éﬁ‘]“ Internal Audit [UGB00033} Eulenga  Female i Active
"oto000is CHANDIRUMARTHS - Froject  Internal Audit [UGS00B3S}-Kssangati Female " Active
e AMOO MATIN, Credic Officer Microfinance Program Micrafinance Froject  Internal Audit [UGSO00ES}Matugga  Female w Aotive
v
| Vomoomr SQEIEEDQG:A Credit Officer Micrafinance Fragiam Microfinance Praject  Internal Audit [UGS00063} Matgga  Female w Active
4 » ¥ | Report 4402 %0 [T m
taar lEmim sy

Excel Report:

Blood Group Report
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3.9.7.7 New Joinee Staff List
Please Select, HR > Reports > Personalise Report > New Joinee Staff List

Following screen will appear-

New Joinee Staff List Report

Country Office
A0 Counltry E -

Gender From Date T Dt
AN Gender (=]  2ros2m15 15-06-2018

Seamh

P iy ram—

Employes Name Stabues E“‘E e Dresigration hu g Sex | Office Info

& Page of ] ®= ®i 13 Mo reconds Do v
Print

Image: New Joinee Staff List

Select 'Country' form the drop-down and others searching criteria and click 'Search' button
Following information will appear-
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New Joinee Staff List Report

Consnbry

[O50}-Eangiademi ]
Gender

AN Ganer ]
Search

To Date
19-05-2015

Ml Emprhiryrese: Infoarmartion

© Copyright 2019 BRAC IT Services Limited

Empliryes = = Jiriiirigy
Employee Name Status Dresigrication Sae Office Irifoy
Category Date
o Country: Bangladesh s
(012000522} M. SHAMIM KHAN mrrane Rmguisr SaTT IR -03-2016  |Msle  [SIFERAC Canier, Bang
Accountant
(012000321} Mr. MAHMUDUL HASAN | Permansrt Rmguisr ST Rmgonsl Mansger |(02-03-2016 | Msle | [BIERAC Ceer, Bang|
[D120005AT} M. AOYAN BARLIA Permanenk Remcuilar Srafl Aegonal Mansger | WHE-2016 | Male [BIFHERAC Cenlfer, Bang
[1501001- M. SATF MD IMRAN Perrmanesnt Remcuilar Seafl Dane=ctor, Fnanos 14-01-2016 Flale [BI}HERAC Center, Bang
SIDDIQUE
[D0150078])- Mr. SHEAHAN MNASIR Probation Remguilar SCafl Devlopment 1-05-2015 Mal= [BIHERAC Cerlter, Bang
BHLUDY AN Profeszional Safl
[DO15S0076]- M. TALIEIF SANZLIM Probation Remguilar SCafl Suby Eefitor, 01-06-2015 Mal= [BIHERAC Cenlter, Bang
i -
KARTM Communicalions
4 | n 3
] Page Wimw 1- 10af 13
Print
Image: New Joinee Staff List
. . Imo sl
iii Click 'Print' button
Following excel report will generate-
b BRAC International HR Stichting BRAC Infernational
raC NEW JOINEE STAFF LIST
From 20-05-2015 To 20-05-2015
Searching Criterla:
Country [05}-Bangiadesh ; Ofice InfoifBi BRAC Center, Bangiadesh ; Gender-Al Gender ; From Date:20-05-2015 ; To Date:16-06-2010
Country: [050]-Bangladesh
sL Hams | el | sex | Dasignation offics Program Contrast | Contract SupervisorNams | Job Statu
1 [Mr MUSAMMAD MUSA 01-05-2015 | Male Exscutive Director [BIFBRAC Center, == niermnational HC 5D 01-06-2015 | 31-05-2020 mL HAMMAD MUSA Pamanent
2 |Mr. MD. SHAHRIAR SHOURAY 01-05-2015 | M; Eg:m’.haa"a;e - ngladesn C International HC 5D 01-06-2015 MD. SHAHRIAR SHOURAY  |Probation
3 |M[ TAUSIF SANZUM KARIM 010 2E|E|M3|Z Sl mimunications r, Bangladesh C International HC S0 15 TAUSIF SANZUW KARIM Probation
4 [Mr SHEAHAN KASIR BHUIYAN 10-05-2015 | Male Development Professional Staf r._Bangladesh niermnational HC 5D 15 SHEAHAN NASIR SHUIYAN _|Probasion
5 [Ms NAZIA HUDA 25052015 |Female |Acoounts Omicer 7. Bangladesn iermialional HO 50 = NAZIE FUDA Frobazon
£ |Mr. SALMAN QUDRAT 26-07-2015 | Male ﬁ?‘r;;”“ga"':”a"“ & . Bangladesh ntemational HC 50 15 SALMAN CUDRAT Frobaton
7 |Me. MUNMUN SALMA CHOWDHURY[0150090 | 12-09-2015 [Female |Chier Feopie Crcer ¢, Bangladesn © Infernational HC 50 15| 12092018 '.\‘U"“.E',husz'\;”'q Frooaton
M. MD. EMANUR SHIKDER 05-10-2015 | Male Senlor Manager, Agriculiure 7, Bangladesn niemational HO 50 15 | 31-12-2016 | MD. EMANUR SHIKDER 2l
Ms. LAMIA RASHID 12-12-2015 |Female |Regional Director, Africa 7, Bangladesn miermnational HC S0 15 | 15-12-2018 | LAMIA RASHID
Mr_SAIF MD IMRAN SIDDIQUE 14-01-2016 | Male Director, Financa r._Bangladesh niermnational HC 5D 16 |@|F MD IMRAN SIDDIQUE
M MAHVIUDUL HASAN 02-05-201E [Male | Regonal Wanager 7. Bangladesn iemialional HO 50 i MARMJDLL AASAN Femanent
M ADYAN EARUA 012000320 [ 10032016 [Male | Regonal Wanager (. Bangladesn C infernaticnal HO 50 16 AOYAN BARUA Femanent
T3 [Wr SHAMIMKAAN 72000322 [ 13052016 [Male  |Reganal Arcountart T Bangladesn C infernational HO 50 i TG Femanent
Tofal New Jolnee Stall. 13 Mala: 10 Other: 0
Excel Report: New Joinee Staff List Report
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3.9.8 Table of Authority Report

This part of Reports section con
e Table of Authority
e TOA Employee List
e Delegation List

sists of following links.

Table of Autharity Report

» Table Of Authority

v

3.9.8.1 Table of Authority

TOA Employee List

Delegation List

i Please Select, Admin>Reports ->Table of Authority Report -> Table of Authority
ii.  Click on Search button after filling in all the mandatory information fields.

Observe that Module TOA Category Information will show in list.

Module Name Category Name Toa Type Hame Authority Type HName Actor Name Act
Human Resources Contract Renewal Local Below Program Manager |Proposal Respective Supervisor Sour
Human Resources Contract Renewal Local Below Program Manager |Recommendation Country Human Resource Saur
Human Resources Contract Renewal Local Below Program Manager  Recommendation Country Human Resource Sour:
Human Resources Contract Renewal Local Below Frogram Manager |Recommendation Country Head of Accounts Sourn
Human Resources Contract Renewal Local Below Program Manager  Recommendation Programme in-charge Sour
Human Resources Contract Renewal Local Below Program Manager |Approval Country Representative Sour
Human Resources Contract Renewal Local Program Manager and Proposal Country Representative Sour
Above

Human Resources Contract Renewal Local Program Manager and Proposal Country Representative Sour
Above

Human Resources Contract Renewal Local Program Manager and Proposal Country Head of Accounts Sour
Above

Human Resources Contract Renewal Local Program Manager and Proposal Country Human Resource Sour:
Above

Image: Module TOA Category Search Page
iii.  Click on Print button to generate Module TOA Category Mapping Report.
Observe that Module TOA Category Mapping Report is generated properly.
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QY brac

Human Resources: Contract Renewal

BRAC International HR

MODULE TOA CATEGORY MAPPING REPORT

Stichting BRAC International

Toa Type Name

Authority Type Name

Actor Name

Actor Office

Actor Group

Local Below Program Manager

Proposal

Respective Supervisor

Source Office

Actor Group - 1

Recommendation

Country Human Resource

Source Office

Actor Group - 1

Country Human Resource

Source Office

Actor Group - 1

Country Head of Accounts

Source Office

Actor Group - 2

Programme in-charge

Source Office

Actor Group - 3

Approval

Country Representative

Source Office

Actor Group - 1

Above

Local Program Manager and

Proposal

Country Representative

Source Office

Actor Group - 1

Country Representative

Source Office

Actor Group - 1

Country Head of Accounts

Source Office

Actor Group - 2

Country Human Resource

Source Office

Actor Group - 3

Recommendation

Director Finance

Source Office

Actor Group - 1

Director Finance

Source Office

Actor Group - 1

Anchor

Source Office

Actor Group - 2

CPQ BRAC International

Source Office

Actor Group - 3

Approval

Executive Director, BRAC

Source Office

Actor Group - 1

Expatriate Staff

Proposal

Country Representative

Source Office

Actor Group - 1

Image: Module TOA Category Mapping Report Page

3.9.8.2 TOA Employee List

i Please Select, Admin>Reports ->Table of Authority Report -> TOA Employee List
Click on Search button after filling in all the mandatory information fields.
Observe that Employee TOA Mapping Information will show in list.

© Copyright 2019 BRAC IT Services Limited

Search Result

Actor Employee Designation Country Programme Pro;
Anchor [0028570] Md. Rafiqul Islam  Manager, IT Bangladesh BRAC International HO ED BRACL
Anchor [0098570] Md. Rafiqul Islam  |Manager, IT Bangladesh BRAC International HO ED BRAL
Anchor [0098570] Md. Rafiqul Islam  |Manager, IT Bangladesh BRAC International HO BD BRAC
Anchor [0038570] Md. Rafiqul Islam  |Manager, IT Bangladesh BRAC International HO ED BRACL
Anchor [0028570] Md. Rafiqul Islam  Manager, IT Bangladesh BRAC International HO ED BRACL
Anchor [0098570] Md. Rafiqul Islam  |Manager, IT Bangladesh BRAC International HO ED BRAL
Anchor [0098570] Md. Rafiqul Islam  |Manager, IT Bangladesh BRAC International HO BD BRAC
Anchor [0038570] Md. Rafiqul Islam  |Manager, IT Bangladesh BRAC International HO ED BRACL
Anchor [0028570] Md. Rafiqul Islam  Manager, IT Bangladesh BRAC International HO ED BRACL
Anchor [0098570] Md. Rafiqul Islam  |Manager, IT Bangladesh BRAC International HO ED BRAL

Image: Employee TOA Mapping Page
iii.  Click on Print button to generate Employee TOA Mapping Report.
Observe that Employee TOA Mapping Report is generated properly.
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b BRAC International HR Stichting BRAC International
raC EMPLOYEE TOA MAPPING

5 hing Criteria:
Actor: -All Actor- ; Employse Name: -All Employee- ; Country: -All Country- ; Office: -All Office- ; Program: -All Program- ; Project: -Select Project- ; Department:
Select Department-

Anchor

[0098570] Md. Rafiqul Islam
SL Employee Designation Department Office Programme Country
1 |[0098570] Md. Rafiqul Islam |y12nger 17 Admin & Services | N/A BRAC Intemational HO | g ngladesn
» |[0098570] Md. Rafiqul Islam [ yy.occ i ADP NIA BRAC Intemational HO | ngladesn
3 |[0098570] Md. Rafiqul Islam Manager,IT Agriculture N/A EEAC ntemational HO Bangladesh
4 |[0098570] Md. Rafiqul Islam Manager,IT Disaster Management | N/A EEAC International HO Bangladesh
5 |[0098570] Md. Rafiqui Islam [ y1aacer i E:qu;:ﬁgrnma;i NIA BRAC Intemational HO | o ngladesh
g |10098570] Md. Rafiqul Islam [, oo - ELA NIA BRAC Intemational HO | o ngladesh
7 |[0098570] Md. Rafiqul Islam Manager,I T Finance & Accounts | N/A EEAC International HO Bangladesh

Image: Employee TOA Mapping Report Page

3.9.8.3 Delegation List (Delegation of Authority)

i Please Select, Admin>Reports ->Table of Authority Report -> Delegation List
ii.  Click on Search button after filling in all the mandatory information fields.
Observe that Delegation of Authority Information will show in All Delegation list.

Employee Functional _ _
Country PIN Employee Name Designation Programme Project Department Work Station
G Category: Transfer
[050]- 0034362 FARUQUE AHMED Executive Director  |BRAC International BRAC International General Department [BI]-BRAC Center,
Bangladesh HO (BD) HO (ED) Bangladesh

Image: Delegation of Authority Page

iii.  Click on Print button to generate Delegation of Authority Report.
Observe that Delegation of Authority Report is generated properly.

b BRAC International HR Stichting BRAC International
I'aC DELEGATION OF AUTHORITY BRAC Internatianal
|AmmLu:u:mm;

Country: A Country ; Gifice Info: -All Offics- ; Program: -All Program- ; Project: -Sefect Projsct- ; Designstion: -AY Designation- ; Depertment: -Sslest Department- ; BanderAll Gender ; Laval-All Level ; Nafianslity:All Netisnslity ; Employee Status: -Sslect Status- ; Deisgated Employes: -Deisgated Employse- Tos
Calegory-A Tos Category- : From Date:28-12:2018 - To Dae:27-03-2078

Country : [050]
TOA Category : Transfer

‘Actual Employee. Delagated Employee.
Country Name Designation | Programme Project Depantment | Work Station [Gender| Level y| Employment Mame Level| Designation | Department Project Programme |Workstation| o™ Date | Te Date
s " BRAC - o BfeagMOrMETO  [BRAC [BRAC [BI-BRAC  [21-07-2016 |22-012018
R el e s B [cceee :’i‘iféi;,n biae [0 | e e T S e e e
Image: Delegation of Authority Report Page
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i. On the result Grid click on Print Button, to print the result list.

3.9.9 Leave and Attendance Report

3.9.9.1 HR Attendance
i Please Select, Reports >> Leave and Attendance Report >> HR Attendance
ii. Click on Search button after filling in all the mandatory information fields; following search list

will appears:
Show 10 ¥  entries

Monthly Attendance -
Details
Details
Details
Details

Details

Showing 1 to 10 of 45 entries

Name&Pin

[012000206]-Kazi Faisal Bin Seraj
[012000208]-Mahbuba Yeasmin
[012000209]-Mohsin Chowdhury
[071000001]-Ma Thant Zin Mar Oo
[071000015]-RAYMOND ANDREW

<>

Designation

[DD08]-Country Representative
[D025]-Programme Manager
[D011]-Regional Manager
[D035]-Accounts Officer
[D153]-Field Coordinator

<>

Search:

Grade ¢ JoiningDate ¢

XVI 01-01-2014
XII 17-12-1998
X1 26-09-1998
X 27-01-2014
III 01-01-2014 -

2 3 4 5 Next Last

iii.  Click on Details link; Attendance details info will appears in bellow of the screen

Attendance details:

PIN

Name

Designation

Department

WorkStation

072000001

MD. SAZADUZZAMAN

[D345]-General Manager

[MMCHO]-Myanmar Country Head Office

Finance & Accounts

P - Present | A - Absent | h - Half Day Leave | W - Weekend | N - Holi Day | D - Late | EL - Earn Leave | SL - Sick Leave | PL - Paternity Leave
| ML - Maternity Leave | WP - Without Pay Leave | CO - Compensatory Leave | CL - Casual Leave | MC - Miscarriage | EL - Earmn Leave |

10 ¥ Show entries Search:
Month «  Date < Flag < InTime < Out Time ¢ Work Hours <
June-2019 18-06-2019 EL 10:00 18:00 08:00
Showing 1 to 1 of 1 entries
Print
iv. Click on Print button; Following Attendance Details report will generated
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brac Stichting BRAC International
ATTENDANCE DETAILS

Attendance for: 18-06-2019 to 18-06-2019

PIN: 072000001

Name: MD. SAZADUZZAMAN

Designation: [D345]-General Manager

Department: Finance & Accounts

‘WorkStation: [MMCHO]-Myanmar Country Head Office

P - Present | A - Absent | h - Half Day Leave | W - Weekend | N - Holi Day | D - Late | EL - Earn Leave | SL - Sick Leave | PL - Paternity Leave | ML - Maternity Leave |
WP - Without Pay Leave | CO - Compensatory Leave | CL - Casual Leave | MC - Miscarriage | EL - Earn Leave |

Month June-2019

Date Flag In Time Out Time Work Hours Half Day

18-06-2019 EL 10:00 18:00 08:00 -

3.9.9.2 Supervise Leave Status
i Please Select, Reports >> Leave and Attendance Report >> Supervise Leave Status
ii.  Click on Search button after filling in all the mandatory information fields; following search list
will appears:

Employee Leave Status For Supervisor

Employee [072000002] JAHIRUL ISLAM M «

Year 2019 v
Search
Show 10 Y | entries Search:
Earn Casual Sick
o Leave Leave - Leave
Pending Employee Earn - i Casual - . Sick - i
::IENE - leave ¢ name & ¢ Designation ¢ Leave ¢ 5:] in ¢ Leave ¢ 5:] in £ Leave ¢ 5:] in <
Y Application PIN Balance ¥s Balance ¥s Balance ¥s
the the the
year year year
[072000002]- :
; , JAHIRUL il
Details Authorize ISLAM Regional 14 0 0 0 0 0
MOROUL Manager

Showing 1 to 1 of 1 entries

iii.  Click on Details link; Supervisor Leave Status info will appears in bellow of the screen
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Yearly Leave History:

PIN 072000002

Name JAHIRUL ISLAM MOROUL

Designation [D011]-Regional Manager
Department [MMCHO]-Myanmar Country Head Office
WorkStation Microfinance

10 ¥ Show entries Search:
Year = Leave ~ Pay al pay & Application ~  Leave ~ Leave . Actual Joining ~ Total enjoyed A
Type ¥ status  ~* ¥ ¥ pate ¥ From ¥ to ¥ pate ¥ days -
2019 Earn Leave With Pay Full 06-05-2019 02-05-2019 35;?35_ 03-05-2019 1
02-05-
2019 Earn Leave With Pay Full 06-05-2019 02-05-2019 3010 03-05-2019 1

Showing 1 to 2 of 2 entries First | Previous | 1 | Next | Last
 Print
iv.  Click on Print button; Following report will generated
braC Stichting BRAC International
Leave Record Details
PIN: 072000002
Name: JAHIRUL ISLAM MOROUL
Designation: [D011]-Regional Manager
Department: Microfinance
WorkStation: [MMCHOJ-Myanmar Country Head Office
Actual
Application Total
Year Leave Type Pay Status Day Date Leave From| Leave to Jg:tlzg enjoyed days
2019 Earn Leave With Pay Full 06-05-2019 | 02-05-2019 |02-05-2019 |03-05-2019 1.0
2019 Earn Leave With Pay Full 06-05-2019 | 02-05-2019 |02-05-2019 [03-05-2019 1.0
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3.9.9.3 Supervise Attendance

i Please Select, Reports >> Leave and Attendance Report >> Supervise Attendance
ii. Click on Search button after filling in all the mandatory information fields; following search list
will appears:

Attendance Details For Supervisor

office  |[cHo - MMCHO] Myanmar Cour| +

From Date 18-06-2019

To Date 18-06-2019

Search
Show 10 ¥ | entries Search:
Monthly . A . . . ~ Joining A
Attendance «  Name&Pin < Designation < Grade ¢ Date v
Details [072000002]-JAHIRUL ISLAM MOROUL [D011]-Regional Manager VI 01-11-2016
Details [072000006]-MD EHSANUL ISLAM [D025]-Programme X11 07-04-2001
Manager
Details [07100056071-BALL LAW RAM [D071]-Monitoring Officer v 02-05-2018
Details [071000672]-MD. HABIBUR RAHMAN RAHMAN [D123]-Monitoring Manager VI 01-09-1997
Natails IMN71NNN70R1-ARC TFST | FAVE INN?71-Servica Staff T 12-NA-2N10 i
Showing 1 to 10 of 14 entries 2 Next Last
iii.  Click on Details link; following info will appears in bellow of the screen
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Attendance details:

PIN 072000021

Name MR LEAVE LEAVE

Designation [D026]-Driver

Department [MMCHO]-Myanmar Country Head Office
WorkStation HR & Training

P - Present | A - Absent | h - Half Day Leave | W - Weekend | N - Holi Day | D - Late | EL - Earn Leave | SL - Sick Leave | PL - Paternity Leave
| ML - Maternity Leave | WP - Without Pay Leave | CO - Compensatory Leave | CL - Casual Leave | MC - Miscarriage | EL - Earn Leave |

10 ¥ Show entries Search:
Month <  Date % Flag % InTime ¢ OutTime % Work Hours ¢
June-2019 18-06-2019 N 10:00 18:00 08:00

Showing 1 to 1 of 1 entries
First | Previous | 1 | Next | Last

~ Print

Click on Print button; following report will generated;

ATTENDANCE DETAILS

5 braC Stichting BRAC International

Attendance for: 18-06-2019 to 18-06-2019

PIN: 072000021

Name: MR LEAVE LEAVE

Designation: [D026]-Driver

Department: HR & Training

Wor [MMCHO]-My Country Head Office

P - Present | A - Absent | h - Half Day Leave | W - Weekend | N - Holi Day | D - Late | EL - Earn Leave | SL - Sick Leave | PL - Paternity Leave | ML - Maternity Leave |
WP - Without Pay Leave | CO - Compensatory Leave | CL - Casual Leave | MC - Miscarriage | EL - Earn Leave |

Month June-2019

Date Flag In Time Out Time Work Hours Half Day
18-06-2019 N 10:00 18:00 08:00 -
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3.9.9.4 Month wise Staff Attendance Report
i Please Select, Reports >> Leave and Attendance Report >> Staff Attendance Report

Employee Attendance

Employee Attendance

Office ‘] Myanmar Country Head Ofﬁce‘ -
Employee _All Emplovee- -
Select Month Year June A 2019 v

| Exportto Pdf | Exportto Excel |

ii. Fill all the mandatory information fields and click on Export to PDF button; following report
will generated

b BRAC International HR Stichting BRAC International
raC MONTHLY EMPLOYEE ATTENDANCE BRAC Myanmar

Attendance For : June 2018

rwr.wam Country. ; Office Info: [CHO - MMCHO] Myanmar Country Head Ofice ; Empioyee. -All Employee- ; Alendance for. June 2019

Attendance & Leave Status: P - Present | A - Absent | h - Half Day Leave | W - Weskaend | N - Holi Day | D - Late | EL - Eam Leave | SL - Sick Leave | PL - Paternity Leave | ML - Maternity Leave | WP - Without Pay Leave | CO - Compensatory Leave | GL - Casual Leave | MG - Miscarriage | EL - Earn

Loave |
1|2 |3 | a|5s | 6|7 |8 |9 | 10| |12|[13]|14 15|16 17|18 |19 |20 20|22 (20|20 25|26 |27 |28|2 |3
Name & PIN
[ Ay wlw|[an|n|[n]o|[w]|w|[er|w|la|le|m|w|w|n|an|n|ew|m|w|w|[a|e|[e|e|w|w|w|w
o plo|lofe|ler|o|w|w|o|lr|la|a|la|r|la|la|a|a|a|a|w|w|[e|r|e|e]|r|w|w]|er
ONE FIRST NAME w|o|o|ofo|o|w]|w|[e]e|[e|e|[r|w|[w]e|e|nw|r|e|[w|w|[e]|e|[r|e|lr|w|w]|e
N MALE ONE LAST NAME]
E S
§ ; [l ple|w|w|le|e|[n]|e|e|w|[w|e|[e|e|[r]|e|[w|w|e
= E]
g (072000022)- HUA THAI P
R
| b & w P P P P P w | ow P [ P P P w | w p
TR0zt WA |y | we [we | e [ e | e | w|w |a|[p]|efe|r|[w|w|e|e|nwfe|e|[w|w|[e|r|e|[e]|r|w|[w]|er

. Fill all the mandatory information fields and click on Export to Excel button; following report
will generated

A B C D E F G H I ) K L M N O P Q R S T Uu v w X Y Z AA AB AC AD AE AF AG AH
1 |BRACIr ional HR
2 MONTHLY EMPLOYEE ATTENDANCE
3 For: June 2019

4 Search Criteria Country: ; Office Info: [CHO - MMCHO] Myanmar Country Head Office ; Employee: -All Employee- ; Attendanc for June 2019
Afiendance & Leave Status: P - Present | A - Absent| h - il Day Leave | W - Weekend [N - Holl Day | D - Late [EL - Earn Leave | SL- Sick Leave | PL - Patemniiy Leave | ML - Wiaternity Leave | WP - Without Pay Leave | CO -Compensatory Leave | CL - Casual Leave | WC -

> LEL-Eam Leave|
6
7 123 [af[s e |7 |89 [10[1 12138 141516 [17 18 [19 |20 [21 |22 23 |24 [25 |26 |27 |28 |29 [ 30
Name & PIN
8
5 nzounaar o wlw|n|n|n|o|w|w/[ep|wl o |p |pr|w|wlr|[r|pP|pr|pr|w]|w/|ee|pr|[pP|Pr |w]|w|w/|w
10 e o|lo|o|ep|Pp|D|w|w|o|er|e|e|e|p e |e|e |e|e|e|w|wlpr|e|r|p|[p|w|w|e
072000008 WALE
oNEFRSTNAME | w [ D | D Do | Do |D|w|w/| P |p|Pp|P|Pp|w|w|Pp|rp|n|P|Pp|w|lwlpPp|pr|P|P|Pp|w|lw|er
11 rianoy [MALE ONE LaST
W) e 17720000211 uR
12 |0m CV;U"H'C:” LEWELEWE' P P w w P P N P P w w P P P P P w w P
ar
tesa
072000022} HUA R
13
14 e I O T T I I I I O I I I
15 s Y wilw|w | P P | P |w|wle|r|p|rp|p|w|lw|r|p|n|p|p|w|w|p|rp|P|Pr|P|w|w/|er
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3.9.9.5 My Attendance

Please Select, Reports >> Leave and Attendance Report >> My Attendance
Following screen will appears-

My Attendance Details

From Date

18-06-2019

To Date 18-06-2019

|Search|

Attendance details:

PIN 072000001

Name MD. SAZADUZZAMAN

Designation [D345]-General Manager

Department [MMCHO]-Myanmar Country Head Office
WorkStation Finance & Accounts

P - Present | A - Absent | h - Half Day Leave | W - Weekend | N - Holi Day | D - Late | EL - Eamn Leave | SL - Sick Leave | PL - Paternity Leave
| ML - Maternity Leave | WP - Without Pay Leave | CO - Compensatory Leave | CL - Casual Leave | MC - Miscarriage | EL - Eam Leave |

10 ¥ Show entries

Search:
| Month - | Date < | Flag < InTime ¢ | Out Time ¢ | Work Hours ¢ |
June-2019 18-06-2019 EL 10:00 18:00 08:00

Showing 1 to 1 of 1 entries
First | Previous | 1 | Next | Last

 Print

Click on Print button; following report will generated
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Stichting BRAC International
ATTENDANCE DETAILS

Qbrac

Attendance for: 18-06-2019 to 18-06-2019
PIN: 072000001

Name: MD. SAZADUZZAMAN
Designation: [D345]-G | Manager

Department: Finance & Accounts

WorkStation: [MMCHO]-Myanmar Country Head Office

P - Present | A - Absent | h - Half Day Leave | W - Weekend | N - Holi Day | D - Late | EL - Earn Leave | SL - Sick Leave | PL - Paternity Leave | ML - Maternity Leave |
WP - Without Pay Leave | CO - Compensatory Leave | CL - Casual Leave | MC - Miscarriage | EL - Earn Leave |

Month June-2019

Date Flag In Time Out Time Work Hours Half Day

18-06-2019 EL 10:00 18:00 08:00 -

3.9.9.6 HR Leave Status
i Please Select, Reports >> Leave and Attendance Report >> HR Leave Status
ii.  Click on Search button after filling in all the mandatory information fields; following search list
will appears:

Employee Leave Status For Hr

Employee Leave Status For Hr

Office  |[cyg - MMCHO] Myanmar Cour| +
Employee _All Emplovee- -
Year 2019 v
Search
Show 10 Y  entries Search:
Earn Casual Sick
Leave Leave - Leave
Earn . Casual . Sick .
Leave Hisotry - EmileE ¢ Designation ¢ Leave ¢ En]oy_td $| Leave ¢ En]oy_ed $| Leave ¢ En]oy_ed <
name & PIN Balance days in Balance days in Balance days in
the the the
year year year
[012000297]- §
Details MD. SHARIFUL %E&fgf}f:ddit"f 11.2 5 4 1 85 0
ISLAM
[072000001]- §
Details MD. Lﬂ[;i?]e?e”era' 2.1 32 4 2 25 5
SAZADUZZAMAN g
[072000002]- [Do11]-
Details JAHIRUL ISLAM Regional 14 0 0 0 0 0 .
MOROLI Mananer
»
Showing 1 to 10 of 17 entries First | Previous | 1 |
iii.  Click on Details link; following info will appears in bellow of the screen
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Yearly Leave History:

PIN 012000297
Name MD. SHARIFUL ISLAM
Designation [D057]-Head of Internal Audit
Department [MMCHO]-Myanmar Country Head Office
WorkStation Internal Audit
10 ¥ Show entries Search:
Pay e ~ Application Leave Leave . ActualJoining .. Total enjoyed .
‘ et cacsline Status ¥ | RaYSS o From to ¥ Date ¥ days >
2019 Fam Leave With Pay Full 24-05-2019 05052019 000> 01-06-2019 1
2019 Eam Leave With Pay Full 21-05-2019 06-05-2019 231095 01-06-2019 1
2019 \Without Pay itrect Full 21-05-2019 07052010 70> 01-06-2019 1
Leave Pay 2019
2019 Eam Leave With Pay Full 21-05-2019 08-05-2019 221%5 01-06-2019 05
2019 Farn | eave With Pav Full 21-05-2019 n3-06-2019 (}:,3_':!6_ N4-06-2019 05
Showing 1 to 10 of 18 entries |
| Print |
iv.  Click on Print button; following report will generated
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braC Stichting BRAC International
Leave Record Details

PIN: 012000297

Name: MD. SHARIFUL ISLAM

Designation: [D057]-Head of Internal Audit
Department: Internal Audit

WorkStation: [MMCHO]-Myanmar Country Head Office

Year Leave Type Pay Status Day Appg:;ﬂm Leave From| Leave to JAo;l:E:i‘:‘lg enj o;::]dn ys
2019 Earn Leave With Pay Full 21-05-2019 | 05-05-2019 |05-05-2019 |01-06-2019 1.0
2019 Earn Leave With Pay Full 21-05-2019 | 06-05-2019 |06-05-2019 |01-06-2019 1.0
2019 Without Pay Leave Without Pay Full 21-05-2019 | 07-05-2019 |07-05-2019 |01-06-2019 1.0
2019 Earn Leave With Pay Full 21-05-2019 | 08-05-2019 |08-05-2019 |01-06-2019 05
2019 Earn Leave With Pay Full 21-05-2019 | 03-06-2019 |03-06-2019 |04-06-2019 05
2019 Earn Leave With Pay Full 21-05-2019 | 04-06-2019 |04-06-2019 |05-06-2019 05
2019 Earn Leave With Pay Full 21-05-2019 | 05-06-2019 |05-06-2019 |06-06-2019 0.5
2019 Without Pay Leave Without Pay Full 21-05-2019 | 10-06-2019 |10-06-2019 |[11-06-2019 1.0
2019 Casual Leave With Pay Full 21-05-2019 | 11-06-2019 [11-06-2019 [12-06-2019 1.0
2019 Paternity Leave With Pay Full 21-05-2019 | 13-06-2019 |13-06-2019 |14-06-2019 1.0
2019 Paternity Leave With Pay Full 21-05-2019 | 16-06-2019 | 16-06-2019 |17-06-2019 1.0
2019 Paternity Leave With Pay Full 21-05-2019 | 17-06-2019 |17-06-2019 |18-06-2019 1.0
2019 Paternity Leave With Pay Full 21-05-2019 | 18-06-2019 |18-06-2019 [19-06-2019 1.0
2019 Paternity Leave With Pay Full 21-05-2019 | 19-06-2019 |19-06-2019 |20-06-2019 1.0
2019 Paternity Leave With Pay Full 21-05-2019 | 20-06-2019 |20-06-2019 [21-06-2019 1.0
2019 Earn Leave With Pay Full 21-05-2019 | 23-06-2019 |23-06-2019 |24-06-2019 1.0
2019 Without Pay Leave Without Pay Full 21-05-2019 | 27-06-2019 |27-06-2019 |28-06-2019 1.0
2019 Without Pay Leave Without Pay Full 21-05-2019 | 30-06-2019 |30-06-2019 1.0

3.9.9.7 My Leave Status
i Please Select, Reports >> Leave and Attendance Report >> My Leave Status
Following screen will appears-

My Leave Status

Earn Casual Sick
Leave Leave q Leave .
Earn - Casual - Sick - Paternity
ﬁave - Elnplo;[e;.IN < Designation ¢ Leave O ‘El'a‘]"’_“d ¢ Leave ¢ 5';1"’_"" ¢ Leave ¢ 5:]0@ < Leave <
o) fame Balance ysin Balance ysin Balance ysin Balance
the the the
year year year
[072000001]- i
Details MD. %115];‘5"‘“‘ 2.1 32 4 2 25 5 13
SAZADUZZAMAN 9
»
Showing 1 to 1 of 1 entries
Year | june v 2019 v
Leave Type All Type v
Search
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Yearly Leave History:

PIN 072000001
Name MD. SAZADUZZAMAN
Designation [D345]-General Manager
Department [MMCHO]-Myanmar Country Head Office
WorkStation Finance & Accounts
10 ¥ Show entries Search:
‘ Year Leave 2 Pay 2 Day 2 Application 2 Leave P Leave 2 Actual Joining 2 Total enjoyed
Type Status Date From to Date days
20199  Eamleave  With Pay Ful 26-05-2019 0201209 920 01-05-2019 1
2019  Eamleave  With Pay Full 26-05-2019 03012019 Do 01-05-2019 1
2019  Eamleave  With Pay Full 26-05-2019 06012019 So0F 01-05-2019 1
2019 Eamleave  With Pay Full 26-05-2019 o7-or-2009 57 01-05-2019 1
2019 Eamleave  With Pay Full 26-05-2019 08-01-2019 gg'lgl' 01-05-2019 1
2019 Eamleave  With Pay Full 26-05-2019 09012019 D00 01-05-2019 1
2019 Sick Leave With Pay Full 26-05-2019 13012019 01-05-2019 1
2019 Sick Leave With Pay Full 26-05-2019 14012019 20 01-05-2019 1
2019 Sick Leave With Pay Ful 26-05-2019 16012019 o0 01-05-2019 1
2019 Sick Leave With Pay Full 26-05-2019 or20e O 01-05-2019 1

Showing 1 to 10 of 60 entries

| Print

ii.  Click on Print button; following report will generated

23 4|5 Next|last

User Manual

Version 1.0 Date 25/06/2019

© Copyright 2019 BRAC IT Services Limited

Page 338 of 366



Leave Record Details

n brac Stichting BRAC International

PIN: 072000001

Name: MD. SAZADUZZAMAN
Designation: [D345]-General Manager
Department: Finance & Accounts

WorkStation: [MMCHO]-My Country Head Office
Year Leave Type Pay Status Day App[l’i:at:ion Leave From| Leave to JEEE{I; onj o;:'da:iays
2019 Earn Leave With Pay Full 26-05-2019 | 02-01-2019 |02-01-2019 |01-05-2019 1.0
2019 Earn Leave With Pay Full 26-05-2019 | 03-01-2019 |03-01-2019 |01-05-2019 1.0
2019 Earn Leave With Pay Full 26-05-2019 | 06-01-2019 |06-01-2019 |01-05-2019 1.0
2019 Earn Leave With Pay Full 26-05-2019 | 07-01-2019 |07-01-2019 |01-05-2019 1.0
2019 Earn Leave With Pay Full 26-05-2019 | 08-01-2019 |08-01-2019 |01-05-2019 1.0
2019 Earn Leave With Pay Full 26-05-2019 | 09-01-2019 |09-01-2019 |01-05-2019 1.0
2019 Sick Leave With Pay Full 26-05-2019 | 13-01-2019 |13-01-2019 |01-05-2019 1.0
2019 Sick Leave With Pay Full 26-05-2019 | 14-01-2019 |14-01-2019 |01-05-2019 1.0
2019 Sick Leave With Pay Full 26-05-2019 | 16-01-2019 |16-01-2019 |01-05-2019 1.0
2019 Sick Leave With Pay Full 26-05-2019 | 17-01-2019 |17-01-2019 |01-05-2019 1.0
2019 Earn Leave With Pay Full 26-05-2019 | 20-01-2019 |20-01-2019 |01-05-2019 0.5
2019 Earn Leave With Pay Full 26-05-2019 | 21-01-2019 |21-01-2019 |01-05-2019 05
2019 Earn Leave With Pay Full 26-05-2019 | 22-01-2019 |22-01-2019 |01-05-2019 0.5
2019 Paternity Leave With Pay Full 26-05-2019 | 24-01-2019 |24-01-2019 |01-05-2019 1.0
2019 Paternity Leave With Pay Full 26-05-2019 | 27-01-2019 |27-01-2019 |01-05-2019 1.0
2019 Without Pay Leave Without Pay Full 26-05-2019 | 28-01-2019 |28-01-2019 |01-05-2019 1.0
2019 Without Pay Leave Without Pay Full 26-05-2019 | 29-01-2019 |29-01-2019 |01-05-2019 1.0
2019 Casual Leave With Pay Full 26-05-2019 | 30-01-2019 |30-01-2019 |01-05-2019 1.0
2019 Casual Leave With Pay Full 26-05-2019 | 31-01-2019 |31-01-2019 |01-05-2019 1.0
2019 Earn Leave With Pay Full 05-05-2019 | 01-05-2019 |01-05-2019 |01-06-2019 1.0
2019 Earn Leave With Pay Full 05-05-2019 | 02-05-2019 |02-05-2019 |01-06-2019 1.0
2019 Earn Leave With Pay Full 06-05-2019 | 02-05-2019 |02-05-2019 |01-06-2019 1.0

3.9.9.8 Leave Register
i Please Select, Reports >> Leave and Attendance Report >> Leave Register
Following screen will appears;

Leave Register

Leave Register

Office
Employee

Select Year 2019 v

| ExporttoPdf | Export to Excel |

ii.  Select office from drop-down
iii.  Click on Export to PDF button following report will appear-
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Shchting BRAC International
5 br aC BRAC International HR

EMPLOYEE LEAVE REGISTER

Employee Info : [012000297} MD. SHARIFUL ISLAM

Designation : [DOSTHHead of Intemnal Ausdit

Working Station : [MMCHO}Myanmar Country Head Office

Leave Type | Application l Leawve From | Leave To |Join'ngnam Pay‘s]Enjoy‘I Remaining ] Remarks |
Date Balance
Updated Balance

Eam Leave - - - - - 05 35/

Sick Leave - - - - - 850

Paternity Leave - - - - - 9.00

Without Pay Leave - - - - - 0.00

Casual Leave - - - - - 4.00

Leave Details

Eam Leave 21052019 | 05052019 | 05052019 | 01-06-2019 10 10.20

Eam Leave 21052019 | 06052019 | 06052019 | 01-06-2019 10 920

Without Pay Leave | 21052019 | 07052019 | 07052019 | 01062019 10 -1.00

Eam Leave 21052019 | 08052019 | 08052019 | 01-06-2019 0S 870

Eam Leave = = = = = 10.80 210 I;E;'ezgfg‘e‘j s On May

Eam Leave 21052019 | 03062019 | 03062019 | 04-06-2019 0S 10.30

Eam Leave = = = = = 12.30 Z.WIEI':“;;‘SM e

Eam Leave 21052019 | 04-06-2019 | 04-062019 | 05-06-2019 05 11.80

Eam Leave 21052019 | 05062019 | 05062019 | 06-06-2019 05 11.30

Without Pay Leave | 21052019 | 10062012 | 10062019 | 11062019 1.0 200

Casusl Leave 21052019 | 11062019 | 11-062019 | 12-082019 1.0 300

Patermity Leave 21052019 | 13062019 | 13062019 | 14-062019 1.0 800

iv.  Click on Export to Excel button; following report will appear-
A B D E F G H | J K
1 [BRAC International HR
2 |EMPLOYEE LEAVE REGISTER
3
4 |Employee Info 1 [012000297]- MD. SHARIFUL ISLAM
5 | Designation :  [D057)-Head of Internal Audit
6 Working Station : [MMCHO]-Myanmar Country Head Office
7
Leave Type ‘ Application ‘ Leave From ‘ Leave To ‘ Joining Date ‘ Day(s) ‘ Remaining ‘ Remarks ‘
8 Date Enjoy Balance
s} Updated Balance
10 Earn Leave - - - - - 95.35 -
11 Sick Leave - - - - - 8.50 _
12 Paternity Leave - - - - - 9.00 -
13 Without Pay Leave - - - - - 0.00 -
14 Casual Leave - - - - - 4.00 -
15 Leave Details
16 |Eam Leave 21-05-2019 | 05-05-2019 | 05-05-2019 | 01-06-2019 1.0 10.20 -
17 Earn Leave 21-05-2019 | 06-05-2019 06-05-2019 01-06-2019 10 9.20 -
18 Without Pay Leave 21-05-2019 | 07-05-2019 07-05-2019 01-06-2019 1.0 -1.00 -
19 Eamn Leave 21-05-2019 | 08-05-2019 08-05-2019 01-06-2019 05 8.70 -
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4 Features to Run Admin Module

4.1 User

4.1.1 User

4.1.1.1 Application User List Report

i.  Click Admin > User > Application User List Report

Follwoing screen will appear -

Admin Welcome Faruque Ahmed (0034362-HOHR- BRAC International, Bangladesh [1]) &3 B8

.
sbiCloud>

Setup User Control Panel Table Of Authority Tools Payroll Reports
ick A . .
Shuick Acoes User Information with Role Report
Country User Role
| » Favorites | Bangladesh -Select Role- ~
| print |

| Accounting Date : 04-05-2014 [DAY OPEN]

Q

UK ® 4 Ngtheriands
Hignanstan
Pakistan  Bangladech
Hagr., Sem * yanmar
soum suain
e, " g

Tanzania

* Registerad Stichting BRAG International
®Secretariat  Operation s Affiliates

r‘ it RO AP et n - LiTC
Image: Application user list report
ii.  Select Country and required field then print
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o SEBI-CountryWiseUserAndRoleListReport 09062016 023844PM [Read-Only] - Excel [ca - x

Home  Insert  Pagelayout  Formulas  Data  Review  View  Q Te Signin . Share

Al - fe BRAC International v

B C D E F G H 1 K L M N -

Full Name User Type Desi I Office Date Assigned Role
SIR FAZLE HASAMN ABED _ |INTERNAL |[D001]-Ct [[BI1-BRAC Center, 10-01-2016 [HRMGT
SIR FAZLE HASAN ABED  [INTERNAL |[D001]-Chairperson “ﬂW'BRAC Center. 10-01-2016 [HOHR
JALAL UDDIN_AHMED INTERNAL [[D271]-Regional Director, [BII-BRAC Center, 10-01-2016 [HOHR
S N Kail INTERNAL |[D002]-Chief Financial Officer [[BI]-BRAC Center, 03-09-2013 |HOHR
MOHAVMED ABDUS [D302] Programme [BIFBRAC Center. o~y
SALAN INTERNAL Coordinator Health Bangl, 01-03-2016 |GV
11 /000370; Molla Afzalul Hague ERNAL |[D029]-Manager BI-BRAC Center, 2-04-20 GU
12 [000390; Md_ Abul Kashem M d ERNAL |[D268]-Programme [BI]-BRAC Center, 1-03-2016 [HOHR
13 1001382 L ISLAM ERMAL |[D024HT Officer “ﬂ -BRAC Center, 7-12-2015 |CIT
141001382 ERNAL |[D024HT Officer BI]-BRAC Center, 7-12-2015 |HOHRIT
MOHAMMAD KAMRUL D242]-Deputy Manager, [BIT-BRAC Center, "y
15 |00150084 HASAN IMRAN INTERNAL Finance & Account Banaladast 21-09-2015 |GMGT
16/00150085  [MD BASHARUL ISLAM |INTERNAL |[D22FDeputy Manager, —IBI-BRAC Canter. 21082015 [GMGT
Finance & Account
17 100150091 LAMIA RASHID INTERNAL |[D275]-Regional Director. [BII-BRAC Center. 02-03-2016 [HOHR
18 /00155551 MUHAMMAD MUSA INTERNAL [[D003]-Executive Director [BIl-BRAC Center, 01-03-2016 [HOHR
120034092 Mohammad Lutfor Rehman _|INTERNAL |[D259]-Senior Programmer. |[BI]-BRAC Center. 16-02-2014 |CIT
20 /0034362 Farugue Ahmed INTERNAL |[D003]-Executive Director [BI]-BRAC Center, 22-04-2015 [HOHR
51 (0044219 M Rezaur Rahman NTERNaL [21FOATA Managagement [BIERAE Certer 16-05-2013 [CIT
22 LDEMDZ Proloy Barua INTERNAL |[D229]-Research Fellow [BI]-BRAC Center, 22-04-2015 |HRMGT
[D219]-Directar, Internal [BI-BRAC Center, 4.
23 |0080296 Nanda Dulal Saha INTERNAL ﬁ]u;;'g]%RAC‘& E‘F%AC ‘ '[ré”] BIR:ACIC : 22-04-2015 |HRMGT
-Director, Interna - enter,
24 |0080365 Nanda Dulal Saha INTERNAL udit. BRAC & BRAC Banaladesh 22-04-2015 |HOHR
25 (0098570 Md_Rafiqul Islam Faisal ERMAL |[D260]-Senior Manager, IT__|[BI]-BRAC Center, 11-04-2013 [HOHR
26 (011000064 TAMZID KHAN FERDOS ERMAL |[D015]-Area Manager B0200001]-Dhaka Division | 28-04-2016 |GU
27 (011000065 SAYRA BITE WASIM ERNAL |[D021]-Project Assistant [BD400001]-Katwali 28-04-2016 |GU
28 (0115454 Nargis Panvin ERNAL |[D035]-Accounts Officer [BI]-BRAC Center, 22-04-2015 [HOHR
25(012000005  [Abhijt Gupta ITERNAL [[D9271Head of Finance & |[B-BRAC Center, 10-04-2013 |HOF
coount: Banaladesh
30012000021 Md._ Abul Kashem M, der |[INTERNAL |[D268]-Programme [BII-BRAC Center. 24-03-2013 |CMGT -
rptAp ® < »
Ready i) mo- 1 + 100%

Image: Application user list report Excel

4.1.1.2 Access Control
4.1.1.2.1 Role Wise Module Access Report

i.  Click Admin>User>Access Control >Role Wise Module Access Report
Following interface will appear -

Welcome Faruque Ahmed (0034362-HOHR- BRAC International, Bangladesh [BI])

~
sl:l'i:leuj? L Accounting Date : 04-05-2014 [DAY OPEN]

Setup User Control Panel Table Of Authority Tools HR Payroll Reports [Search Q

UK®  Nathsriands

ik Ao Role Wise Access Report e
- s
+ Favorites | | selectRole s
~Select Role- « Registerad Stichting BRAC Infernational
* Secretariat Operation  » Affiliates
| show |
T R T P LN L:iTC
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Image: Role Wise Module Access Report

ii. Select Role and then show button

Role Wise Module Access Report will appear-

BRAC International Stichting BRAC International

ROLE WISE ACCESS

Ybrac

Role Name : BA

Module : Accounts

Menu Group

Menu Sub Group

Menu Title

Bank

Bank Account

Bank Account List
Mew Bank Account

Show Bank Account

Bill

Business Day

Bill Payment

Business Day

Bill Payment
Multiple Bill Payment

Paid Bill List

Show Paid Bill
Business Day

Daily Currency Denomination

Daily Currency Denomination

Fund

Fund Receive

Receive Transferred Fund
Received Fund List

Fund Transfer

Reconciliation Status

Multiple Fund Transfer

Mew Cost/Fund Transfer
Rectify Transferred Fund

Show Cost/Fund Transfer

Transferred Fund List
Reconciled/Unreconciled Fund List

1ou

10U Adjustment

10U Approval

Adjusted 10U List

Issued 10U Adjustment
Accounts Approval of 10U Request

10U Approval by Supervisor

10U Request

Issue 10U

Edit 10U Reguest
10U Request

Requested 10U List

Show 10U Reguest
Issue 10U

Issued 10U List

[R—

Tlrmls Aot Mmmees

Fimmis Aommeont | nddeoe Damnrd

Image: Role Wise Module Access Report
4.1.2 Table of Authority

4.1.2.1 TOA Setup
4.1.2.1.1 TOA Category
i.  Click Admin >Table of Authority >TOA Category
Following interface will appear -
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Create TOA Category
TOA Category Info
Module Info* | Select Module Info =i
Name =
Description

TOA Category Information

Show 10 | | entries
Category Name Category Description

No data available in table

Image: TOA Category

ii.  Select 'Module Info' and enter Name and Description
iii.  Click 'Create' button and the following screen will appear-

Create TOA Category
TOA Category Info
Module Info® ' nan Resources ¥
=k
Description

Search:

TOA Category Information

Show 10 |, | entries Search:
Category Name Category Description

Select Travel Application Travel Application
Select Higher Studies Higher Studies
Select Leave Leave
Select PMS PMS
Select Contract Renawal Contract Renewal
Select Job Separation Job Separation
Select Transfer Transfer

Showing 1 to 7 of 7 entries First | Pravious te Las
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Image: Create TOA Category

iv.  Click 'Select' link from the Isit and the follwoing screen will apper for Update/Delete/Cancel

TOA Category
Create TOA Category
Module Info* Human Resources v
Name * Travel Application
Description Travel Application

TOA Category Information

Show Tj entries Search:
Category Name Category Description

Select Travel Application Travel Application
Select Higher Studies Higher Studies
Select Leave Leave
Select PMS PMS
Select Contract Renewal Contract Renewal
Select Job Separation Job Separation
Select Transfer Transfer

Showing 1 to 7 of 7 entries First | Previous | 1 | Mext | Last

Image: Update/Delete/Cancel TOA Category
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41.2.12 TOA Type

i Click Admin >Table of Authority > TOA Setup > TOA Type
Follwoing screen will appear-

Create ToaType
Toa Category * Select Category o
Name *
Description

Name Description

@ Page 1 (of0 s> »1 10|y No records to view

Image: TOA Type

ii.  Select 'TOA Category' from the drop-down
iii. Enter 'Name' & 'Description’ fields
iv.  Click 'Create' button and the following screen will appear-
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Create Toalype

ToaType Info

Toa Category * [ Transfer

Name *

Description

All ToaType Information

LK

A i
A

&

Name Description
Transfer From Brac Bangladesh to Country Transfer From Brac Bangladesh to Country
Transfer FROM Country to Brac Bangladesh Transfer FROM Country to Brac Bangladesh
Transfer From Brac International (BD} to Country Transfer From Brac Internztionz! (BD) to Country
Transfer FROM Country to Brac Internationzl (BD) Transfer FROM Country to Brac Internationzl (ED)
Transfer From Country to Country Transfer From Country to Country
Transfer Batween Country HO & Feld OR project / department | Transfer Between Country HO & Field OR project / departme Y
>

= View 1 - 10 of 10

Page : of1

Image: Create TOA Type

v.  Click 'Select' link from the Isit and the follwoing screen will apper for Update/Delete/Cancel
TOA Type
User Manual
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Create ToaType

Toa Category * Transfer v

Name * Transfer From Brac Banglads

Description Transfer From Brac Bangladesh to Country

|llpdateHDdeteHCanod’

Name Description
Select Transfer From Brac Bangladesh to Country Transfer From Brac Bangladesh to Country A
Select Transfer FROM Country to Brac Bangladesh Transfer FROM Country to Brac Bangladesh
Select Transfer From Brac International (BD) to Country Transfer From Brac International (BD) to Country
Select Transfer FROM Country to Brac International {BD) Transfer FROM Country to Brac International (BD)
Select Transfer From Country to Country Transfer From Country to Country
Select Transfer Betwesn Country HO & Fisld OR project / department Transfer Betwean Country HO & Field OR project / department V¥
< >
® Page 1 ofi 10 [ View 1 - 10 of 10

Image: Update/Delete/Cancel TOA Type

4.1.2.2 TOA Actor
4.1.2.2.1 TOA Actor

i.  Click Admin >Table of Authority > TOA Actor > TOA Actor
Follwoing screen will appear-
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Create Table of authority Actor

Actor Name™

Is Country Specific [ |
Is Department Project Specific

Is Office Specific

| Creste  Cancel

Showj)vemﬁs Search:

Select Actor Name Is Country Specific < Is Dept Project Specific £ Is Office Specific ¢

<

Select | Respective Supervisor Yes Yes Yes A
Select | Country Human Resource Yes Yes No

Select Regional Manager Yes No Yes

Select Programme Head Yes Yes No

Select | Programme incharge Yes Yes No

Select Country Representative Yes No No

Select | Anchor Yes Yes No

Select CPO BRAC Internationzl No No No v
Showing 1 to 10 of 25 entries First | Previous | 1 [[20]13) [Mextfilast]
. Export To Excel \

Image: Create Table of Authority Actor

4.1.2.2.2 Employee TOA Mapping

ii.  Click Admin >Table of Authority > TOA Actor > Employee TOA Mapping
Follwoing screen will appear-

Create Employee Table of Authority Mapping

Actor Select Actor v
Employee Info i,E';
| save
Image: Employee TOA Mapping
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4.1.2.2.3 Employee TOA Mapping List

iii.  Click Admin >Table of Authority > TOA Actor > Employee TOA Mapping List
Follwoing screen will appear-

Employee Table of Authority Mapping

10 |, [Show entries Search:
Actor Name Employee Info Country

Select Respactive Employes [031000002] BUSINGE DANIEL [800] Uganda A
Select Respactive Suparvisor [031000002] BUSINGE DANIEL [800] Uganda

Salect Country Human Resource [0150054] A.B.M. ISLAM [728] South Sudan

Select Country Human Resource [0000223] SHIB KAIRY 1050] Bangladesh

Select Country Human Resource [3700258] MOU MAJAK [728] South Sudzn

Select Country Human Resource {031000002] BUSINGE DANIEL [800] Uganda

Salect Regional Manager [0013638] MIR HOSSAIN [728] South Sudan
Select Regional Manager [3700453] VICTORIA LAKU [728] South Sudan v
Showing 1 to 10 of 88 entries First | Previous | 1 R i2lia ] 5 Next ] Last)

Image: Employee TOA Mapping List

4.1.2.3 Manage Table of Authority
4.1.2.3.1 Table of Authority

i.  Click Admin >Table of Authority > Mange Table of Authority > Table of Authority
Follwoing screen will appear-
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Table of Authority

Module Info * TOA Category *

i Select Module Info i Select TOA Category v

TOA Type * Authority Type * Country ©
Select TOA Type ) Select Authority Type " Select Country “

Actor * Panel *

Select Actor v Select Panel v

| Add |

Authority Type Country Actor Panel Actor Office

Image: Table of Authority

ii. Fill the required info and added into the grid list
iii.  Click 'Save' to save the info..
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Table of Authority

Table of Authority
Module Info * TOA Category *
Human Resources v Transfer V)
TOA Type * Authority Type * Country *
Transfer From Brac Internationzl| o Proposzl “ Bangladesh “
Actor © Panel * Actor Office
Country Human Resource v Panel-2 v Source Office v
 Add
Authority Type Country Actor Panel Actor Office
Proposal Bangladesh Anchor BD 1 Panel-1 Source office %
< >
Image: Table of Authority
4,1.2.3.2 TOA Authority Type
i.  Click Admin >Table of Authority > Mange Table of Authority > TOA Authority Type
ii. Enter 'Name, Status and Description' fields and click 'Create’ button
Follwoing screen will appear-
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Create TOA Authority Type
Name * —
Status *
Description

I
f

Toa Authority Type Information List

Authority Type Name Authority Status Authority Type Description
Select Approval On Approval Approyal
Select Recommendation On Recommendation Recommendation
Seler Proposal Cn Proposzl
& Page : | of1 10 i, View1-30of3

Image: TOA Authority Type

i.  Click 'Select' link from the grid-view list
Following screen will appear for Update/Delete/Cancel TOA Authority Type
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Create TOA Authority Type

Name * Approval
Status * On Approval
Description Approval

| Update  Delete  Cancel

Toa Authority Type Information List

Authority Type Name Authority Status Authority Type Description
Select Approval On Approval Approval
Select Recommendation On Recommendation Recommendation
Selec Propossl On Proposal
& Page : ofl 0 |y View 1-30of 3

Image: Update/Delete/Cancel TOA Authority Type

4.1.2.3.3 TOA Authority Type Mapping

i.  Click Admin >Table of Authority > Mange Table of Authority > TOA Authority Type Mapping
Follwoing screen will appear-

Create TOA Authority Type Mapping

Module Info Select Module Info

A"
TOA Category Select TOA Category L¥
TOA Type Select TOA Type (¥}
e =

Image: TOA Authority Type Mapping
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ii. Fill the required info from the drop-down
Following screen will appear-

Create TOA Authority Type Mapping

Module Info Human Resources v

TOA Category Transfer v

TOA Type Transfer From Brac Internztional (BD) to Country |,
Proposal Is Start Is Final ]

Next Step Recommendation |

IsStart [ | IsFinal [ ]
Recommendation
Pre Step Proposal v Next Step Approval v
Approval IsStart || Is Final

Pre Step Recommendation |4

Image: TOA Authority Type Mapping

iii. Click 'Save' to save data

4.1.2.4 TOA Designation Group Map
4.1.2.4.1 TOA Designation Group Map

ii.  Click Admin > Table of Authority > TOA Designation Group Map > TOA Designation Group
Map
Follwoing screen will appear-
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Create Toa Designation Group Map

Country * [ select Country vi
Designation Group * Select Designation Group ¥
Employee Designation List

F
is

e T S I

save

Image: Create TOA Designation Group Map

4.1.2.4.2 TOA Designation Group Map Report

i.  Click Admin > Table of Authority > TOA Designation Group Map > TOA Designation Group
Map Report
Follwoing screen will appear-

Toa Designation Group Map List Report

Country | All Country M
Designation Group All Designation Group v
| Export To Excel |

Image: TOA Designation Group Map

ii.  Select 'Country' & 'Designation’ gruoup from drop-dow
iii.  Click 'Export to Excel' and the following report will appear
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lﬁf)rac;' C

TABLE OF AUTHORITY DESIGNATION GROUP MAP LIST

3 | Country:Bangladesh; Designation Group:Local Below Regional Manager ; Generated at Wed Jun 15 14:05:27 BDT 2016 ; Generated by: 0000223

Gouitiy Toa Designation
4 Group

Local Below Regional

Bangladesh
5 A Manager
Bangladesh Local Below Regional
6 Manager
Bangladesh Local Below Regional
7 Manager
Bangladesh Local Below Regional
8 Manager
Bangladesh Local Below Regional
9 Manager
Local Below Regional
Bangladesh
10 S i Manager
Bangladesh Local Below Regional
1" Manager
Local Below Regional
Bangladesh
12 angades Manager
Local Below Regional
Bangladesh
13 anpaces Manager
Local Below Regional
I h
14 Bangides Manager
Local Below Regional
Bangladesh
15 T v Manager

Employee
Designation

Chairperson
Chief Financial Officer

Executive Director

Deputy Executive
Director

Director

Associate Director

Country
Representative
Country Head of
Accounts

Area Manager
Area Accountant

Area Coordinator

Image: TOA Designation Group Map Report

4.1.2.5
4.1.2.5.1

Authority Delegation
Delegation of Authority

i.  Click Admin > Table of Authority > Authority Delegation > Delegation of Authority
Follwoing screen will appear-

Create Delegation Of Authority

Delegated Employee * | V2

[l 1s TOA Category Required

StartDate *  [oooorry

MM-YYYY

End Date *

DD-MM-YYYY

[ 1s Project-Department Mapping Required)

[

 Create H Cancel

Version 1.0 Date 25/06/2019
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Image: Create Delegation of Authority

ii. Enter required info and click 'Create' button to create delegation of authority

Create Delegation Of Authority

Delegated Employee * g NaRAYAN KAIRY [0000223] (&3]

Is TOA Category Required

Module Info Human Resources =

TOA Category

— el e Remove all
= . + 1 Transfer =

e + * Job Separation =

Leave 2

Higher Studies ek

Travel Application tk

StartDate *  53.06-2016

EndDate * 31157036

Is Project-Department Mapping Required)

Country [050]-Bangladesh v

Available Project Department

®Project (_Department

E [BD-0001] BRAC International HO (BD) A
Internal Audiit

Finance & Accounts

HR & Training

Monitoring & Review

PR & Communication

Information Technology

Procurement, Logistics & Transport

Research and Development

Microfinance

Health & Nutrition v

HEREREEEEE

Collapse All | Expand All | Select All | Unselect All

| Create | cancel

Image: Create Delegation of Authority
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4.1.2.5.2 Delegation of Authority List

i Click Admin > Table of Authority > Authority Delegation > Delegation of Authority List
Following scren will appear-

Delegation Of Authority List

Country | Al Country i
Office Info ~
Project -
Department Salect Dapartmen v
Employee PIN Sokoct Emaiovee -
| Search |
Select Delegated User PIN Start Date End Date Remove
& Page: | ofD »» NTT No records to view

Image: Delegation of Authority List

ii.  Select country and required field to search and the following screenwill appear
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Welcome Faruque Ahmed (0034362-HOHR- BRAC International, Bangladesh [BI]) =

| Accounting Date : 04-05-2014 [DAY OPEN]

sbiCioud>

Setup User Control Panel Table Of Authority Tools HR Payroll Reports | search Q
UK®, Ngtherianas
Quick Access - - - usae atgnanistan
Delegation Of Authority List v s/ P g
Wn
L Delegation Of Authority List LL',VD';:u Soulh Sudan. gy,
—— Uganda
S Tanzanis
PE ‘ ) Al Country -
+ Registered Stichting BRAC Interatic
s . - s Sscratarist  Operation s Afflis
Project | ‘ -
Department | [.cciect Department- [~
Employee PIN |-.:==::5--:: ce- ‘v
| Search ‘
Delegation Of Authority
Select Delegated User P Start Date End Date Remove
Select ABHLIIT GUPTA 0137303 03-06-2016 03062015 Remove
Select MOU MAJAK 3700298 08-06-2016 08-06-2015 Remove
Select SHIB NARAYAN KAIRY 0000223 08-06-2016 08-06-2015 Remove
Select SHIB NARAYAN KAIRY 0000223 01-06-2016 01-06-2015 Remove
v
Copyright @ BRAC International 2016 Developed By: S5iTS

Image: Delegation of Authority List

4.1.2.5.3 Transfer of Authority

i.  Click Admin>Table of Authority>Authority Delegation >Transfer of Authority
Following screen will appear-

ii.  Select country and required field to search and the follwoing screen will appear
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sbiCioud>
Setup User Control Panel  Table Of Authority
Quick Access
L Transfer OF Authority
‘ oo | Country
Office Info
Project
Department
Module

TOA Category

Employee PIN

| search |

Pending Process List

Select  Proposal No

BI-2016403

BI-2016403
BI-2016403
B1-2016403

BI-2016403
BI-2016403

B1-2016403
B1-2016403

BI-2016403

ooooogogog

BI-2016403

&

Accused Employee *

| Export To Excel |

4.1.2.5.4

Administrator

Tools HR

Welcome Faruque Ahmed (0034362-HOHR- BRAC International, Bangladesh [BI])

Payroll  Reports

Transfer Of Authority

All Country v
[+
ot -

-Select Module Info- ~

-Select TOA Category- ~

Proposal Type Actor Name Pinlo  Employee Name Missed Days
Transfer Anchar D 1 012000328 A KM KAMRUL ISLAM e
Transfer Anchor BD 1 012000325 |FARIDA YASMIN 4
Transfer Anchor BD 1 012000330 A. M. M. MOHASIN 4
Transfer Anchor BD 1 012000332 | MD AMINUR RAHMAN 44
Transfer Anchar D 1 012000333 SHANAZ PARVEEN e
Transfer Anchor BD 1 012000335 | SAIMA ZOHDA 44
Transfer Anchor BD 1 012000336  MOSAMMAT KAMRUN NAHAR 44
Transfer Anchar D 1 012000337 | MOSTAFA KAMAL e
Transfer Anchor BD 1 012000338 NIPA SAHA 44
Transfer Anchor B 1 012000340  MOHAMMAD IRAQ HOSSAIN 4

Page 1 |of8 = =1 10|

v

Copyright @ BRAC International 2015

Image: Transfer of Authority

Delegation of Authority by Administrator
i.  Click Admin >Table of Authority > Authority Delegation > Delegation of Authority by

ii. Enter required parameters to create

View 1- 10 of 77

| Accounting Date : 04-05-2014 [DAY OPEN]

[ search Q
UK#, Nstheriancs
usas Argnanistan
Paxistan  Bangiaost
Hair., S Wyen
et
Soutbucan),
Liberia i
Uganda

Tanzania

« Register=d Stichting BRAC Internatio
© Secrefariat  Operation = Affilis

v
Developed By: TS
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m Admin Welcome Faruque Ahmed (0034362-HOHR- BRAC International, Bangladesh [B1]) [:]

[~
sbitluuc;‘? L Accounting Date : 04-05-2014 [DAY OPEN]

Setup User Control Panel Table Of Authority Tools HR Payroll Reports | search Q
i i NltMﬂlMlﬂmmm
Quick Aogess Delegation Of Authority By Administrator :.:A. Sara - ogrgaeeen
L e e
[ R ‘ nctual Employee * = i
* Registersd Stichting BRAC International
Delegated Employee * )] =Secretariat  Operation = Affiliates

[ 1s ToA Category Required

Start Date *

End Date *
[ 1s Project-Department Mapping Required)

Image: Delegation of Authority by Administrator

4.1.2.5.5 Delegation List by Administrator
i.  Click Admin > Table of Authority > Authority Delegation > Delegation List by
Administrator
ii.  Select country and required fileds to search
Following screen will appear-

EX @ aon Welcome Faruque Ahmed (0034362- HOHR- BRAC International, Bangladesh [e1)) 5 )

et
sbiCloud> | Accounting Date : 04-05-2014 [DAY OPEN]
Setup User Control Panel Table Of Authority Tools HR  Payroll Reports [ Search Q
- - - - - UK Ngtherlands ~
Quick Access Delegation Of Authority By Administrator List usas L
Peetan Bl
( e e
soamsucan |
e et Uganas
‘ + Favorit | Country ‘All Country = Tanzania
Office Info | off ‘_ = Registered Stichting BRAC Internatio
All Office- +Secretariat  Operation = Affilia|
Project [select project- |-
Department [.seict Depertment- [+
Employee PIN [.soject Erployes- [+
| search |
Transformation Of Authority
Select ‘Country Actual User Delegated User Start Date  End Date Remove
Select Bangladesh [0034362] FARUQUE AHMED [0137303] ABHLIIT GUFTA 09-06-2016  09-06-2016 Remove
Select Bangladesh [0034352] FARUQUE AHMED [3700298] MOU MAJAK 08-06-2016 |08-06-2016 |Remove
Select Bangladesh [0034362] FARUQUE AHMED [0000223] SHIB NARAYAN KAIRY 08-06-2016 08-06-2016 Remove
Select Bangladesh [0034362] FARUQUE AHMED [0000223] SHIB NARAYAM KAIRY 01-06-2016 |01-06-2016 |Remove
M
Image: Delegation List by Administrator
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Pending Process List
Click Admin > Table of Authority > Pending Process List
Following screen will appear-

Pending Process Search

Pending Process Search

Country j Country v
Office Info _All Office v
Project Select Project v
Department Select Department i
Module -Select Module Info- v
TOA Category -Select TOA Category- v
Employee PIN Select E e -

|

Pending Process List
3 Missed

SL  Proposal No Proposal Type Actor Name Pin No Employee Name S Email

& Page T of0 »> »1| 10 v No records to view

- ExporttoPdf  Export to Excel

Image: Pending Process List
Select 'Country' form drop-down and other searching criteria to search
Click 'Export to Pdf' and the following report will appear
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b BRAC International HR Stichting BRAC International
I’aC PENDING PROCESS LIST REPORT BRAC

Searching Criteria:
Country:{050]-Bangladesh ; Office Info: -All Office- ; Project: -Select Project- ; Office Info: -Select Department-Module-Select Module Info-TOA Category :-Select TOA Category-;
Employee: -Select Empio)

Proposal Type Proposal No Actor Name PIN No Employee Name Email Address Missed Days
Transfer BI-2016403 Anchor BD 1 012000328 AKMKAMRUL ISLAM 50
Transfer BI-2016403 Anchor 8D 1 012000329 FARIDA YASMIN 50
Transfer BI-2016403 Anchor BD 1 012000330 A. M. M. MOHASIN 50
Transfer BI-2016403 Anchor BD 1 012000332 MD AMINUR RAHMAN 50
Transfer BI-2016403 Anchor BD 1 012000333 SHANAZ PARVEEN 50
Transfer BI-2016403 Anchor BD 1 012000335 SAIMA ZOHDA 50
Transfer BI-2016403 Anchor BD 1 012000336 MOSAMMAT KAMRUN NAHAR 50
Transfer BI-2016403 Anchor BD 1 012000337 MOSTAFA KAMAL 50
Transfer BI-2016403 Anchor BD 1 012000338 NIPA SAHA 50
Transfer BI-2016403 Anchor BD 1 012000340 MOHAMMAD IRAQ HOSSAIN 50
Transfer BI-2016404 Anchor BD 1 012000328 AKMKAMRUL ISLAM 50
Transfer BI-2016404 Anchor BD 1 012000329 FARIDA YASMIN 50
Transfer BI-2016404 Anchor BD 1 012000330 A.M.M. MOHASIN 50
Transfer BI-2016404 Anchor BD 1 012000332 MD AMINUR RAHMAN 50
Job Separation  |BD300001-2016408 | Anchor BD 1 012000338 NIPA SAHA 50
Job Separation | BD300001-2016408 | Anchor BD 1 012000340 MOHAMMAD IRAQ HOSSAIN 50
Job Separation | BI-2016409 Anchor BD 1 012000328 AKMKAMRUL ISLAM 50
Job Separation | BI-2016409 Anchor BD 1 012000329 FARIDA YASMIN 50
Job Separation | BI-2016409 Anchor BD 1 012000330 A.M.M. MOHASIN 50
Job Separation | BI-2016409 Anchor BD 1 012000332 MD AMINUR RAHMAN 50
Job Separation | BI-2016409 Anchor BD 1 012000333 SHANAZ PARVEEN 50
Job Separation | BI-2016409 Anchor BD 1 012000335 SAIMA ZOHDA 50
Job Separation | BI-2016409 Anchor BD 1 012000336 MOSAMMAT KAMRUN NAHAR 50
Job Separation | BI-2016409 Anchor BD 1 012000337 MOSTAFA KAMAL 50
Job Separation | BI-2016409 Anchor BD 1 012000338 NIPA SAHA 50
Job Separation | BI-2016409 Anchor BD 1 012000340 MOHAMMAD IRAQ HOSSAIN 50
Job Separation | BI-2016411 Anchor BD 1 012000328 AKMKAMRUL ISLAM 48
Job Separation | BI-2016411 Anchor BD 1 012000329 FARIDA YASMIN 48
Job Separation | BI-2016411 Anchor BD 1 012000330 A.M.M. MOHASIN 48
Job Separation | BI-2016411 Anchor BD 1 012000332 MD AMINUR RAHMAN 48
Job Separation | BI-2016411 Anchor BD 1 012000333 SHANAZ PARVEEN 48
Job Separation | BI-2016411 Anchor BD 1 012000335 SAIMA ZOHDA 48
Job Separation | BI-2016411 Anchor BD 1 012000336 MOSAMMAT KAMRUN NAHAR 48
Job Separation | BI-2016411 Anchor BD 1 012000337 MOSTAFA KAMAL 48
Job Separation | BI-2016411 Anchor BD 1 012000338 NIPA SAHA 48
Job Separation | BI-2016411 Anchor BD 1 012000340 MOHAMMAD IRAQ HOSSAIN 43
Job Separation | BI-2016503 Anchor BD 1 012000328 AKMKAMRUL ISLAM 15
Job Separation | BI-2016503 Anchor 8D 1 012000329 FARIDA YASMIN 15
Job Separation | BI-2016503 Anchor BD 1 012000330 A.M. M. MOHASIN 15

| sbiCloud User:0034362| Business Date: 04-05-2014 |Printing Date & Time: 15-06-2016 221 PM | This is a system generated report Page 1 of 2

Image: Pending Process List PDF Report

iv.  Click 'Export to Excel' and the following report will appear
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10
1
12
13
14
15

Q brac

Country:Bangladesh; Designation Group:Local Below Regional Manager ; Generated at Wed Jun 15 14:05:27 BDT 2016 ; Generated by: 0000223

Country

Bangladesh
Bangladesh
Bangladesh
Bangladesh
Bangladesh
Bangladesh
Bangladesh
Bangladesh
Bangladesh
Bangladesh

Bangladesh

TABLE OF AUTHORITY DESIGNATION GROUP MAP LIST

Toa Designation
Group

Local Below Regicnal
Manager
Local Below Regional
Manager
Local Below Regicnal
Manager
Local Below Regicnal
Manager
Local Below Regional
Manager
Local Below Regicnal
Manager
Local Below Regional
Manager
Local Below Regicnal
Manager
Local Below Regicnal
Manager
Local Below Regional
Manager
Local Below Regicnal
Manager

Image: Pending Process List Excel Report

Employee
Designation

Chairperson
Chief Financial Officer

Executive Director

Deputy Executive
Director

Director

Associate Director

Country
Representative
Country Head of
Accounts

Area Manager
Area Accountant

Area Coordinator

User Manual
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5 System Enviornment Requirement

Web Browser

Firefox, Chrome

Windows/ Linux

Client OS
Server 0S Linux
Framework JDK1.7
Database Myself
Web Server Tomcat
Table 1: System environment requirement
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