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BRAC IT SERVICES LIMITED 
 

Copyright laws, this manual may not be copied, in whole or part, without a written 

agreement with biTS. Your software are administrated by this accompanying software 

licence agreement. This document should be used only for intended purposes only. 

 

Every effort has been made to ensure that the information in this manual is accurate. 

 

 

Other company and product names mentioned herein are trademarks of their respective 

companies. Mention of third party products is for informational purposes only and 

constitutes neither and endorsement nor a recommendation. biTS assumes no responsibility 

with regard to the performance or use of these products. 
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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. 

 

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

 
 

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. 

 

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- 

 New Employee  

 Employee list 

 Employee Details 

 Authenticate Employee 

 Deployment 

 Join After Deployment 

 Employee Personal File 
 
 
Business Rule: 

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. 
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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.  

 

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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* 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 

 

Image: Employee Detail search page 

iii. After search employee dashboard will appeared  
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Image: Employee Detail Dashboard 

Job Related Information 

3.1.1.2.1 Master Information 

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



 

User Manual Version 1.0 Date 25/06/2019 Page 19 of 366 
© Copyright 2019 BRAC IT Services Limited 

 
Image: Master Information 

3.1.1.2.2 Personal Information 

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

 

                                 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  

 

Image: References 
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3.1.1.2.5 Professional Experience 

i. Click on 'Professional Experience', following screen will appear  

 

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  

 

 

                                 Image: Education Information  



 

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

3.1.1.2.7 Publications 

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

 

Image: Publications 
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Contact Information  

3.1.1.2.8 Address 

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

 

Image: Address 
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Family Information 

3.1.1.2.9 Spouse Information  

i. Click on 'Spouse Information' following screen will appear  
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Image: Spouse Information 

3.1.1.2.10 Children Information 

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

Financial Information 

3.1.1.2.11 Bank Information 

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

 
 

                                            Image: Bank Information 
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3.1.1.2.12 Nominee Information 

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

 
 

Image: Nominee Information 

 



 

User Manual Version 1.0 Date 25/06/2019 Page 31 of 366 
© Copyright 2019 BRAC IT Services Limited 

3.1.1.2.13 Guarantor Information 

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

 
 



 

User Manual Version 1.0 Date 25/06/2019 Page 32 of 366 
© Copyright 2019 BRAC IT Services Limited 

Image: Guarantor Information 

 
3.1.1.2.14 Assigned Finance Projects 

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

 
 

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  

 
 

Image: Medical Information 
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3.1.1.2.16 Professional Certification 

i. Click on 'Professional Certification', following screen will appear  
 
 

 
 

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  

 
 

Image: Professional Membership Information  
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3.1.1.2.18 Language Skills 

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

             

 

 
                                                      Image: Language Skills 
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3.1.1.2.19 Visa Information 

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

 
 

Image: Visa Information 
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3.1.1.2.20 Identification Documents 

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

 
 

Image: Identification Documents 
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3.1.1.2.21 Hobbies 

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

 
Image: Hobbies 

3.1.1.2.22 Salary Info 

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

 
 

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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Image: Employee Leave Configuration 

3.1.1.2.24 Employee Attendance Configuration 

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

 
 

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  

 
 

Image: Roster Attendance Configuration  
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3.1.1.3 Authenticate Employee  

 
i. Please Select, HR ->Register ->Employee-> Authenticate employee 

 Authenticate employee screen will appear. 

 

Image: Authenticate Employee page 

ii. 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 

 
iii. 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- 

 Deployment  

 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 
- 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 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 

 

Image: Deploy employee list page 

iii. Click ‘Deploy’ Button from the list. ‘Deployment ' screen will appear. 
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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  
- Office info 
- Employee category 
- Employee PIN 
- Employee Name 
- Employee Status 

 
 

* Employee list can show any combination of above search criteria 
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Image: Deployed Employee list page 

 

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

- Office info 
- Employee category 
- Employee PIN 
- Employee Ref PIN 
- Employee Name 
- Employee Status 

 

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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Image: Join employee page 

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

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

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

vii. Enter joining Date (DD-MM-YYYY) of the employee.  
viii. Enter Remark.(if any) 

ix. Click Browse button to attach related information. 
x. Click ‘Join’ Button to deploy the employee and a successfully Join employee message will 

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

 

3.1.1.7 Joined Employee List to Edit  

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

 
 

* Employee list can show any combination of above search criteria 
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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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Image: Edit Joined Employee page 
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iv. Employee information, Personal Information and Emergency Contact Information will auto 
load from employee detail section. 

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

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

viii. Enter Remark.(if any) 
ix. Click Browse button to attach related information. 
x. Click ‘Update' Button to update any changes 

xi. 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- 

 Employee Redeployment 

 Join After Redeployment 
 
Business Rule: 

- 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. 

 

3.1.1.8 Employee Redeployment 

 
xiv. Please Select, HR ->Register ->Employee->Employee Redeployment; ‘Deployment list ' 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 

 

 

Image: Deployment list page 



 

User Manual Version 1.0 Date 25/06/2019 Page 58 of 366 
© Copyright 2019 BRAC IT Services Limited 

xvi. Click ‘Redeploy’ Button from the list. ‘Redeployment ' screen will appear. 
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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. 
xxiv. 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 

 

 
 

Image: Join After Redeployment list page 
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xiv. Click ‘Join’ Button from the list. ‘Join Employee ' screen will appear. 
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Image: Join After Redeployment page 

 

 
xv. Employee information, Personal Information and Employee Contact Information will auto load 

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

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

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

xix. Enter Remark.(if any) 
xx. Click Browse button to attach related information. 

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

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

 
3.1.2 Employee Management 

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

 Change Office 

 Change Designation 

 Bloc Employee 

 Assign Office 

 Search Employee 
 

3.1.2.1 Change Office 

i. Please Select, HR ->Register ->Employee Management-> Change Office  
 Change Office screen will appear. 
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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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Image: Change Designation 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 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. 

 

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. 

 

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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Image: Block Employee page 

 

3.1.2.5 Search Employee 

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

 

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 
- Office info 
- Employee PIN 
- Employee Reference PIN 
- Employee Name 

 
 

  
* Employee list can show any combination of above search criteria 

 
3.1.3 Contract Renew 

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

 New Contract Renewal  

 Authorize Contract Renewal  

 Contract renewal Order 

 All Contract Renewal List 
 
Business Rule: 

• 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. 

• 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 

• 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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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. 

 

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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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.  
 

 
 

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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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. 

 

 

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- 

 Employee Document Upload 

 Edit Employee Document Upload 

 Remove Employee Document Upload 

 Employee Personal File 

 Personal File Access Control 

 Pending Access Control List 

 HR Personal File Access Control 

 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. 
 

   

 
                                                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. 
 

 
 

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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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. 
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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. 
  

 
 

Image: Remove Employee Document Upload list page 

 
 

ii. Click 'Remove' link from the list. 'Remove Employee Document Upload' screen will appear. 
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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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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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Image: Employee Personal File information page 

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

  

 
 
 

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. 
 

 
 

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  

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

Requested List ‘screen will appear. 
ii. '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 

 
 

 
Image: Pending Requested List page 

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

appear. 
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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. 
 

 
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 

 

 
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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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.  

 

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. 

x. 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*. 

 

Image: Employee Transfer Authorized list page 

 (* 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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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. 
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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. 

 
 

 
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. 
 

 
 

 
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. All information regarding Transfer proposal will auto load. 
v. Authorized user can comment based on the transfer proposal. 
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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. 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. 

 
 

 
 
 

viii. 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. 

 
 

 
 

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

 
3.2.3 Transfer Order 

This part of the manual denotes the Transfer Order related activities which is following- 
• Create Transfer Order 
• Revise Transfer Order 
• Cancel Transfer Order 
• 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. 
 

 

                                                          Image: Employee Transfer Order list page  

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

iii. 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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Image: Revise Transfer Order list Page 

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

 

Image: Revise Transfer Order Page 

iii. Add remark (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. 
 

 
 

Image: Update Transfer Order List Page 

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

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

 

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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 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*. 

 * 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. 

 

 

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 

 

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*. 

 

Image: Employee Country settlement list page 

 

 * 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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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 

 
 

Image: Employee Settlement List For Update page 

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

 Releasing office JAT 

 Receiving Office JAT 

 Release Office Transfer List for Update 

 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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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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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. 

 

Image: Received After Transfer list page 

ii. Click on Order Number ‘New office JAT‘ screen will appear.  
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 ’Receive after Transfer’ button to join the employee in new office.  
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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. 
 

 
 
 

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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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. 
 

 
 

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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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. 
 

 
 
 

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. 
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Image: All Transfer List page 

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

 
 

Image: Employee Transfer Proposal page 

 



 

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

3.3 Job Separation 

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

 New Separation Proposal 

 Job Separation Authorization 

 Job Separation Order 

 Charge Handover 

 Clearance 

 Account Settlement 

 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: 

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

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

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

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

 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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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. 



 

User Manual Version 1.0 Date 25/06/2019 Page 126 of 366 
© Copyright 2019 BRAC IT Services Limited 

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.  
 
 

 
 
 
xiii. Click on Yes button.  

Observe that New Job Separation Proposal will be created with created message 
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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 
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Image: Job Separation Proposal List page 

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

 
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. 



 

User Manual Version 1.0 Date 25/06/2019 Page 129 of 366 
© Copyright 2019 BRAC IT Services Limited 

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- 

 Job Separation Order 

 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. 
 

 

Image: Employee Job separation Order list page 

 

ii. Click on Proposal Number ‘Job separation order ' screen will appear. 
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Image: Employee Job separation Order page 

 
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  

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

 
Image: Job separation Cancel Order list page 

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

 Charge Handover 

 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. 
 

 
Image: Employee Charge Handover list page 

 

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

 
 

Image: Employee Charge Handover List for Edit page 

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

 
 

 

Image: Employee Clearance list page 

 

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

iv. Employee information will auto generated based on the Separation proposal. 
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v. 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 

 

                                      Image: Employee Clearance List for Edit  
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i. Observe that created employee Clearance  info is available in Employee clearance  List for Edit 

ii. Click on “Order no” button,  Job Separation Clearance  page will appear 
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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. 
 
 

 

Image: Employee Settlement page 

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

 Exit Interview  

 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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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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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 

 
 
 
 

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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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. 

 
Figure 59: Employee Release list page 

ii. Click on Order No, Job Separation Release page will appear.  
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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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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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Image: Job SeparationProposal List page 

 

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

 

 
 

Image: HR Proposal List for Job Separation page 

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

 
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- 

 Whistle Email Mapping 

 Whistle Blower 

 Whistle Blower List 

 New Grievance 

 Grievance Action 

 Employee Reply/Appeal 

 Grievance Committee Feedback  

 HR Reply/Appeal 

 Grievance Misconduct Info 

 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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 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. 
 

 

 
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. 

 
Image: Create Whistle Blower page 

 

ii. Enter 'Subject' and body text 
iii. Click 'Brows' button to attached required file 
iv. Click 'Create' button and see Whistle Blower successfully message appear. 
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3.4.3 Whistle Blower List 

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

 
Image: Whistle Blower List page 

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

appear. 
 

 
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. 

 

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. 

 
Image: HR Grievance Action page 

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

 
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. 
 

 
Image: Employee Appeal/Reply Page 

 

 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. 

 

 
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. 
 

 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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Image: Employee grievance appeal page 

 

 
Old Figure 67: Employee Grievance Employee reply list page 
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ix. Click Reply button ‘Employee Reply’ screens will appear. 

 

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. 
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3.4.7 Grievance Committee Feedback 

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

 
Image: need data continue further process 

 Note: If action taken as investigation and observationthen employee grievance information will 
come to committee feedback list page ofrespective committee member  

 

 
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. 
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Image: Employee Committee feedback page 
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3.4.8 HR Reply/Appeal 

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

 
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 

 
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. 
 

 
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. 

 

 
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. 

 

 
Image: Add Accused Employee page 

 

3.4.12 Add Investigation Committee member 

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

 
Image: Add Investigation Committee member List page 

 

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

 HR Letter 

 
 HR letter Management 

 
 

3.5.1 HR Letter 

This part of the manual denotes the HR letter order related activities which is following- 

 Transfer Order Letter 

 Appointment Letter 

 Contract Letter 

 Contract Renew Letter 

 Revise Transfer Order letter 

 Transfer Cancel Order Letter 

 Job Separation Order Letter 

 Job Separation Cancel Order Letter 

 Create Custom Letter 

 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. 

 
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 

 

 
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). 
 

 
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. 
 

 
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; 
 

 
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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Image: Contract Renewal letter page 

 

3.5.1.5 Revise Transfer Oder 

 
i. Click on HR Letter-> HR Letter-> Revise Transfer Oder 

 On the screen search and select any result; 

 
Image: Revise Transfer Oder letter List page 

 

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. 

 
Image: Transfer Cancel Order List page 

ii. On the 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. 
 

 
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. 
 

 
Image: Job Separation Cancel Order List page 

ii. On the 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. 

 
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. 
 

 
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 

 HR Letter Signatory 

 HR Letter Template 

 All Issued 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. 
 

 
Image: Create HR Letter Signatory image 
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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. 

 
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 All Issued 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). 
 

 
Image: Search Employee for HR Letter image 
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3.6 HR Circular 

3.6.1 Circular Category 

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

 

Image: Create HR Circular Page 

3.6.2 Circular List 

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

 

 
Image: List of HR Circular 
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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 

 

 
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  

 

 
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-  

 Leave Setup 

 Employee Leave Apply 

 Leave Cancellation 

 Leave Extension 

 Leave Early Back 
 

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

view- 

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

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

 Leave Cancellation 
o Leave Cancellation Apply 
o Leave Cancellation Authorization 
o Associate Leave Cancellation List 

 Leave Extension 
o List For Leave Extension 
o Leave Extension Authorization 
o Associate Leave Extension List 

 Leave Early Back 
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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- 

 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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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- 

 
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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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- 

 
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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Image: Employee Leave Category 

 

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

 
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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                                                                                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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                                                                                      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- 

 
                                                                    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- 

 Employee Leave Apply 
o Leave Apply 
o Leave authorization 
o Associate Leave Request List 
o Employee Leave Apply List  
o Employee Leave History  
o Maternity Leave Apply by HR 
o Compensatory Leave Apply 
o 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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                                                                                 Image: Employee Leave Apply 

Following required option needs to fill up- 
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                                                                            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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vii. 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. 

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- 
 

 
 
                                                   Image: Employee Leave Apply Authorization List 

 

ii. In the employee leave, apply authorization list there will be the list of all applied leave 

requests. 

iii. From the list, the supervisor can clarify the request and accept or reject the applied request. 

iv. 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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                                                              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- 

 
 
                                                                                 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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                                                                             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- 

 

                                                         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. 

 

                                                                      Image: Employee Leave Apply List  

iv. Through clicking on the Employee Name  detailed following interface will appear- 

 

                                                           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- 

 

                                                  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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                                                                  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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                                                                          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- 

 

 

 

                                                             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- 

 

                                                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.   



 

User Manual Version 1.0 Date 25/06/2019 Page 201 of 366 
© Copyright 2019 BRAC IT Services Limited 

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- 

 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- 

 
 
                                                             Image: Employee Leave Cancellation Apply List 

ii. At top 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- 

 
                                                        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- 

 
Image: Employee Leave Cancellation Request List 
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ii. 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- 

 

 
                                                           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. 

 

  
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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                                                                 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. 
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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- 

 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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                                                              Image: Employee Leave List for Extension 

ii. At top 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. There needs to select date in the date field. 

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- 
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                                                                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. There is 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- 

 
                                                       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- 

 
                                                         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- 
 

 
 
                                                                            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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                                                                                 Image: Employee Leave Extension 

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- 

 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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                                                         Image: Employee Leave Early Back Apply List 

ii. At the top 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. 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- 
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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. There is 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. After applying, 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- 

 
 
                                                 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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                                             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. 

 

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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                                                                               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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                                                                              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-  

 Attendance Setup 

 Attendance Entry 
 
Under some of the featured list, there are some sub floating menu list, which will appear as following 

view- 

 Attendance Setup 
o Attendance Status 
o Attendance Configuration 
o Shift Attendance Configuration 

 

 Attendance Entry 
o Employee Attendance Entry 
o Attendance Entry By Supervisor  
o Attendance Entry By HR 
o Multiple Attendance Entry By HR 
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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                                                                             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. 

 

  
Present: Present status show when an employee present in the office due time. 
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- 

i. Click HR > Leave and Attendance > Attendance Setup > Attendance Configuration 
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 Following interface will appear- 

 
                                                              Image: Employee Attendance Configuration 

ii. At the 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. Then start 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- 
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                                                         Image: Create Shift Attendance Configuration  

i. Enter Name to the 'Name' Section 
ii. Select Attendance Schedule  
iii. Enter Start and End Time in Start Time and End Time Field.  
iv. Click ' Create ' Button to create Shift attendance cofiguration. 

v. User can cancel the operation by using ' Cancel ' Button.   

 

                        
  



 

User Manual Version 1.0 Date 25/06/2019 Page 221 of 366 
© Copyright 2019 BRAC IT Services Limited 

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- 

 

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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                                                         Image: Employee List for Logged In Supervisor 

ii. Click on a link (Employee Name) from the list  

Following screen will appear- 
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I                                                                         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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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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1. Authorized user will have access this feature 

2. Attendance status will be updated by user daily/monthly 

3. County, office and month selection is mandatory 

4. Individual employee can be searched or all employee will be searched office wise 

5. By default, all status will be “P” if any status not found from systemtill current date. Future date 

will be empty. 

6. For “Present (P)” default time taken from attendance configuration 

7. if any status found from system entry then that status will show here 

8. “Weekend (W)” and “Holiday (H)” will be from Holiday & Weekend setup 

9. 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.  

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- 

 

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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Image: Multiple Attendance Entry by HR 

 
 

 

Upload Attendance Info:  
 

i. Click HR >Leave and  Attendance > Attendance Entry >> Upload Attendance Info 

 Following interface will appear- 

 

 
                              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. 

 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 

 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 

 Renewal Position Report 
- Visa and Other Documents Stat 
- Upcoming Employment Renewal Status Report 
- Post Renewal Status 

 Transfer 
- Staff Transfer Information 
- Staff Transfer Information Revise List 
- Staff Transfer Information Cancelation List 
- Employee Country Settlement 
- Join After Transfer 

 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 
- At a Glance 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 
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3.9.1 Retention  

This part of Reports section consists of following links. 

 Average Head Count Span of Supervision 

 Level Wise Average Age of Employment 

 First/Second Year Service Resignation Rate 

 Probation Extension Rate 

 Retirement Rate 

 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- 
 

 
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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Image: Average Head Count Span of Supervision 

 
iii. Click 'Export to Excel' button 

Following excel report will appear- 
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Excel Report: Average Head Count Span of Supervision 

 

3.9.1.2 Level Wise Average Age of Employment 

i. Please Select, HR > Reports > Retention > Level Wise Average Age of Employment 
Following screen will appear- 
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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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Image: Level Wise Average Age of Employment 

 
iii. Click 'Export to Excel' button 

Following excel report will appear- 
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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- 
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Image: First/Second Year Service Resignation Rate 

 
ii. Select 'Country' form the drop-down and others searching criteria and click 'Search' button 

Following information will appear- 
 



 

User Manual Version 1.0 Date 25/06/2019 Page 236 of 366 
© Copyright 2019 BRAC IT Services Limited 

 
Image: First/Second Year Service Resignation Rate 

 

iii. Click 'Export to Excel' button 
Following excel report will appear- 
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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- 
 

 
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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Image: Probation Extension Rates 

 

iii. Click 'Export to Excel' button 
Following excel report will appear- 
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Excel Report:  Probation Extension Rates Report 

 

3.9.1.5 Retirement Rate 

i. Please Select, HR > Reports > Retention > Retirement Rate 
Following screen will appear- 
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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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Image: Retirement Rate 

 
iii. Click 'Export to Excel' button 

Following excel report will appear- 
 

 
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- 
 

 
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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Image: Resign Vs Termination Ratio 

 
iii. Click 'Export to Excel' button 

Following excel report will appear- 
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Excel Report: Resign Vs Termination Ratio Report 

 

 

3.9.2 Employee Relation 

This part of Reports section consists of following links. 

 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 
 

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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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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Image: New Grievance List 

 
iii. Click 'Print' button 

Following report will generate- 
 

 



 

User Manual Version 1.0 Date 25/06/2019 Page 247 of 366 
© Copyright 2019 BRAC IT Services Limited 

Report: New Grievance List Report 
 

3.9.2.2 Grievance Action List 

i. Please Select, HR > Reports > Employee Relation > Grievance Action List 
Following screen will appear- 
 

 
Image: Grievance Action List 

 
ii. Select 'Grievance Action Type' form the drop-down and others searching criteria and click 

'Search' button 
Following information will appear- 
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Image: Grievance Action List 

 
iii. Click 'Print' button 

Following report will generate- 
 

 
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- 
 

 
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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Image: Grievance History 

 
iii. Click 'Export to Excel' button 

Following excel report will generate- 
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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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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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Image: Total Grievance Reporting 

 
iii. Click 'Export to Excel' button 

Following excel report will appear- 
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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- 
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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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Image: HR Department Staff Turnover Rate 

 
iii. Click 'Export to Excel' button 

Following excel report will appear- 
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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- 
 

 
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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Image: Monthly Average Grievance Reporting 

 
iii. Click 'Export to Excel' button 

Following excel report will appear- 
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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- 
 

 
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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Image: Level/Program/Gender Wise Grievance Reporting 
 

iii. Click 'Export to Excel' button 
Following excel report will generate- 
 

 
 

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. 

 Visa and Other Documents Status 

 Upcoming Employment Renewal Status Report 

 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-  
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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. 
 

 
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. 
 

 

Excel Report: View and Others Document Status Report 

 

3.9.3.2 Upcoming Employment Renewal Status Report 

 
i. Please Select, HR > Reports > Renewal Position Report > Upcoming Employment Renewal 

Status Report  
Following screen will appear- 
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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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Image: Upcoming Employment Renewal Status 

 
iii. Click on 'Export to Excel' button 

Following excel report will generate- 
 

 
 

Excel Report: Upcoming Employment Renewal Status 

 
iv. Click on 'Export to PDF' button 

Following pdf report will generate- 
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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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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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Image: Post Renewal Status Employee Info List 

iii. Click on 'Export to Excel' button 
Following excel report will generate- 
 

 
 

Excel Report: Post Renewal Status Report 

 

iv. Click on 'Export to PDF' button 
Following pdf report will generate- 
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PDF Report: Post Renewal Status Report 

 

3.9.4 Transfer 

This part of Reports section consists of following links. 

 Staff Transfer Information 

 Staff Transfer Information Revise List 

 Staff Transfer Information Cancelation List 

 Employee Country Settlement 

 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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Image: Staff Transfer Information 

 
ii. Select 'Country' form the drop-down and others searching criteria and click 'Search' button 

Following information will appear- 
 

 
Image: Staff Transfer Information 
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iii. Click 'Export to Excel' button 
Following excel report will generate- 
 

 
Excel Report: Staff Transfer Information Report 

 
iv. Click 'Export to PDF' button 

Following pdf report will generate- 
 

 
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- 
 

 
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- 
  

 
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- 
 

 
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- 
 

 
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- 
 

 
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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Image: Join After Transfer 

 
ii. Select 'Country' form the drop-down and others searching criteria and click 'Search' button 

Following information will appear- 
 

 
Image: Join After Transfer List 

 
iii. Click 'Print' from the list 

Following PDF report will generate- 
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PDF Report: Join After Transfer Report 
 

3.9.5 Separation Position Report 

This part of Reports section consists of following links. 

 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 

 At a Glance Grievance Report 
 

3.9.5.1 At a Glance Separation Report  

 

i. Please Select, HR > Reports > Separation Position Report > At a Glance Separation Report 
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Following screen will appear- 
 

 
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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Image: At a Glance Separation Report Page 

iii. Click on 'Export to Excel' button 
Following excel report will generate- 

 

 
 

Excel Report: At a Glance Separation Report Page 

 

iv. Click on 'Export to PDF' button 
Following PDF report will generate- 
 

 
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- 
 

 
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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Image: Resignation Staff List 

 
iii. Click 'Print' button 

Following PDF report will generate- 
 

 
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-  
 

 
Image: Terminated Staff List 

 
ii. Select 'Country' form the drop-down and others searching criteria and click 'Search' button 

Following information will appear- 
 



 

User Manual Version 1.0 Date 25/06/2019 Page 282 of 366 
© Copyright 2019 BRAC IT Services Limited 

 
Image: Terminated Staff List 

 
iii. Click 'Print' button 

Following PDF report will appear- 
 

 
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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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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Image: Restriction at a Glance Report list 

 
iii. Click on Export to excel button to generate Restriction at a Glance Report. 

Observe that Restriction at a Glance Report is generated properly. 
 

 
Excel Report: Restriction at a Glance Report Page 

 

3.9.5.5 Exit Interview 

i. Please Select, HR > Reports > Separation Position Report > Exit Interview 
Following screen will appear- 
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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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Image: Exit Interview 
 

iii. Click 'Print' from the list 
Following PDF report will appear- 
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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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Image: Release Order 

 
ii. Select 'Country' form the drop-down and others searching criteria and click 'Search' button 

Following information will appear- 
 

 
Image: Release Order List 

 
iii. Click 'Export to Excel' button 

Following PDF report will appear- 
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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- 
 

 
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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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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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. 
 

 

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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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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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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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. 

 
Report: At a Glance Grievance Report  

3.9.6 Staff Position Report 

This part of Reports section consists of following links. 

 Total Head Count of the Country (Current) 

 Total Employee List 

 Historic Employment (left) 

 Designation Wise Staff Information 

 Location Wise Staff List 

 Program Wise Staff Information 

 Program Wise Head Count 

 Assigned HR Project 

 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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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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Image: Total Head Count of the Country (Current) 

iii. Click on 'Export to Excel' button 
Following excel report will generate- 
 

 
 

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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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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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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Image: Total Employee List 

iii. Click on Print button to generate Employee List Report. 
Observe that Employee List Report is generated properly. 
 

 

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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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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Image: Historic Employment (left) Page 

iii. Click on 'Export to Excel' button to generate Historic Employment (left) Report. 
Observe that Historic Employment (left) report is generated properly. 
 

 

Excel Report: Historic Employment (left) Report Page 

 

3.9.6.4 Designation Wise Staff Information 

i. Please Select, HR > Reports > Staff Position Report > Designation Wise Staff Information 
Following screen will appear- 
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Image: Designation Wise Staff Information 

 
ii. Select 'Country' form the drop-down and others searching criteria and click 'Search' button 

Following information will appear- 
 
 
Image: Designation Wise Staff Information 
 

iii. 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- 
 

 
Image: Location Wise Staff List 

 
ii. Select 'Country' form the drop-down and others searching criteria and click 'Print' button 

Following report will generate- 
 

 
Report: Location Wise Staff List 

 

3.9.6.6 Program Wise Staff Information 

i. Please Select, HR > Reports > Staff Position Report > Program Wise Staff Information 
Following screen will appear- 
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Image: Program Wise Staff Information 

 
ii. Select 'Country' form the drop-down and others searching criteria and click 'Print' button 

Following report will generate- 
 

 
 

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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Image: Program Wise Staff Information 

 
ii. Select 'Country' form the drop-down and others searching criteria and click 'Print' button 

Following report will generate- 
 

 
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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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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Image: Assigned HR Project 

 
iii. Click 'Export to Excel' button 

Following excel report will generate- 
 

 
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- 
 

 
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. 

 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 
 

3.9.7.1 Designation Wise Job Description 

i. Please Select, HR > Reports > Personalise Report > Designation Wise Job Description 
Following screen will appear- 
 

 
Image: Designation Wise Job Description 

 
ii. Select 'Country' form the drop-down and others searching criteria and click 'Search' button 

Following information will appear- 
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Image: Designation Wise Job Description 

 
iii. Click 'Export to Excel' button 

Following excel report will generate- 
 

 
Excel Report: Designation Wise Job Description Report 

 

3.9.7.2 Visa Info & Renewal Feedback 

i. Please Select, HR > Reports > Personalise Report > Visa Info & Renewal Feedback 
Following screen will appear- 
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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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Image: Visa Info & Renewal Feedback 

 
iii. Click 'Export to Excel' button 

Following excel report will generate- 
 

 
Excel Report: Visa Info & Renewal Feedback Report 

 
iv. Click 'Export to PDF' button 

Following PDF report will generate- 
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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- 
 

 
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- 
 

 
Image: Work Permit Info & Renewal Feedback 

 
iii. Click 'Export to Excel' button 

Following excel report will generate- 
 

 
Excel Report: Work Permit Info & Renewal Feedback Report 

 
iv. Click 'Export to PDF' button 

Following PDF report will generate- 
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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- 
 

 
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- 
 

 
Image: Nominee Details 

 
iii. Click 'Export to Excel' button 

Following excel report will generate- 
 

 
Excel Report: Nominee Details Report 

 
iv. Click 'Export to PDF' button 

Following PDF report will generate- 
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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- 
 

 
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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Image: Supervisor Change History 

 
iii. Click 'Export to Excel' button 

Following excel report will generate- 
 

 
Excel Report: Supervisor Change History Report 

 
iv. Click 'Export to PDF' button 
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Following PDF report will generate- 
 

 
 

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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Image: Blood Group Report 

 
ii. Select 'Country' form the drop-down and others searching criteria and click 'Search' button 

Following information will appear- 
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Image: Blood Group Report 

 
iii. Click 'Export to Excel' button 

Following excel report will generate- 
 

 
Excel Report: Blood Group Report 
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3.9.7.7 New Joinee Staff List 

i. Please Select, HR > Reports > Personalise Report > New Joinee Staff List 
Following screen will appear- 
 

 
Image: New Joinee 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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Image: New Joinee Staff List 
 

iii. Click 'Print' button 
Following excel report will generate- 
 

 
Excel Report: New Joinee Staff List Report 
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3.9.8 Table of Authority Report 

This part of Reports section consists of following links. 

 Table of Authority 

 TOA Employee List 

 Delegation List 
 

 
 

 

3.9.8.1 Table of Authority 

 

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. 

 
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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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 
ii. Click on Search button after filling in all the mandatory information fields. 

Observe that Employee TOA Mapping Information will show in list. 
 

 
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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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. 
 

 
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. 
 

 
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: 

 
 

iii. Click on Details link; Attendance details info will appears in bellow of the screen  
 

 
 

iv. Click on Print button; Following Attendance Details report will generated 



 

User Manual Version 1.0 Date 25/06/2019 Page 329 of 366 
© Copyright 2019 BRAC IT Services Limited 

 
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: 

 
 

iii. Click on Details link; Supervisor Leave Status info will appears in bellow of the screen  
 



 

User Manual Version 1.0 Date 25/06/2019 Page 330 of 366 
© Copyright 2019 BRAC IT Services Limited 

 
 

iv. Click on Print button; Following report will generated 
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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: 
 

 
 

iii. Click on Details link; following info will appears in bellow of the screen  
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Click on Print button; following report will generated; 
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3.9.9.4 Month wise Staff Attendance Report 

i. Please Select, Reports >> Leave and Attendance Report >> Staff Attendance Report 

 
 

ii. Fill all the mandatory information fields and click on Export to PDF button; following report 
will generated 

 
iii. Fill all the mandatory information fields and click on Export to Excel button; following report 

will generated 
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3.9.9.5 My Attendance 

i. Please Select, Reports >> Leave and Attendance Report >> My Attendance 
Following screen will appears- 
 

 

 
 

ii. Click on Print button; following report will generated 
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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: 

 
 

iii. Click on Details link; following info will appears in bellow of the screen  
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iv. Click on Print button; following report will generated 
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3.9.9.7 My Leave Status 

i. Please Select, Reports >> Leave and Attendance Report >> My Leave Status 
Following screen will appears- 
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ii. Click on Print button; following report will generated 
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3.9.9.8 Leave Register 

i. Please Select, Reports >> Leave and Attendance Report >> Leave Register 
Following screen will appears; 

 
 

ii. Select office from drop-down 
iii. Click on Export to PDF button following report will appear- 
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iv. Click on Export to Excel button; following report will appear- 
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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 - 

 

 

Image: Application user list report 

ii. Select Country and required field then print 
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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 - 
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Image: Role Wise Module Access Report 

ii. Select Role and then show button 

 Role Wise Module Access Report will appear- 

 

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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Image: TOA Category  

ii. Select 'Module Info' and enter Name and Description 

iii. Click 'Create' button and the following screen will appear- 
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Image: Create TOA Category  

 

iv. Click 'Select' link from the lsit and the follwoing screen will apper for Update/Delete/Cancel 

TOA Category 

 

 

Image: Update/Delete/Cancel TOA Category  
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4.1.2.1.2 TOA Type 

i. Click Admin >Table of Authority > TOA Setup > TOA Type 

Follwoing screen will appear- 

 

 

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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Image: Create TOA Type 

 

 

v. Click 'Select' link from the lsit and the follwoing screen will apper for Update/Delete/Cancel 

TOA Type 
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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- 

 



 

User Manual Version 1.0 Date 25/06/2019 Page 349 of 366 
© Copyright 2019 BRAC IT Services Limited 

 

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- 

 

 

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- 

 

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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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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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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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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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- 

 

 

Image: TOA Authority Type Mapping 
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ii. Fill the required info from the drop-down  

Following screen will appear- 

 

 

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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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- 

 

 

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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Image: TOA Designation Group Map Report 

 

4.1.2.5 Authority Delegation 

4.1.2.5.1 Delegation of Authority 

i. Click Admin > Table of Authority > Authority Delegation > Delegation of Authority 

Follwoing screen will appear- 

 

 



 

User Manual Version 1.0 Date 25/06/2019 Page 358 of 366 
© Copyright 2019 BRAC IT Services Limited 

Image: Create Delegation of Authority 

 

 

ii. Enter required info and click 'Create' button to create delegation of authority 

 

 

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- 

 

 

Image: Delegation of Authority List 

 

ii. Select country and required field to search and the following screenwill appear 

 



 

User Manual Version 1.0 Date 25/06/2019 Page 360 of 366 
© Copyright 2019 BRAC IT Services Limited 

 

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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Image: Transfer of Authority 

 

4.1.2.5.4 Delegation of Authority by Administrator 

i. Click Admin >Table of Authority > Authority Delegation > Delegation of Authority by 

Administrator 

ii. Enter required parameters to create 
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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- 

 

Image: Delegation List by Administrator 
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4.1.2.6 Pending Process List 

i. Click Admin > Table of Authority > Pending Process List 

Following screen will appear- 

 

 

Image: Pending Process List 

 

ii. Select 'Country' form drop-down and other searching criteria to search 

iii. Click 'Export to Pdf' and the following report will appear 
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Image: Pending Process List PDF Report 

 

 

iv. Click 'Export to Excel' and the following report will appear 
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Image: Pending Process List Excel Report 
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5 System Enviornment Requirement 

Web Browser Firefox, Chrome 

Client OS Windows/ Linux 

Server OS  Linux  

Framework JDK 1.7 

Database Myself 

Web Server Tomcat  

Table 1: System environment requirement 

 
 
 

 


