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Note: 
1. Date Join cannot be left blank or emptied because 

this date will be used as the base to calculate the 
annual leave entitlement and leave balance days 
(in the next index page Benefit). 

 
2. User may check for the employees’ Date Confirm 

in module Enquiry ���� Confirmation.  
 

The date to be confirmed is system-formulated 
based on the general confirmation month preset in 
Housekeeping ���� Setup ���� General Setup - -> 
Other   

 
All employees will apply this general setup unless 
the particular job title’s confirmation month is 
specifically reassigned in Housekeeping ���� Setup 
���� Default Setting ���� Confirmation Month.  
For instance, certain categories of executive 
employees might have longer confirmation period, 
such as 6 months or more.  

 
3. Date Confirm will determine the number of leave 

days entitled for each employee during the year. 
For instance, annual leave entitlement is only 
effective after confirmation of the respective 
employee. Please refer to chapter 1.7.15 Leave 
Scheme for further details.  

 
4. Date Promote cannot be earlier than Date 

Confirm, and these two dates cannot be earlier 
than Date Join. 
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Note: 
1. Once user has inputted Date Terminate, reminder can be 

viewed in Enquiry ���� Termination. 
 
2. When it reaches the particular Date Terminate, user must 

change Pay Status to “Non-Active”. 
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Note: 
1. The system will prompt user with message if Total number of 

children below 18 years old entered earlier is not tally with 
records entered by user in this sub-menu.  

 
2. User may choose to auto update the total number of children 

below 18 years old when performing Housekeeping ���� Import 
and Export (refer to chapter 6.7) 
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Note: 
1. During maintenance in “Add” mode, Total Brought Forward Annual 

Leave, Total Annual Leave Entitled and Annual Leave Balance are 
zero figures and disabled for user input. The system will apply the 
selected leave scheme and calculate the actual figure after user has 
completed input by pressing “Save” button.  

 
2. Total Annual Leave Entitled is calculated based on date join of the 

employee, cut-off period for leave entitlement (in Housekeeping ���� 
Setup ���� General Setup - -> Leave) and the leave scheme code. 

 
3. If the employee has any annual leave brought forward from previous 

calendar year, user can input the number of days in “Edit” mode. 



�����������������������������	
�����
�����������	���
�����������������������������/�
������

��������	
�
�
�
�������	���
���

�� 

�

!!
 �����"
:��
��
�;!��!��
����� ��
,����

�
(����������"
�"��	��
�	�����������
���������-�	���������
����������

�
� � 
���
���9� ����������
�� ���
�	�

�

�
�

(������	�� ���
��
�����������"��������		��
��������	����	�������
���
����������
�������� �	���(���

��	�� ���
��
������������"��������		��
��������������
���
����������
�������� �	������!������������

�"
� ���
�	������
�������������������
�	�������-�����
�����	�����������
�

�

���
���9��	���������"�������
�� ���
��
�

�� $������=�����">� ���
�����������
��
"��������
�� 
-�"������
�����
���
�	������ ��&���
����
�
�
��������

�

�
�

�� $�������	��������������������������+�=�����"
��2>��
���	����������
		� �����	���	��

�
$���������%�������9�

�
)�* /�:�
	�;��J�	�������
�����������)	*� �������
�������������������������-������"����

�-�	���������
�������
����

�
) * �����!�!��
	�;��J�	�������
���������������)	*���������������-������"�����
������
��

������-����
�

�� �
�����
�������	��������
��������
� �������+!�
��

� ������������������+�=�*>��
���

	���������
����
� ����	��������
�

�
!!!
 ��,!: 
��
�;!��!��
����� ��
,����

�
I
������������������
��	�
���������
����"������������	�����
�����
���-�����-���� ��
����
#�	���	!�	��!�!���������	��
������� ����

��������
�����������������	�� ���
��������

����������
����
	��!�!��
����
	��!�!��
���������

�
�� �	��������	�������������
����	��� ������������
�����������
������������
����
� ���
��������

�



�����������������������������	
�����
�����������	���
�����������������������������6�
������

��������	
�
�
�
�������	���
���

�� 

�� $������=-,!�>� ���
���

�

�� �����������	�����
�����
�����
���������
���F	����
����
�

5� %���+�=��7�>��
�	�����������
�����
�!�
��=������>��
���	����
��������
��������
���
����
�

�

!7
 ������
��
�;!��!��
����� ��
,���




#��
�����
������
����������������
���!���+��	�����������������������
������	� �������		������
�	�=���)���!7�>�������������
6!��
��!���������)B�.�������� 
������*��(���!��
��������
�
���
�����������������������������!��������
�� ��+��
���!�����
��������	�
��!��
��!���������������
B������!�������������	����
������
�������������>���!��
����
�,�!�!�����!7�
	����
����
����

�������!��������������	
������		���������������������
��������
��1���
����������>���!��
����

�,�!�!�����!7�
	����
����
����������
�����7����
��������	������������
������

�

(
�������9.�

�
�� �	������	�������������
����	��� ������������
�����������
�������������
�����
� �����������

�
�� $������=������>� ���
���

�
�� %���+�=���>��
���������������������������
���F	����
��!�
����"�	������+�=��>��
��������������
���









7
 ��!��
����� ��
��������
,���!��




�� %���+�
������=��!��>� ���
����������	�	����"������
����"������	� .������

�
�� $�����������������-������
�������������������+�=�*>� ���
���
���
������
�����������
���
����

�
�

�
�

�� H�!��
���������+���������+ 
-��
�
��������
�������������������	���

�

�
�
�

�
�

�



�����������������������������	
�����
�����������	���
�����������������������������C�
������

��������	
�
�
�
�������	���
���

�� 

�
�

�
����������������!��!��
���!���




 


 ��!��
 8
	��������������
����������
���
������������
��



 ���7!�2
 8
���"���������������
���
��	������


 6!��
 8
�������������-������


 ������!D�8

�����������"�������	�
��1������
����
����



 ��!����
 8
	���������������
���������������
� ���	���

 �����
 8��-������	�������
���
�� 
-�

�

�
�

%0%01 ����� 

�


����0
����
�9���
����������
����
-���� ��
����
����� �
<�	������
�9�(��	�
���
���	��
�������������	������
����������+�����������+�
����������
���	F�
	��������	�
�����

�

�
�

�� $��������������
����������
��"�����
�������� �����		����=�����">� ���
��
����������
��

 ���
�	��

�
�� (�����	��������-���� ��
��0!��������������
B�!��"���� ����	��������
�
�� %���+�
������=�,,>� ���
���
����������������	��	���������
�����
����

�



�����������������������������	
�����
�����������	���
�����������������������������D�
������

��������	
�
�
�
�������	���
���

�� 

-::���!7�
����� 9�<����"����������"�	������	��������+�������������



����� 
� 9�8���	���
�������� ���"�������������
�����������	����������������


�����>� 9�����������
�����-�������
���
���������������
�����	������	�����!�����

����
����
����G�	���������	
����



5� %���+�=��7�>� ���
���
�	�
����������
�����

�

�
�

�

�
�

�
�

�
�

�

�
�

�
�

%0%0& 	!�




$
����
������	���
��������� �������
���������
"������
�����������
���	��(�����
��!�����

����
���	�������
����
�������������������
����
������
����� ���
���
����������� �������
����
�����(���!������������
����	�������������
�!��	��	���������������������������������-�
���

�
��#$�����
���$�	�����
��	��������
��		������
�

(�������
������
�	��
��	������!����
�������������������
��
���������� ��	������1����	�����

�
��
"����	���	.�
�
�� %��������������	�����������
����������
����
	!�
����
	!�
��"���������	���������
���������

��/���
�


�!��

�
;���������������������	������ �	���
��G
 ������������
����������
����
	!�
����
��:����
	!�

��"���������	���������
�����������/���

�
�� �		�������������������	�������
���	������������
���	������
����������
����
-���� ��
����

���������
6!��������	���������
����������������������������
��B�.�����
���:!��������

�
�� 
�������:�
��������������������
���F	�����������������
����������
����
-���� ��
����
	!���

(��	�"���� ����	��		���������	�����������

�
5� %��������
��
�����������������
����������
����
	!�
����
	!�
?����������	���������
���������

��/���

�
3� K��"�	����������
��	����������
����
	!�
����
-���� ��
	!�
������
�����������������


����
	!�
����
-���� ��
����� 
��,
	!�
������ 
��������
�
#�	������!������������"
�����	�
���������������	!�"�����������	�
�������� ����
����
���
������	��	�
����	�������������		����
������
������
����������>���!��
����
�����
����
�������
�����
)

)E
	!��E�	!�
#1+�����	��

�




����0
����
�9���
����������
����
-���� ��
����
	!��

Note:  
Initially, when a new employee joined the company, the 
starting salary will auto apply the default salary setting based 
on the appointed job title, as per maintenance in 
Housekeeping ���� Setup ���� Default Setting ���� Salary.  
 
If the particular employee gains promotion or demotion and it 
involve salary adjustment, user must manually maintain the 
newly effective salary details. 
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Note: 
1. Prior to this maintenance, users MUST setup properly the 

essential and necessary tip details in HR Department ���� Tip 
���� Tip Scheme. Refer to chapter 1.6.1 

 
2. If user inputs the employee’s job title (in Job page) but does 

not specify the tip scheme code in Benefit page, the system 
will still capture the related tip scheme based on the 
employee’s job title, provided user had done setup in HR 
Department ���� Tip ���� Default Tip Scheme.  

 
3. If user defined the relevant tip scheme code in Benefit page 

but does not specify the employee’s job title, the system will 
process the tip calculation accordingly based on the tip 
scheme code selected.  

 
4. If both pages were inputted but there exists conflict of 

information, e.g. user selecting a job title with scheme different 
from the assigned tip scheme in Benefit page, the system will 
follow tip scheme setting in the Benefit page.  

 
In other words, Tip Scheme Code in Benefit page selected 
will be privileged and on first priority.  
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Note: 
Whenever user has created a new employee, the record will 
appear in this module. User then has to select the respective 
employee and maintain his/her working experience.  
 
Initially, use “Add” mode to insert new information.  
If there are more details to be updated for subsequent times, 
user has to use “Edit” mode.  
 
“Delete” option will remove and clear details of the employee’s 
working experience but the employee’s name remains in the 
menu.  
 
“Print” option will print out the Employee Working Experience 
Report. 
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Note: 
“Add” option is to insert a new record, whereas “Edit” option 
is to update or modify the record, eg. when an employee has 
left the club/society he/she joined. Search for the particular 
employee and select the respective record to be amended, 
click “Edit” button to perform the update. Click “Save” button 
to store the amendment.  
 
“Delete” option is to remove any irrelevant society/club/team 
membership for the particular employee.  
 
“Print” option will print out the Employee Society 
Participating Report. 
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Note:  
“Search” button is to search and locate one particular employee from the database.  
 
 “First”, “Previous”, “Next” and “Last” buttons are to navigate all related available 
records (Reward or Disciplinary) for individual employee, eg. when the same 
employee has more than one action record in history.  
To change view to another employee, user must use “Search” button.  
 
“Edit” button is to modify or update the relevant record for the particular employee, 
eg. enter date of action taken. 
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- continue - 
 
“Delete” button is to remove one at a time any particular action record from the 
employee’s history. The employee’s name remains in the menu but the action record 
will be deleted.  
 
“Print” option will print out the Employee Reward /Disciplinary Report. 
 

Note: 
If Action Taken Date is a future date, you may setup reminder at 
Housekeeping ���� Setup ���� Enquiry Setting and make inquiry at Enquiry ���� 
Reward or Enquiry ���� Disciplinary. 
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Note: 
 
Use “Search” to locate a particular employee from the database. 
 
Use “First”, “Previous”, “Next” and “Last” buttons to navigate through all 
records for the individual employee, if the respective employee has more than 
one accident record in history.  
 
Use “Edit” button to modify the existing accident record for the particular 
employee. 
 
Use “Delete” button to remove irrelevant accident record from the employee 
history. But the employee’s name remains in the menu.  
 
Use “Print” button to print out the Employee Accident Report.  
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Note: 
1. As the result of the update process, information maintained will be updated to 

module HR Department ���� Employee ���� Personnel File  
 

 
 “Search” button is to locate a particular employee from the database. 
 
“First”, “Previous”, “Next” and “Last” buttons is to navigate through all records for 
the individual employee, if the respective employee has more than one career 
movement record in history.  
 
“Edit” button is to modify the existing career movement record of the respective 
employee. 
 
“Delete” button is to remove irrelevant career movement record from the employee 
history. But the employee’s name still remains in the menu.  
 
“Print” button is to print out the Employee Career Movement Report.  
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Note:  
For internal trainers maintenance screen, users can only 
Add/Delete/Print the record but cannot edit the data because 
there is nothing to be modified since the Trainer Code is 
based on employee number and the Name, Centre Code and 
Centre Name are all disabled for user input.  
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Note: 
Course Fee, HRDF Claim and Other Expenses entered in this module will be 
used for comparison in HR Department ���� Budget under training type.  
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Note:  
When user select “Delete” button, there are two phases of delete action. 
 
1. First message “Are you sure want to delete this record?” is the confirmation 

message whether user want to remove current data in Employee Training 
Record Maintenance menu. 

 

-continue- 
 
2. Second message “Delete employee skill record?” is the confirmation message 

whether user would also like to remove the same related data in HR Department 
���� Employee ���� Skill ���� Employee Skill. 

 
If user wants to retain the employee’s actual skill history, e.g. the knowledge the 
employee obtained from previous training or employment, user must click “Yes” button 
to acknowledge the first pop-out message but “No” in the second pop-out message. 
 
If user wants to remove the entire skill history for the respective employee, then user 
must click “Yes” twice to acknowledge both pop-out messages.  As a result, you will 
be deleting the skill code in Employee Training Record Maintenance menu as well 
as Employee Skill Maintenance menu.  
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Note: 
1. In order to enable the system to generate the loan schedule, user must enter 

Loan Amount, Repayment Amount or Loan Period, Pay Method and First 
Installment Date.  

 
2. If the employee is going to settle the loan with a fixed Repayment Amount, 

the system will calculate the corresponding loan period (number of 
installment) accordingly, taking consideration of the interest charged. 

 
If the employee intends to settle the loan for an approximate Loan Period 
(No. of Installment), the system will calculate the corresponding repayment 
amount by adjusting to the appropriate loan period accordingly, after take into 
account the interest charged.  

 
3. If Pay Method is to be processed through Payroll, HRMS will retrieve the 

loan repayment amount and transfer it into Deduction Table (on the 12th 
column) in UBS Payroll System, after user had performed export process in 
HRMS and import process at Payroll.  

 
4. If Pay Method is Payment (Not Thru Payroll), repayment is done with 

immediate payment, without going through Payroll processing for salary 
deduction.  

 

  loan balance x interest rate 
--------------------------------------- 
 12 months 
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Note: 
1. Action of skip/change/add payment will directly affecting the length of Loan Period 

(No. of Installment) and the scheduled final installment amount.  
 
2. When the loan was fully paid, the system will auto update the last installment date 

to Installment Completed Date. Once this relevant date is filled, users will be 
prohibited to modify the loan details. Users can only view and print the loan details.  

 
If any modification to a completed loan is authorized and deemed necessary, user 
must clear the Installment Completed Date so that to enable editing the loan 
details.  

 
3. If a payment was skipped, the interest will be accumulated into the monthly 

balance.  
 
4. If loan repayment is scheduled on 1st & 2nd half of payroll processing, the interest 

will be charged into the 1st half payroll.  
 
5. As the interest is charged on monthly basis, the employees still need to pay the full 

interest charged for that month, even though the settlement is to be done on the 
beginning of each month.  
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Difference = Actual - Plan 
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Note:  
1. Staffs who resigned from the company will not be calculated as actual number of 

employee. 
 
2. Branch and Department are compulsory input fields. Therefore, it is advisable for user 

to create a branch and department code even though the company is a small size 
organization which does not has branches or multiple departments.  

 
3. If user is planning new recruitment for an existing department, select “Generate Actual” 

button first to retrieve current available manpower data, then click “Edit” button to make 
the necessary planning.  
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                   Actual = Course Fee + Other Expenses 
 
     Actual – HRDF = Actual – HRDF Claim 
 
Remark: 
Course Fee, Other Expenses and HRDF Claim are extracted from module HR Department 
���� Training ���� Training Program 
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Note: 
1. For “Actual”, 

i. if amount is zero,  
� budget planned but no training; or 
� budget planned, training conducted but no expenses incurred 

 
ii. if amount is not zero, 

� training conducted and expenses incurred 
 

2. For “Actual – HRDF”, 
i. if amount is zero, 

� training expenses contributed from HRDF 
 

ii. if amount is not zero,  
� actual training expenses paid by company after deduction from 

HRDF 
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 Total Value 
Total Value Per Point = --------------------- 

No. of Point 

Note: 
1. To view and verify the employees’ tip amount, go to Report ���� Tip ���� Employee Tip 

Amount Report. This report will display tip amount earned by each employees for a 
specified period of time.  

 
2. UBS HRMS allows users to define the tip calculation method. Go to Housekeeping ���� 

Setup ���� General Setup  ���� Tip (2) to perform the necessary setup. Please refer to 
chapter 6.1.1 for more details and examples of calculations.  
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Note: 
Records maintained in this module will be shared with UBS 
Payroll System if there is integration between both systems. 
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Note: 
Records maintained in this module will be shared with UBS 
Payroll System if there is integration between both systems. 
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Note: 
Skill Category created and defined in this module will be used in 
HR Department ���� Miscellaneous Files ���� Skill Code (will be 
discussed in next chapter 1.7.12) 
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Note: 
Skill Code created in this module will be used directly in HR 
Department ���� Employee ���� Skill ���� Employee Actual Skill, as 
per chapter 1.1.9.2 
 
Skill Code is also the requirement data for maintenance setup in 
HR Department ���� Miscellaneous Files ���� Skill Requirement - -
> Add/View Skill Code, which will be discussed in next chapter 
1.7.13 
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Note: 
1. Absent (AB), Emergency Leave (EM), Non Pay Leave (NP) and Shut Down (SD) are not editable.  
 
2. Annual Leave (AL), Emergency Leave (EM) and Sick Leave (MC) are categorized and assigned 

accordingly with the appropriate number of leave days based on the length of service in year.  
[Employment Act 1955 (Act 265) Part XII Section 60E (1) & Section 60F (1)] 

 
3. Hospitalisation (HL) and Maternity Leave (MT) was assigned with a maximum 60 leave days, 

regardless the length of service in employment.  
[Employment Act 1955 (Act 265) Part XII Section 60F (bb) & Part IX Section 37] 

 
4. In the table illustrated earlier, if the column for Unlimited Value is “Yes”, it means that the system is 

using the greatest possible figure of 99 years in employment and 999 leave days entitlement. In other 
words, there is no restriction in number of leave days entitled for all levels of employment service year.  

 
5. As recommendation, Annual Leave (AL) and Emergency Leave (EM) are to be applied “After 

Confirmation”. 
 
6. As an exceptional case, Advance Leave (AD)’s Apply Status is fixed as “Before Confirmation” and 

does not allow user modification. 
 
7. Annual Leave (AL), Emergency Leave (EM), Hospitalisation (HL), Sick Leave (MC) and Maternity 

Leave (MT) are initially set as “Yes” status in Prorata for Newly Join Employee. 
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Note: 
Data items created in these three maintenance modules (1.8.3 Areas of Appraisal, 
1.8.4 Appraisal Rating & 1.8.5 Appraisal Result) will be used in 
Application/Approval ���� Performance Appraisal (refer to chapter 2.4).  
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Note: 
As an exceptional case, the document titled Company Policy 
does not utilize the employee database. Users can select the 
document from the list and click “Open” to access directly to the 
standard letter.  
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Note: 
All the default documents are stored in the folder 
“...\UBSHRMS\Letters”. Please be reminded that this “Letters” folder 
will be removed when user uninstall UBSHRMS. And, these documents 
do not included automatically in the system data files backup process. 
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Note: 
The above example illustrates how user attempt to save a newly 
amended letter named “Confirmation2” into a new folder labeled 
“Company Letter”, created inside UBSHRMS\data folder.  
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Note: 
1. All types of leaves can only be applied if user has maintained the appropriate number of 

leave day’s entitlement in HR Department ���� Miscellaneous Files ���� Leave Scheme - -
> Add/View Detail.  
And, the employees must also fulfill the relevant requirements for related Apply Status 
and Prorata for Newly Join Employee conditions.  

 
2. Advance Leave cannot be applied if annual or compensation leave is still available. 

Please refer to Note 2 for other examples. 
 
3. Compensation Leave can be carried forward to the following year as annual leave when 

performing year end process, provided that the total number of days (including annual 
leave balance) is not exceeding maximum annual leave allowed to be carried forward (as 
per setup in HR Department ���� Miscellaneous Files ���� Leave Scheme). 

 
4. Maternity Leave only applicable for female employees, whereas, Paternity Leave only 

applicable for male employees.  
 
5. Non Pay Leave will be posted to “No Pay NPL” in UBS Payroll System for salary 

calculation after processes of export from HRMS and import to Payroll.  
 

Note 2: Advance Leave (AD) 
1. For non-confirmed employees, they cannot apply annual leave (AL). An error message 

“This type of leave can only be applied after the company confirm the employee!” 
will be prompted.  

 
If a company allows non-confirmed employees to apply for advance leave, the particular 
leave (AD) will automatically deduct from annual leave (AL) entitlement during year-end.  
 
When the particular employee obtains confirmation, user must enter the relevant Date 
Confirm in HR Department ���� Employee ���� Personnel File - -> Job. Therefore, the 
employee can now apply annual leave.  
 
Notice that the annual leave balance will only be deducted (for advance leave applied) 
after year-end processing.  
For instance, a non-confirmed employee has applied one advance leave. Assuming after 
confirmation, the respective employee is entitled for 5 days of annual leave. This 
employee will be restricted to apply for another 4 days leave only, taking consideration of 
1 advance leave applied earlier.  
 

2. When the employee’s current year annual leave entitlement had been fully utilized, the 
employee must apply advance leave (AD) so that to deduct next year annual leave 
entitlement.  
Leave applied (AD) will automatically deducting annual leave (AL) for next year during 
year-end processing.  
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Note: 
1. For leave applied but not yet approved, staffs can modify the details, cancel or delete 

the leave application.  
 

However, if a staff cancels his/her leave application, the reversal of cancellation can 
only be performed by the staff himself/herself or by the system administrator.  
 
On the other hand, if a superior cancels a staff’s leave application, the reversal of 
cancellation can only be performed by the superior or the system administrator, but 
not by the staff.  

 
2. Leave once cancelled does not allow further approval.  
 
3. For leave applied and HOD approval obtained, staffs will be restricted to modify the 

application, but still able to cancel it. However, delete action will be totally prohibited.  
 
4. For leave applied, HOD and Final approval obtained, staffs will be prohibited to 

modify, cancel or delete the application. They can only view the approved leave 
application in Application/Approval ���� Leave ���� Leave Approved.  

 
It is advisable to restrict full authorities to modify, cancel or delete a complete 
approved leave application only to the system administrator.  

 
5. Do not delete leave approved. It is advisable to cancel the leave application so that to 

keep the leave record in history.  
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Balance Amount = Max. Per Year – Total Approved Claim 

Balance Amount (2) = Balance Amount – Total Pending Claim 

Note: 
 
Claim Amount CANNOT MORE THAN Receipt Amount, Max. Per 
Receipt or Balance Amount (2).  
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Note: 
1. Staffs can only modify or delete a claim submission if it is not approved yet. When one 

approval has been processed, staffs can only view the contents of claim submission but 
are not allowed to modify it any more.  

 
2. When one approval has already granted, staffs will be totally restricted to delete the 

particular claim submission. 
 
3. If there is only one approval processed, a superior or system administrator can still 

modify or delete the related claim submission in this module.  
 
4. When both approvals obtained, the superior or system administrator has to go to 

Application/Approval ���� Claim ���� Claim Approved menu to modify or delete the 
related claim submission. This will be discussed in the next chapter 2.2.2 
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Note: 
Expected Return Date only will be enabled for user input if the 
resource’s Return Status was determined as Yes. If Return 
Status is No, users do not need to enter the expected return date.  
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Note: 
1. For resources requested but not yet approved, staffs can modify or delete the 

requisition. 
 
2. For requisitions with one approval granted, staffs will be restricted to edit the 

requests but can view the contents. However, staffs will be totally prohibited to delete 
the request any more.  

 
3. After two approvals obtained, the staffs can only view the resource requisitions in 

Application/Approval ���� Resource ���� Resource Approved. 
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               Total Performance Rate 
Percentage (%) = ----------------------------------------------------  x 100 
  Max Rating Point   x       Number of 
                      Area of Appraisal  

Note: 
1. If Submit to HOD checkbox was not tick, the superior 

or system administrator will not be able to view and 
access the particular appraisal form.  

 
2. An appraisal form once submitted cannot be reversed. 

In other words, the ticked checkbox cannot be 
unmarking.  
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Note: 
1. The appraisal form can only be deleted by whoever initiated or created the form.  
 
2. As a staff, appraisal form once submitted cannot be deleted.  
 
3. As a staff, appraisal form once approved will be strictly prohibited from deletion. 
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Note: 
1. In this module, staffs can only view the status summary and the appraisal’s contents, 

but are prohibited to edit or delete the appraisal form. 
 

2. If final review has been authorized, HOD can still assess but cannot edit the appraisal 
form.  

 
3. Superior or system administrator can use this module to delete unwanted or error 

appraisal form submission.  
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4.  Point the mouse cursor to the 
respective graph layout option 
and left click mouse button once.  

 
 Select different graph design 

either in Column, Bar, Pie or 
Line format, and the graph will 
change accordingly.  
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Note: 
Since there are new fields (e.g. badge no., email address, passport expire date) which 
are not yet included in the existing UBS Payroll System, user still need to maintain these 
fields in HRMS. 
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Note: 
1. All modifications are only applicable for the tip schemes with apply status “After Confirmation”. 

Changes of setup in this option only affecting group of employees with tip scheme applied after 
their confirmation.  

 
2. All modifications are only affecting those employees who are not yet confirmed by the employer. 

In other words, the Date Confirm in HR Department ���� Employee ���� Personnel File - -> Job 
MUST BE blank or not input yet.  

 
3. Modify the number of confirmation month in Housekeeping ���� Setup ���� General Setup - -> 

Others or Housekeeping ���� Setup ���� Default Setting ���� Confirmation Month to differentiate 
the effect of each selected option in this module.  
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Employee Tip Amount 
Staff A 400.00000 
Staff B 600.00000 

Total 1000.00000 
 

Employee Tip Amount 
Staff A 454.54550 
Staff B 545.45460 

Total 1000.00010 
 

Employee Tip Amount 
Staff A 428.57145 
Staff B 571.42860 

Total 1000.00005 
 

Employee Tip Amount 
Staff A 429.44783 
Staff B 570.55200 

Total 999.99983 
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Employee Tip Amount 
Staff A 472.97309 
Staff B 527.02710 

Total 1000.00019 

Note: 
By default, the system will use this method to calculate the 
employees’ tip amount.  
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Note:  
For job titles not specifically defined in this module, the 
respective employees will follow Default Confirmation 
Month setup at Housekeeping ���� Setup ���� General Setup 
- -> Others.  
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Note: 
User should export files to UBS Payroll System before 
performing year-end processing.  
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Note: 
Subsequently, users should perform export process in HRMS (for 
Leave, Claim and Loan) and import to Payroll System, on monthly 
basis.  
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Note: 
5. If a user inputs the employee’s job title (in Job page) but does not specify the tip scheme code in 

Benefit page, the system will still capture the related scheme based on the employee’s job title, provided 
user had done setup in HR Department ���� Tip ���� Default Tip Scheme.  

 
6. If a user chooses the relevant tip scheme code in Benefit page but does not specify the employee’s job 

title, the system will process the tip calculation accordingly based on the tip scheme code selected.  
 
7. If both pages were inputted but there exists conflict of information, e.g. user selecting a job title with 

scheme different from the assigned tip scheme in Benefit page, the system will follow tip scheme setting 
in the Benefit page. In other words, Tip Scheme Code in Benefit page selected will be privileged and 
on higher priority.  
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Note: 
To view and verify the employees’ tip amount, go to Report ���� Tip ���� Employee Tip Amount 
Report. This report will display tip amount earned by the employees for a specified period of 
time.  
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Employee Tip Amount 
Staff A 400.00000 
Staff B 600.00000 

Total 1000.00000 
 

Employee Tip Amount 
Staff A 454.54550 
Staff B 545.45460 

Total 1000.00010 
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Employee Tip Amount 
Staff A 428.57145 
Staff B 571.42860 

Total 1000.00005 
 

Employee Tip Amount 
Staff A 429.44783 
Staff B 570.55200 

Total 999.99983 
 

Employee Tip Amount 
Staff A 472.97309 
Staff B 527.02710 

Total 1000.00019 
 

Note: 
By default, the system will use this method to calculate the employees’ tip amount.  
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Note: 
4. All modifications are only applicable for the tip schemes with apply status “After Confirmation”. 

Changes of setup in this option only affecting group of employees with tip scheme applied after 
their confirmation.  

 
5. All modifications are only affecting those employees who are not yet confirmed by the employer. 

In other words, the Date Confirm in HR Department ���� Employee ���� Personnel File - -> Job 
MUST BE blank or not input yet.  

 
6. Modify the number of confirmation month in Housekeeping ���� Setup ���� General Setup - -> 

Others or Housekeeping ���� Setup ���� Default Setting ���� Confirmation Month to differentiate 
the effect of each selected option in this module.  
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