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1 General Setup

1.1 Maintain Cloud Drive
Stepl: File | Company Profile | Cloud

Step 2: Turn ON drive

) CLELES
[
HE =
Company Mame Testing Company
Company Alias

Reg No (New) (01d) Q
Remark 2023 X

General | EPF| TAX | SOCSO HRDF | Zakat Tabung Haji | Officer| Dealer Email Settings | EHRMS =

Step 3: Click on Log in

salb\

Connect to your account
Please log in before granting SQL Payroll access to your SQL Drive account.

If you are not trying to set up a new device or app, someone is trying to trick you into granting them access to

your data. In this case do not proceed and instead contact your system administrator.

© 2023 eStream Software Sdn.Bhd.
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Step 4: Click on Log in with Google

© 2023 eStream Software Sdn. Bhd.

Step 5: Enter Email Address | Next

NOTE:

Email address can register with our consultant.

-

G Sign in with Google

Signin

to continue to sgl.com.my

Email or phone

@gmail.com

Forgot email?

Create account m




Step 6: Enter password | Next

-~

G sign in with Google

Welcome

@ @gmail.com

To continue, first verify it's you

Enter your password

[] show password

Forgot password?

Step 7: Click on Grant access

=] [AN

Account access

You are about to grant SQL Payrell access to your SQL Drive account.

Stream Software Sdn. Bhd.

SQL Payroll HRMS eTMS Guide
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Step 8: Click on Save

NOTE:

Make sure Drive is turn ON

T Cempany Profile 0ox
\"@?‘“’3—\

Company NamelTstmg Company

Company Alias | |
Reg No (New) | | o) | Qj

Remark 2023 | A

‘r Drive Ijl On

Get Google Map API Key: | |
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1.2 Maintain Location

Step 1: Human Resource | Maintain Branch

Step 2: Click on Edit

g Branch

# Code i Description i

]i Default Branch

Step 3: Click on Map

' 0.6

Code = ] Active Hew

Description | Default Branch ' | [“THiS TS defaultreca Edit

Coordinate [ Delete

Radius (meter) | 60| [“save

Preview
| (Refresh

Browse

Step 4: Enter company Address | Search | Confirm

Address {1, Jin Setia Dagang AK U13/AK, Setia Alam, 40170 Shah Alam, |
Selanger

Map  Satellite

i
E Stream Software e Klang

Google Keyboard shortcuts  Map data 2023 Google Terms of Use  Report 2 map error

Coordinate: 3.107106, 101.467658

Address: 1, JIn Setia Dagang AK U13/AK, Setia Alam, 40170 Shah Alam, Selangor,
Malaysia

Corfim | Cancel




Step 5: Key in Radius | Save

SQL Payroll HRMS eTMS Guide

NOTE:

By default, radius (meter) is 60, able to increase or reduce radius

Coordinate  [5.107106, 101.46 Map|

You can also create new branch if more than one branch

S
Code | 1 Active New
Description  DefaultBranch | (~THisTs derauttrecal| | ~E

Preview

g I —ReFEh rl

Browse
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1.3 Maintain Public Holiday

Step 1: Leave | Maintain Public Holiday
To set the public holiday of the year

Step 2: Click on Edit

#* Code Description Active

¥ é..-- Default Calendar i

Y

Yol

Code - v Active

Description Default Calendar

Mon May 01, 2023 Public Holiday

4 January 2023 February 2023 ‘March 2023 April 2023 »

# TSt Description M TWTF MTWTFSS M TWTFSS M IW TFSS
 sun Jan 01, 2023 ublic Holiday 5226 27 28 29 30 3] 0 | 4 12345 ¢ 12 3 45 1 12
23456 §6 7 8 9101112 67 8910112 “ 34567889

Won o

Sl 9101112131415 |13141516171819 7|13 141516171818 1510111213 1415 16
Morcim il RIS PLEcLiollay 16171819202122 420212223242526 {2021 2223242526 16|17 18 1920 21 22 23 More ~
Thu Aug 31,2023 Public Holiday 423242526272829 2728 {27 28 29 30 31 17|24 25 26 27 28 28 30
430 31
May 2023 June 2023 July 2023 August 2023 Refrah
MTWTFSS MTWTFSS5 MTWTFS55 MITIWTESS
il z 34567 = 1234 o 12 3 123245+8

=

B 8 91011121314 =75 6 7 8 91011 273 456789
2151617181920 21 241213 1415161718 2410111213 14 15 16
212223 24 2526 27 28 (1920212223 2425 1718192021 2223

78910111213
14151617 18 19 20
2122232425 26 27

¥

2|29[30|31 |26 27 28 29 30 =24 25 26 27 28 29 30 5|28 29 30 31
|31
September 2023 October 2023 MNovember 2023 December 2023
M TW TFSS M TW TFS S M TW TFS S M TW TFSS
Y 1:2:3 = 4 1 2 3y 123

1
% 45678910 «2345678 «678910112
#M11 121314151617 4| 910111213 1415 41314151617 18 19
181920212223 24 <1617 18192021 22 |20 21 22 23 24 25 26
(25 26 27 28 29 30 423 24 25 26 27 28 29«27 28 20 30
|30 31

45678910
111213141516 17
181920212223 24
2526 27 28 29 30 1

1234586

-

F3

B

Working Day Public Holiday



1.4 Maintain Employee

Step 1: Human Resource | Maintain Employee

Step 2: Double click employee that you want to do setting | Edit

SQL Payroll HRMS eTMS Guide

"AY Employee =.,63)
# Code MName Active
New
002 KOO KIAN KEAT v -
003 MICOLE v
Delete
004 WONG CHUN HAN v
005 YAP KIM HOCK v More -

Refresh
Detail  ~
Step 3: Go to Personal tab | Key in employee email address
& =t
Code: 001 i Job Title: Read MyKad
Name:  LEE CHONG WAI
i. Personal kroupfng Family | Payroll Info. | Allowance | Deduction  Claim Limit | Tax Benefit| Note | History | Child | Attachments e
Cancel
Gender: _s;l Male -
More =
D.0.B: 12/12/1996 -
Address:
Refresh
Phone:
Email: I) @sql.com.my
New IC: 961212014321
Old IC:
Passport:

Immigration Mo:

Permit Moz

10
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Step 4: Go to Grouping tab | Select Branch

Step 5: Select Public Holiday Calendar
Step 6: Select Work OT
Step 7: Save

Attendance Reward: Work OT >= 2 hours per day, meal allowance is given (Refer 3.3 to get more info)

NOTE:

*Just apply for employee who have attendance allowance

- ax
Code: 001 [+ Job Title: [ Manager [v| Active  (‘ReadMiyKad" | Diew
Name: LEE CHOMG WAI [] Traveller Edit
’ Delete

‘Personal] Grouping [Family Payrollinfo. Allowance Deduction Claim Limit Tox Benefit Note History Child Attachments. ‘I?_—_n!!—ﬂ.
: i _ | Cancel |
Branch: = @ Project: E| —_

' HR Group: '----—@‘ . Job: [ Ei = )
Department: = _ Task: |-=-- _ i
bt E| |public Holiday Calendar.  ---- E|| .W'
MNationality My Ei Leave Group: —- Er i Erowse
Race: = _ Work OT: e |E|
Religion: Other E| | Attendance Reward: E|
NOTE:

*Tick on Traveller if the employee is traveller (Eg. Sales Person / Delivery Person / Doctor)

11
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2 Time Attendance

2.1 Maintain Work Session
Step 1: Time Attendance | Maintain Work Session

Step 2: Click on Edit

= S.E6S

# Code Description Active
B Default Work Session v

Step 3: Key in time for Work Start (09:00 AM) and time for Work End (06:00 PM)
Late In Buffer (min) = How many minute(s) allow can be late

Early Out Buffer (min) = How many minute(s) allow can be leave early

EWDRSEssron _TaTx!
Code = v Active

Description Default Work Session|

Color Me color selected
Work Start 09:00 AM = Late In Buffer (Min) 0 Set as Unlimited e
Work End 06:00 PM = Early Out Buffer (Min] 0 Set as Unlimited
Cancel
Ereak Time
More =
Start End

1st Break 1000aM 2] [osam =

IndBreak  1200PM =] lotooem = e

3rd Break  04:00 PM =1 o430 PM =

Rules

| Clock In/ Clock Out [»| GPS Monitoring (Work Hour) [« Site Photo

Leave Rules -

12



Step 4: Key in Break Time

SQL Payroll HRMS eTMS Guide

&S Work Session 0.E.63
Code v Active
Description Default Work Session|
Color No color selected |
‘Work Start 09:00 AM = Late In Buffer (Min) 0 ‘Set as Unlimited T
‘Work End 06:00 PM = Early Out Buffer (Min) |0 Set as Unlimited
Cance|
Break Time
More +
Start End
1st Break 10:00 AM = 10:15 AM =
andBreak  [1200PM (2] [onoopm 2 el
3dBreak  [0400PM =] [o430PM =
Rules
+| Clock In / Clock Out [+ GPS Monitoring (Werk Hour) [«] Site Photo
Leave Rules -~
Start End Description
1*' Break 10:00 AM 10:15 AM Coftee Break
2m Break 12:00 PM 01:00 PM Lunch Break
3t Break 04:00 PM 04:30 PM Tea Break
Step 5: Select Rules
'S Work Session 0.6,
Code v Active
Description Default Work Session|
Color No color selected =
‘Work Start 09:00 AM = Late In Buffer (Min) 0 Set as Unlimited ST
‘Work End 06:00 PM = Early Out Buffer (Min) 0 Set as Unlimited
Cancel
Break Time
More
Start End
st Break 10:00 AM = 10:15 AM =
IndBreak  1200PM = [ol00PM = o
3rd Break 04:00 PM = 0430 PM =

Rules

v| ClockIn / Clock Qut [+ GPS Monitering (Work Hour) [v| Site Photo

Leave Rules

=

v" Clock In / Clock Out — User need to Clock In / Clock Out

v GPS Monitoring (Work Hour) - User need to turn on location every time they Clock In / Clock Out.

GPS monitoring is for background tracking after Clock In

v' Site Photo - must take photo before Clock In / Clock Out

NOTE:

Not allow to upload photo from album

13



Step 6: Leave Rules

SQL Payroll HRMS eTMS Guide

=] oTET=
Code - v Active —
Description Default Work Session —
Delete
Color No color selected ==
Work Start 09:00 AM = Late In Buffer (Min) 0
Work End 06:00 PM = Early Out Buffer (Min) 0 o5
Break Time Preview =
Start End Refresh
1st Break 10:00 AM = 10:15 AM = Browse
2nd Break 12:00 PM = 01:.00 PM =
3rd Break 04:00 PM = 04:30 PM =
Rules
« ClockIn / Clock Out '« GPS Monitoring (Work Hour) v Site Photo
Leave Rules -
Description Explanation
Flexible Lunch Time Able to break any hour lunch break within a time

(Lunch break from 12:00 PM — 15:00PM)

(Eg. 01:00 PM — 02:00 PM)

To O

Traveller — Set Late In, Early Out, Time Off

Clock In / Clock Out time can be adjustable

NOTE:

*Just apply for traveller employee

*Once apply Leave Rule, NO NEED fill in Break Time

Step 7: Click on Save once done all setting

a Work Session

Code

Description Default Work Session|

Color Mo color selected

Work Start 09:00 AM
Work End 06:00 PM
Break Time
Start
st Break 10:00 AM
2nd Break 12:00 PM

3rd Break 04:00 PM

Rules

End
10:15 AM
01:00 PM

04:30 PM

i

a4

v | Active

Late In Buffer (Min)

Early Out Buffer (Min) 0

v| Clock In / Clock Out [v| GPS Monitoring (Work Hour) [w/| Site Photo

Leave Rules

-

- X
Set as Unlimited e
Set as Unlimited
Cancel
More -
Refresh

14



2.2 Maintain Work OT

Step 1: Time Attendance | Maintain Work OT

Step 2: Select Work OT | Edit

SQL Payroll HRMS eTMS Guide

S Werka =6
# Code Description Active Ew
» N < Viork O =
Edit -
Delete
More  w
Preview =
Refresh
Detail
Step 3: Key in Data Type | OT Period | Work Session | OT Rule
w(” = vnvxi
Code ’
Description  Default Work OT
v Active
e
& DayType OTPeriod | Werk Session | OT Rule Cancel
+ |W0rk Day Before Work Clock Time Wore—=
Work Day After Work Tier =
Wark Day Break Time Clock Time
Rest Day All Day Clack Time P
Public Holiday All Day Tier =
OT Rule — Refer step 4
Day Type OT Period Description
Work Day Before Work Before 9:00 AM
Work Day After Work After 6:00 PM
Work Day Break Time 12:00 PM - 01:00 PM
Rest Day All Day Entire day for Rest Day
Public Holiday | All Day Entire day for Public Holiday

15



Step 4: Select OT Rule

Type 1: Clock Time

SQL Payroll HRMS eTMS Guide

‘&oTRUkE

Type [Clock Time

Min OT 13

Max OT 180 =

Period OT Start
1 07:00 PM
2 02:00 PM

LS T

Description Clock Time

Allow AdHoc OT

ot
HW15

HW20

BE

oK Cancel

Min OT - Allow to claim OT at least 15 minutes

Max OT - Allow to OT up to 180 minutes (3 Hours)

Allow AdHoc OT - Between 6:00 PM — 7:00 PM (Allow to start OT immediately)

=R

Type [Clock Time

e

. |

x

Min OT 15 B Allow AdHoc OT
Max OT 180 S
Period OT Start ot
1 07:00 PM = [hwis =
2 08:00 PM < |Hwao -
£} = =
Description Clock Time
oK Cancel
Period | OT Start OoT Description
1 07:00 PM HWI15 07:00 PM - 08:00 PM, OT rateis 1.5
2 08:00 PM HW20 Starting at 08:00 PM onwards, OT rate is 2.0

Example:

If OT start after 08:300PM, OT rate is 2.0 and can claim OT up to 3 Hours (until 11:30 PM)

16
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Type 2: Tier

Wx‘l

Type [Tier HE S

Allow AdHoc OT

OT Start |07:00 PM

AF Ak

Description  Tier

oK Cancel
OT Start - Time allow to start OT
Min OT - Allow to claim OT at least 15 minutes

Allow AdHoc OT - Between 6:00 PM — 7:00 PM (Allow to start OT immediately)

M’x‘l

Type [Tier S

OT Start |07:00 PM = Allow AdHoc OT
Min OT 15 -

Tier MaxOT o1

1 30 & |[Hws -

2 M & [Hwao =

3 60 + Hwa =

Description  Tier

oK ‘Cancel
Tier | Max OT oT Description
1 30 HW15 OT up to 30 minutes, OT rate is 1.5 (Eg. 07:00 PM — 07:30 PM)
2 30 HW20 The next OT up to 30 minutes, OT rate is 2.0 (Eg. 07:30 PM —
08:00 PM)
3 60 HW30 Finish Tier 1 & Tier 2, OT rate is 3.0 (Eg. 08:00 PM — 09:00 PM)

17
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Step 5: Click on OK once done setting

Step 6: Click on Save once done all setting

-

Description | Default Work OT . Edit

Active This is default record

as

T T | T T T | Pe—— S —

T DayTpe | |

¥ |Wark Day Before Work o Clock Time

" Work Day After Work ---- Tier

" Wark Day Break Tirme e Clock Time

" Rest Day All Day Clock Time |

" Public Haliday All Day Tier S ———
Browse

18
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2.3 Maintain Calendar

2.3.1 Wizard Calendar
Step 1: Time Attendance | Maintain Calendar

Step 2: Tick employee want to wizard calendar | Wizard

Step 3: Click on Rest Day | Tick every which day as Rest Day | Next

]

> R0 | Make even [Saturdy;Sunday [ o Rest Day
() Work Schedule || Monday

|| Tuesday
[ Wednesday
||:| Thursday
||:| Friday
|v| Saturday
Sunday

Delete & Replace Schedule

[ Net | Concer

19
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Step 4: Select Session and select Schedule

M}t‘

Rest Day | Session  [---- Ell |

® Work Schedule
Schedule

By Months
By Days of Month

By Weeks
Custom

«| Skip Rest Day [v| Delete & Replace Schedule

" Previous Process

Cancel

Schedule Description
By Months Assign on every month, in every week and each day
By Days of Month | Assign on every month and each days of month
By Weeks Assign on week of year and each days of month
Custom Assign date by date
NOTE:

Not able to set past date

20
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2.3.2 View Calendar

Step 1: Time Attendance | Maintain Calendar

Step 2: Click on View Schedule | Show all the calendar and day type

ear 2023 & | ons-203 B 001-2023 B

LEE CHONG WAI
¥7|o02 KOO KIAN KEAT [#] [ sessions To Assign 5 Gl
7|00z NICOLE — Public Holiday
T March2023 Aprl203 v
"T|oos WONG CHUN HAN ‘ | "lo701/2023 Rest Day
W] |0os AP KIM HOCK ;’;;‘;‘é;azjg ;M T"‘]’;z j: BM T":I:ji UM TWTF? ; T08012023  RestDay
5 - " 14/01/2023 Rest Day

o
(2345678 467891112 06789701112 W34567809

4 9101112131415 1314151617181 1[13 141516171819 110 111213 1415 16 LA Resty
|

|

|

1617181920212 #820212223242526 120212223242526 141718192021 2223 21/01/2023 Rest Day
22/01/2023 Rest Day

28/01/2023 Rest Day
29/01/2023 Rest Day

3242526272829 92728 27 28 29 30 31 |24 25 26 27 2829 30
03

o oMyE O wmeNm B
MTWTFSS MITIWTFSS MITIWTFSS MITWTFSS

J ¥ o4/0272023 Rest Day
23567 o 1234 129 123456 R Rest Day
w8 91011121314 =l 6 789101 23456789 2789011213 T T
#15161718192021 121314151617 18 210111213 141516 101415 16 17 18 19 20 u 2
222232425262728 519202122232425 H1718192021 223 212223242526 27 |¥{12/02/2023 Kest By
2|20 3051 226 27 28 29 30 0024252627 282930 %28 20 30 [l (" grn22003 Rest Day

3131 " 19/02/202 Rest Day
© October203 " December203 ¥ 2s/0212023 Rest Day

MTWTFSS MITIWTFSS MITIWTFSS MITIWTFSS 1P 250272023 Rest Day
“4557;213B23455 ;“57;;1;135"4557;;13 RO £
Y 7 g9 @ iF | 7 2 & 7 Iyl
W{11121314151617 4 9101112131415 «[13 141516171819 =/11 1213 14 15 16 17 L) st Day
1319202122324 ©IG171819202122 #2021 22324252 18102021 223 24 [RUTVEES bty
|25 26 27 28 29 30 232425262728 29 427282930 s2{25 26 27 28 29 30 31 | 12/03/2023 Rest Day

PEVE] 12345867 ¥ 18/03/2023 Rest Day

L] 10 —
Rest Day Public Holiday Working Day -

2.3.3 Copy Calendar from Employee

Step 1: Time Attendance | Maintain Calendar

Step 2: Tick employee want to replicate calendar | 4 | Copy From

Year 2023

Name [
LEE CHONG Yeat ]

KOO KIAN KEAT [————]
oG crmran |
T S

Wizard

— e o
Clear All

21



SQL Payroll HRMS eTMS Guide
Step 3: Select the Date Range | Select Copy From which employee | OK

-

Copy schedule in date range below from selected employee to 4 employee(s)?

] To [31/12/2023 E

131/05/2023

Date

Copy From |01

22
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2.3.4 Clear Calendar

Step 1: Time Attendance | Maintain Calendar

Step 2: Tick employee want to clear all calendar | § | Clear All

Clear All |

Step 3: Select the date range to clear all calendar | OK

Clear all schedule in date range?

Date

23
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Step 4: Click on View Schedule | All the Rest Day have been clear

WHEintain Calendar

OE.E
Vear 2023 4 004-203 B
HOQ e
LEE CHONG WA ar
KOO KIAN KEAT Eﬁﬁsmns To Assign Fl Clear 11| [F] S Y WUSE Emn L |
- ¥ Public Holiday
WONG CHUN HAN O nuary 2008 February 2023 [T March 200 [ Aprl 2008y | T070VAR RestDay
TR MTWTFSS MITIWTFSS MITIWTFSS MIWTFSS ¥ a0/ Rest Day
92627282930 31 ¢ 12345 9 12345 1 [ 7 140017203 Rest Day
2345678 4678910112 96789101122 4345672839 i iy
49123415 13141516171819 (131415161718 19 10111213 141516 .
11617181020 2122 9202122 23242526 {20212223242526 171819202122 3 21/01/2023 Rest Day
32425627829 92728 w27 282930 31 |24 25 26 27 28 28 30 " 2201/2023 Rest Day
{30 31 " 28/01/203 Rest Day
| | 290123 RestDay
MTWTFSSs MIWTHSS| M TWTH MTWTFsS " o002 Rest Day
Wl 234567 9 71 3 4] ¥ 3<7123456 ¥ 05/02/2023 Rest Day i
:smnmzum E EREE R EENEN 278910111213 o Ay
151617181920 21 2412131415 1417 18 | 210 11 12 13 14 8141516171819 20 .
WNnBusKs wnnndus|grennz 2122232475 2% 27 SR Ko By
|26 2728 29 3 %124 25 26 27 2 =28 29 30§l " 18/02/203 Rest Day
(31 " 19/02/2023 Rest Day
| September2023 | October2023 | November203 | December2023 | ¥ 25002203 Rest Day
MTWTFSS MITIWTFSS MITIWTFSS MIWTFSS ¥ 250272023 Rest Day
24557;3132234557;:57;;1;1:1324557;;1; 3 LatAPs sl
112131471516 17 4 9101112131415 4131471516 171819 (111213 14 1516 17 :??’Eﬁ ;::;a"
#18192021222324 4161718192021 22 #|20212223242526 %[18192021 223 24 . o)
252627282930  4|23242526272829 «{27 2829 30 25 26 27 28 29 30 31 12/03/2023 Rest Day
“|30 31 11234567 " 18/03/2023 Rest Day

l‘——
Rest Day Public Holiday Working Day i 4

NOTE:

Not able to clear past date with work session (Rest day will still clear)

24
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2.4 Maintain Traveller Location

2.4.1 Wizard Traveller Location

Step 1: Time Attendance | Maintain Traveller Location

Step 2: Tick employee want to wizard location | Wizard

e e STax

Year 2023 2

Narme Traveller
LEE CHONG WAI

Wizard =

Step 3:

raveller Location Wizard =)

Options: {| By Months e

By Months

By Days of Month

Menths || g, Weeks -
C}urgtam #* Coordinate Description Radius (meter)
Weeks

Days All selected -

<MNo data to display>

Process Cancel

Schedule Description

By Months Assign on every month, in every week and each day

By Days of Month | Assign on every month and each days of month

By Weeks Assign on week of year and each days of month

Custom Assign date by date

25
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Step 4: Select Months, Weeks and Days | + | Map

!

Options: By Menths ~

Months All selected - : -
%™ Coordinate____ —D‘e?fﬁ“pﬁﬁﬁ—__mfﬁméﬁ_

Weeks All selected B " 5

Days All selected -

Process Cancel

Step 5: Select GPS Type, Branch (Select Branch to Clock In / Clock Out for traveller) | Confirm
GPS Type 1: Branch (Just select branch that have created earlier)

=) =0k 3

Radius: 60

4r

Description: IDE‘FE ult Branch

Map  Satellite

E Stream Software fe Klang

Google

Keyboard shortcuts  Map data 2023 Google Terms ofUse  Report a map emror
Coordinate: 3.107106, 101.467699
Address: 1, JIn Setia Dagang AK U13/AK, Setia Alam, 40170 Shah Alam, Selanger, Malaysia

- _
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GPS Type 2: Custom | Key in new Address | Search | Confirm

<

GPSType: | Custom

<

Radius: 60

e

Description: IDEfauIt Branch

Address: 1, JIn Setia Dagang AK U13/AK, Setia Alam, 40170 Shah Alam, Selangor

Map Satellite

E Stream Software e Klang @

Google

Keyboard shortcuts  Map data ©2023 Google Terms of Use  Report 2 map emor
Coordinate: 3.107106, 101.467698

Address: 1. JIn Setia Dagang AK U13/AK, Setia Alam, 40170 Shah Alam, Selangor, Malaysia

Step 6: Done choose Coordinate | Process

" Traveller Location Wizard e
Options: By Months w
Menths All selected E
feeks :'Al l. se-l-ecfi.:.e:{ - E J| Default Branch
Days All selected |E|
| " Process |Ir"M"]
NOTE:

Click on + if the traveller employee can Clock In / Clock Out either one location
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2.4.2
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Options: By Months ~
Months All selected
Weeks Al selected
Days |All selected

b |

3107106, 101.46... Map  Default Branch

3106951, 101,46 M—|

Repeat Step 1 if traveller Clock In / Clock Out more than one location in different day

View Traveller Location

Step 1: Time Attendance | Maintain Traveller Location

Step 2: Click on View Location | Show all the Location to Clock In / Clock Out

Year 2023 5

001-2023

gD =00 e

Date & Coordinate  Description  Radius (..

i

|Map Branch B

... Map| Default Branch
... Wap| Default Branch

|Map| Default Branch

... Map| Default Branch
... Map| Branch &

|Map| Default Branch

... Map| Default Branch

|Map| Default Branch

... Wap| Default Branch
... Map| Default Branch

|Map| Default Branch

... Map| Default Branch
... Map| Default Branch

|Map| Branch B

... Map| Default Branch
... Map| Branch B

.[Map| Branch B
... Map| Default Branch

... Map| Default Branch

[Map| Defsult Branch
|Map| Default Branch

Clear All
b 31/05/20..] 3.1
[ February 2023 March 2023 | "|31/05/20..
MTWTFSS MIWTFSS MITIWITFSS MITIWTFSS = L
22627282030 31l 9 12345 9 12345 u j 12 01/06/20..
12245678 46780910112 0678010112 W2ds567809 =
A9 101112131415 13141516171819 {1314 1516171819 110 11 1213 1415 16 [0
416 171819202122 #20212223242526 w{20212223242526 1718192021 2223 - |01/06/20...
dBun6780 7s |27 28 29 30 31 |24 25 2627 28 29 30 ¥ |02/06/20... 0,
430 31 " 02s0s/20...
O wwam weam Bonrs
MTWTFSS MITWTFSS MTWTFSS MTWTFGSS 1¥l03/06/20..
Wilj2 34567 2 [123 4] = wE 2 |eEEEEsEe 04106720,
wg 91011121314 2Bl 78 910711 #2456 7809 278010111213 e
215161718192021 (12131415 16 1718| (10111213 14 15 16| 1415 16 17 18 19 20 l
#2223 2425262728 (1920 21 22 23 24 25| (17 1819 20 21 22 23| {21 22 23 24 25 26 27 |"|05/06/20...
2{29 30[31)] 2|26 27 28 29 30] 74 25 26 27 28 29 30 |28 29 3081 \"|os06/20...
31 " 06/06/20...
| 2023 | October 2023 023 | December 2023 I 06/06/20...
MTWTFSS MITIWTFSS MTWITFSS MITWTFSS © 06/06/20..
x| 12 3| o 1] « [12345] 4 TR 1% 07/08/20.
w456 789710 «2345678| «[6 7801012 44586780910 e
(1112 13 14 15 16 17) #| 9 10 11 12 13 14 15| |13 14 15 16 17 18 19| |11 12 13 14 15 16 17] u
(18 19 20 21 22 23 24 |16 17 18 19 20 21 22| |20 21 2 23 24 25 26| 18 19 20 21 22 23 24 - 07/06/20...
#[252627 282930 2324252627 28 29] 27 28 29 30] <25 26 27 28 29 30 31 " oasos/20,
P T 11234567 " |0aros/20.
]
Location Allocated Rest Day Public Holiday Working Day 2

2323233233332 323333838338

{rie}

28



SQL Payroll HRMS eTMS Guide
2.43 Copy Location from Traveller Employee

Step 1: Time Attendance | Maintain Traveller Employee

Step 2: Tick employee want to replicate location | § | Copy From

| Rl

Mame | Traveller|
LEE CHONG WAl |“Wiew Location™ |
KOO KIAN KEAT I [Siewtoeation” |

!

Wizard

. ‘C‘Dpy From

Clear All

Step 3: Select the Date Range | Select Copy From which employee | OK

" Confirmation s

Copy location in date range below from selected employee to 1 employee(s)?

105203 |7 To 31/12/2023 @

Copy From P01

Date

"ok |~ Canesl
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2.4.4 Clear Location

Step 1: Time Attendance | Maintain Calendar

Step 2: Tick employee want to clear all location | 4 | Clear All

Wizard

Copy From

Clear All

Step 3: Select the date range to clear all calendar | OK

X

Clear all location in date range?

Date 31/05/2023 =] To 311272023 Er

[Toc | conca
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Step 4: Click on View Location | All the Location have been clear

Year 2023 4 001 -2023

Clear All

E
12345678
4910111213145
Y1617181920 21 22
4232425262728 29
530 31

646 7 8 9101112
713 141516 17 18 19
8202122232425 26
927 28

e June203

06 78 9101112
113141516 17 18 19
1420212223242526
1327 28 29 30 31

+
E
m
e

© March203
MTWTFSS MTWTFSS MTWTFSS MTWTFSS
2627282930 31l ¢ 123485 9 12345 4 507

34567869
10111213 141516
1718192021223
2425 26 27 28 29 30

’i
MTWTFSS

MTWTFSS

MTWTFSS

MTWTFSS

ill234567
e 91011121318
115 16 17 18 19 20 21
2|22 23242526 27 28
2|29 30 31

2 1234
affle 78 910M0
21213141516 1718
1920212232425
%26 27 28 29 30

E 12
23456789
210111213 1415 16
17181920 21 22 23
)24 25 26 27 28 29 30
1 31

B

3
3|
|
E

123456
78910111213
141516 17 1819 20
22324252627

28 29 30 [

* November2023  © December2023

MTWTFSS

MTWTFSS

MTWTFSS

MTWTFSS

3 15§
45678910
111213141516 17
181920212223 24
2526 27 28 29 30

E #
“2345678
4|9 101112131415
4|16 171819 20 21 22
4232425262728 29
43031

o 12345
6789101112
13141516 1718 19
4|20 2122 23 24 25 26
|27 28 29 30

Location Allocated Rest Da

af
|
4
o
E
|

1 23
45678910
111213141516 17
181920212223 24
252627 28 2930 31
1234567

Public Holiday Wo!

<No data to display>

NOTE:

Not able to clear location past date
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3 Cloud (Time Attendance)

3.1 Sync Cloud

Step 1: Cloud | Sync Cloud
Step 2: Sync All

Step 3: Time Attendance

Leave App Pending Claim Payroll
vate @ (015672023 9] 10 poioeraozs 9]
Session: | |ﬂ f‘;“ Category: ] |7E|] \?1 Clock Status: No Clock QutLate In;l@]
Employee: [ F® Poject I ¥ & GpsRange: |offline;in Office;Outsi/~
s O #8 —
b | Sewe O e
HR Group: ] ’W fg\ Apply
Log ot Leave
%7 "Date " "Name | Totallatein 'TotalEaryOut =~ TotalOT  SessionCode ' ClockStatus |~ GPSRange

<No data to display>

] ‘——M:—

Last synced: 29/05/2023 19:11

Step 4: Sync Complete

Leave App Pending Claim Payroll Time Attendance

Date v/ 01/06/2023 [+ to 30/06/2023 |+

Swion O IO sy O] 8 cocesuns o Gockoueiam ¥
Employee: T F® project | ¥ & cPSRange: Offlinein Office;0utsi 7/
= [—  —

Department: ] ‘E \?\ Task: ] \gl

HR Group: /—E| f@\ fﬁ]

log  OF  Leave

# " Date " 'Name | Totallateln ‘TotalEarlyOut = Total OT SessionCode = ClockStatis = GPSRange

(] ——
Sync completed. Last synced: 07/06/2023 10:17
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3.1.1 Log

Step 1: Cloud | Sync Cloud

Step 2: Time Attendance
Step 3: Log

Leave App Pending Claim Payroll

Date v/ 01/06/2023 ¥ to 30/06/2023 |+

Sessicn: v Category: s Clock Status: No Clock Qut Late In;| ¥
Employee: v Project: v GPS Range: Offling;In Office;Outsi ¥
Branch: v Job: v
Department: ¥ L Task el
HR Group: Ml Apply
ot Leave
Date Name Total Late In Total Early Out Total OT Session Code Clock Status GPS Range
+ 02/06/2023 LEE CHONG WAI 0 0 0 Absent Offline Map
*+ 07/06/2023 LEE CHONG WAI 0 0 759 Traveller(2) Traveller Map
=109/06/2023 LEE CHONG WAI 0 0 0 No clock out, Traveller Traveller Map
#* ClockIn LateIn Remark (In) Clock Out Early Out Remark (Out) or GPS Range Traveller IsOT Attachment (In) Attachment (Out)
08:22 AM 0 No Out 0 0 Traveller v 0 0

To show employee Clock Status
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312 OT

Step 1: Cloud | Sync Cloud

Step 2: Time Attendance | OT | Action

Leave App Pending Claim Payroll | Time Attendance

Date [v| 01/06/2023 |¥| to 30/06/2023 ¥

Session: | Category: ¥« Clock Status: No Clock Out;Late In;| ¥
Employee: ~ 2 Project ¥ [ GPS Range Offling;In Office;Outsi ¥
Branch: ¥ [@ Job: hallll
Department: ¥ @ Task ¥
HR Group: bl Apply
% Date Post Date Name Day Type ! Action T
TR
Cancelled
Actions Description
Unassigned Not yet allocated any action
Overtime This working period is assign to OT
Cancelled Cancelled for this working session

Once assign action to Overtime and appear highlighted green, it will be posted to Pending OT

Leave App Pending Claim Payroll  Time Attendance

Date v/ 01/06/2023 ¥ to 30/06/2023 ¥

Session v 2 Category * @ Clock Status: No Clock OutLate In; [+
Employee: v Project: A GPS Range: Offling;In Office;Outsi ¥
Branch: == Job: halllls
Department: ¥ @ Task -
HR Group: hal [ Apply
log 0T  Leawe
Date Post Date Name Day Type ‘Retion
[ + 07/06/2023 07/06/2023 LEE CHONG WAI Work Day Overtime i ‘Show Log 1
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Leave App Pending Claim Payroll Time Attendance

Date (v [01/06/2023 %] to [20/06/2023 [¥]

= 8 oo
Employee: [ v Project: }Wwe,oumﬂ
Branch: [ F® e
Department: [ F® s
HR Group: ’—E}\g\ !W\

log 0T Leave

&

NOTE:

Highlighted PINK: WILL NOT be posted to Pending OT, and action will be changed to
“Unassigned” (missing OT code)

To choose OT Code, Right Click on highlighted Pink | Edit

Choose OT Code | Save

‘_
# Date Narme Remark Start Time End Time Durstion Climzble Breck Time OfCede
5 =
" DROS 1/2 Rest Day
" DR10 10 Rest Day
" DR20 Public Holiday
" Hwis Working Day
" Hw20 Rest Day
" hwso Public Holiday
-17:—
A=a -A- | Fetch All New
Count=1
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Step 3: Show Log

To Show Log for employee who OT

Leave App Pending Claim Payroll ~ Time Attendance

Session: ¥ & Category:
Employee: ¥ @ project

Branch:

No Clock Outlate I |

Offline;n Office;utsi |

Department:

HR Group:

SQL Payroll HRMS eTMS Guide

10:13 AM 09:00 PM 0 0 647 0
eount=2
)
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3.1.3 Leave

Step 1: Cloud | Sync Cloud

Step 2: Leave
Step 3: Actions

Step 4: Leave Type

=T —
Update Payroll Stop Sync
Leave App Pending Claim Payroll  Time Attendance

Date v 01/06/2023 ¥ to 30/06/2023 &

Session: | (@ category: “| @ clock status: No Clock OutiLate In; ¥

Employee: ™| (@ Project ¥ [ GPS Range: Offline;In Office;Outsi ¥

Branch: v Job: -

Department: v @ Task -

HR Group: v @ Apply

* Date ""Post Date Name Clock Status Remark Start Time End Time Duration Deductible Action Leave Type
Leave
Unpaid Leave
Cancelled

Actions Leave Type Description

Unassigned - Not yet allocated any actions

Leave AL, MC Will be deducted as Annual Leave or Medical Leave

Unpaid Leave UL Will be deducted as Unpaid Leave

Cancelled - Cancelled for this Leave

37



SQL Payroll HRMS eTMS Guide
3.2 Time Attendance Log

NOTE:

Only will prompt out for employee who did not Clock Out, HR need assign Clock Out Time
manually.

Step 1: Enter Clock Out time
Step 2: Tick if IsOT (optional)

Step 3: Enter Break Time (optional)

_

Please complete the following clock pairs with error
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3.3

Attendance Reward

SQL Payroll HRMS eTMS Guide

Step 1: Time Attendance | Print Time Attendance Summary

Step 2: Make sure TICK ALL under Clock Status

M

Date: 01/06/2023 |+| to [30/06/2023 |+

Employee: [ | @| I?I Category: ] Ig! Clock Status: Lateln;EarIyOutTillEI
: [ . = =) v Lateln
Branch: | | @IE Project: E" IE! v Early Out
Department: ||| ®|® ot ] = ® v Time Off
. — . S—— v Absent
Group: O| E! I?I Task: ] E I?! [ Leave

v Traveller

Sep 3: Apply

Step 4: Attendance Reward

) )
Date: 01/06/2023 || to 30/06/2023 |~
Employee: O |7|§|| I?I Category: | i I'?! Clock Status: !Late In;EarIyOuthi||f|
S R
Department: [ F® oo [ e
Group: O = F® sk 11 e

Time Attendance Summary - 01/06/2023 till 30/06/2023 E

Session1 | Session2 | Session3 | Session4 | Overtime |

!
# Date Day.. " Name ~ Clock Sta. Sese. Tea. Teav.’

B T Il i e T e Tl o

02/.. Wor... LEE CHO.. Absent
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Step 5: Save

IS Httendance Reward I —————]

Step 6: After save, the reward will appear under open pending payroll

(Payroll | Open Pending Payroll | Allowance)

08/06/2023 :07/06/2023 001 OT meal allowance 100 - 20,

NOTE:

*By default, meal allowance is RM20, can refer consultant to change amount
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4 Login Application

4.1 Login Application with Email

san\
| E

E Leave

. R @sal.com.my

Next

Step 1: Login Application with Email | Next

Step 2: Check Email will receive OTP for login SQL HRMS

SQL Payroll HRMS eTMS Guide

NOTE:
If no received can check on SPAM mail

san\
A oo N

E Leave

Didn't receive the code?

The OTP code has been sent to your email
(OTP is valid for 1 day)

Verify

Step 3: Enter OTP Code after received email | Click Verify

NOTE:

If no receive email, click Resend to request resend OTP to your email

41



SQL Payroll HRMS eTMS Guide
4.2 Clock In

E Stream Software

Employee - Joined Jan 2018 to present

( View Profile \) ( Switch Company )

Good Day, LEE CHONG WAI!

Please remamber to clock in. Have a great day!

Thu, 01 Jun 2023 Clock In

Step 1: Click Clock In

09:31

Thursday, 1 June 2023

E Stream Software

Location matched

I View Work Location

Remark

Attachments

Take Photo

Step 2: Location matched when you are in work location | Take Photo | Clock In
* View Location can check current location

* When location not match, will show message Please Clock In At XXX (Location set)
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4.3 Clock Out

Step 1: Click Clock Out

E Stream Software

Employee - Joined Jan 2018 to present

(View Profiie) (Switch Company )

Good Day, LEE CHONG WAI!

Last Clock In
1 Jun 2023 09:18 AM

09:31

Thursday, 1 June 2023

N =
‘35' Ts & |
A L
‘&‘Q- I_ﬂ.'
®Maps !.'m |
E Stream Software
Location matched
iew r ion
Clocked In 09:31 AM
Claim OT
Remark
Attachments

Take Photo

CLOCK OUT

Step 2: Location Matched | Take Photo | Clock Out

* Click Claim OT when you did OT

SQL Payroll HRMS eTMS Guide

X Overtime Confirmation

Start
Fri, Jun 09, 2023 1:00 PM

End

HFH. Jun 09, 2023 1:41 PM

OT Break Time (minute)
5

(Key In Total OT Break Time when you OT, system will deduct the break time when calculate OT)
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4.4 Attendance Log

&  Attendance Log

ING WA
- 01 Jun 2023

Daily Work Overview

: 341
(=4
S 300
©
3 200
100 0
0
29/05 3005

375

31/05 01/06

0 min 0 min 0 min
Late In Early Out QOvertime

Step 1: View the duration of work for this period working days

ASAy  Alay artd

Pepe
9 ST e
E; =
1 Jun 2023 (Thursday) ”S'm,;_;-sfm _
o Location Updates 0
Mo unusual location activity detected ‘Map‘s

[ oo 8 Am
Default Branch

09:30 AM
Default Branch

(% 09:31 AM
Default Branch

w— 0555 AV

Default Branch

A
12:34 PM
Default Branch
]
@ 12:35 PM
Default Branch
M

SQL Payroll HRMS eTMS Guide

s
&
5
g
a

Step 2: Click Location Updates to view time and location of clock in & clock out

Step 3: Details of clock in & clock out

Step 4: View photo of clock in & clock out
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4.5 Team Attendance

&  Team Attendance

26 May 2023 - 01 Jun 2023

Status

2 @ 1 € 0
Late In Early Out Absence
€ 0o @ 0o @ 2
Qutside Offline Overtime

Attendance Log

Step 1: Status will show all staff attendance status
* View All to view status in detail

* Attendance Log to view employee clock in & clock out status

é Team Attendance

26 May 2023 - 01 Jun 2023

Status View All
2 @ 1 € 0
Late In Early Out Absence
@ o @ 0o @ 2
Quiside Offfine COwvartime

Attendance Log

é Team Attendance

26 May 2023 - 01 Jun 2023

Late In

LEE CHONG WAI

2023-05-31 08:30 AM - 08:00 PM
#6 105 MIN
LEE CHONG WAI

2023-05-30 11:48 AM - 08:00 PM
#4 93 MIN

Step 2: Click each Status can view details of that status
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Summary
Late In
EMPLOYEE #
1. LEE CHONG WAI 2
Early Out
EMPLOYEE #
1. LEE CHONG WAI i
Absence

Step 3: Summary of all status (Employee name will be show)

4.6 OT Entitlement

& OT Entitlement

Default Work OT

Work Day

(Before Work)

Min OT 15 min
Max OT 180 min
FERIOD OT START oT
1 06:00 AM DROS
2
3

Work Day

(After Work)
OT Start 06:30 PM
Min OT 15 min
TIER MAX OT oT
1 60 min DR05
2 30 min DR20
3 60 min HW20

NOTE:

Can view the OT Entitlement set by company
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4.7 My Calendar

é Calendar
2023 June
1 2

5 6 T 8 9
12 13 14 15 16
19 20 21 22 23
26 27 28 29 30
Events

Today, 1 June 2023

09:00 AM

06:00 PM

* View Work Session using Calendar

* View Working Location for each day

SQL Payroll HRMS eTMS Guide

--—-Thank You for Reading---
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