@ ShCT HRMS USERS” MANUAL

. SYSTEM OVERVIEW

A. How to access the ShCT HRMS.
e Login to your staff portal account and look for the icon below in the

staff portal main screen.
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B. Dashboard View of the HRMS
e Understanding HRMS dashboard
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HR Notification(s)

= staff Personal Leave Panel

Your Pending Leave Request

10_+] records per page
Leave To No. of Days

Type of Leave Leave From

Ref No Date of Application

No data available in table

Showing 0 to 0 of 0 entries

No Leave Records Found!.
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C. Notification toolbar contains information of currently logged in user

This shows current user login
[Name - Position - Department]

Home | Dashboard aWelcomeMrEIvinArangu[Technician-ETC](-—

Shiftfrom English to Arabic HRMS ===

D. Palettes contain all leave balances of staff

2 ‘ 4 O : D

Normal Leave Emergency Leave 2 Hours Leave HR Notification(s)
0 Day(s) 4 Day(s) 6 Hours

i . . Shows the leave balances of currently login user and notifications fromHR

E. Staff Personal Leave Panel —display all pending, approved and denied leave
of staff

£ Staff Personal Leave Panel

Display processed staff leave,
(Approved and Denied leave)

Your Pending Leave Request ~ Your Leaves !

1]

Display staff leave request

10._v]records per page waiting for approval Search:
Ref No Date of Application Type of Leave Leave From Leave To No. of Days
No data available in table
Showing 0o 0 of 0 entries
+«Previous | Nexd—

No Leave Records Found...




F. Statistics Chart Panel — shows the actual statistics of staff in the college.

You can also download important HR Documents from this panel

] Staff Qualifications E Employee / Department

L | Staff Guide for Clearance

Shows current statistics
of college staff from the [E=8
database

Administration : 16%

20 ~ & | Civil Services Law - Arabic

& [ CS Implementing Regulations - Arabic ‘>
& [ Dress Code Policy /

U. I . - Download and View HR
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G. Menu Panel - contains HR services like leave application, request for
salary certificate, download HR Documents, View and Edit staff personal
and professional qualifications, and other HR services forms

MAIN Click to view and

Dashboard edit personal and
professional

. . ualifications
L view Personal Details q

HR SERVICES

Click to view and
®HR Documents download latest HR
Documents
L | eave Application V,
_'\
+ Other Forms Click to appw for
staff leave
© Salary Certificate Yy,

U _
© Back to Staff Portal Click to request for

Salary Certificate

® Logout ShCT HRMS




Il. HR SERVICES

A. Leave Application Services
e Type of leave application (covered by the HRMS)
o Normal Leave or Compensation Leave
= Leave earned when staff officially render services
beyond duty hours.
o Emergency Leave
= Leave given to each staff for every academic year
which is usually 5 days. Please see HR guidelines
for emergency leave.
o Two Hour Leave
= Short leave given to each staff which is usually a
maximum of 6 hours a month.
B. Apply for a Normal Leave
a. Guidelines before you apply for a Normal Leave
i. Make sure that you still have enough normal leave
balance. You can view your normal leave balance in
the leave balance palette in the dashboard.
ii. The system will display warning or error messages for
any discrepancies in the leave application
iii. Please refer to the figure below for guidelines
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© Salary Certficate

Click Leave Click the type of Sy : — ‘
& bt S P Application o leave option o select Leave Application Form This Leave Application Form Panel will be

Apply for leave a0 b L displayed once you clicked on the Leave
() Logout ShCT HRMS i tpe cfeave o apply Application Option from the menu bar

Type of Leave Defautt date of application s

the day when you apply for the

Application No. leave

Date of Application 0140572016

Staff Name Ehin Arango

T Staff information from the HRMS database will be
loaded automatically on this panel. Information is

displayed in English and Arabic language

Job Title Technician

Department ETC el s K

Sponsar

il 2 4il5 43

Upon choosing the Normal Leave from the select box, the Normal Leave
Options panel will be displayed just below the leave application form panel.
Choose your desired normal leave options. Please see figure below.

Department ETC Al il S e e Al )
T
Sponsor MOM 8 May | 2016 2 cibgl dga
Su Mo Tu We Th Fr Sa
Number of days auto
computed based from the start e S
Normal Leave Details and end of leave - i | i i _
15 16| 17| 18 19 20 21
Duration of Leave in Normal Leave & jlall iia 22 23 24 25/ 26 27 28
Day(s) 29 30| 31

From To

| N =

N Choose end date of your
normal leave from the

Click submit once done filling up details of your
normal leave application. This will be subject for
HOD /HOC appaoval

Choose start date
of your normal
leave from the

datepicker




Below is a sample image of a normal leave application with system warning.

Normal Leave Details

Duration of Leave in Normal Leave 5yl s
Day(s)

To

From 02/05/2016 02/05/2016

&t
= 3

A warning message displayed by the
system. This is because the staff
normal leave balance is not enough for

the leave application

Warning! A problem has occurred. Sorry your leave credits is not enough for this leave applicatiofi. Please contact or send a message to HR Department.

Once the Normal leave application is submitted the system will display a
message that your application is successful. Please see image below.

ShCT HRMS

System message that
you leave application is
successful

Request Submitted Successfully.

Please note that the system will send an auto email notification once you
have submitted your leave application



C. Apply for an Emergency Leave

The first steps to apply for an emergency leave is almost the same with the
normal leave application. Once you are in the leave application form panel,
choose emergency leave from the select box of type of leave option. An
emergency leave panel will appear just below the leave panel. Fill up all the
details of your emergency leave application. Please see image below.

Click to upload supporting
document for your emergency
leave application

No of emergency leave is auto computed based
from start date and end date of emergency leave

Emergency Leave Details

Duration of Leave in Emergency Leave Attachment  File fo Upload H
Day(s)
Start date of emergency leave
From = To | =
- 0 May 2016 - 0
Reason ENTEr your reason here

Su Mo Tu We Th Fr Sa

Enter full details of your emergency
leave here 123 4 5 6 7

8( 92021 (-12{ 13 -14

15|~16|-17|~18{-19-20|-21

Click button to submit 22(-23| 24| 25|| 26| 27| 28
emergency leave

An emergency leave warning message displayed by the system.

Emergency Leave Details

Duration of Leave in Emergency Leave Attachment = 2nd-Apr-2016_card_state H
Day(s)
P — To P —
Fro 04/05/2016 &= 02/05/2016 =
Reason This is a test reason for emergency leave

2

Warning message from the system
because date from is greater than the
date to

Warning! A problem has occurred. Please make sure that your date FROM is greater than your date TO.




D. Apply for a Two Hour Leave

The first steps to apply for a two hour leave is almost the same with the normal
leave application. Once you are in the leave application form panel, choose two
hour leave from the select box of type of leave option. A two hour leave panel will
appear just below the leave panel. Fill up all the details of your two hour leave

application. Please see image below.

2 Hours Leave Details

Dear Sir/ Madam:
This is to request permission to leave on

alaal Jglpead i

Gl s B

Date of twa hour leave

Start time and end time.
Maximum of two hours

01/05/2016 = Time Time
From 7:00 AmM v To 700 AN v
No. Number of hours
Choose type of two hour leave I Hours auto computed
Choose Type of 2 Hours Leave Reasons
® Reporting late to the official working hours Ente eason here

e Jaal) sl oo Al

Permission to take leave during the official working hours Enter your rea_son _here far your_ two

) Jaad) Cle Lo A 5 dlaa o) hour leave application. Application is

Permission to leave work early subject to HOD / HOC approval

s Jaal 5 i )

Click to submit two hour




A sample system warning message for a two hour leave is in the image below.

Your 2 Hours Leave Application Exceeds 2 hours. Continue Anyway?

-

System warning message because
requested leave is more than two hours

E. Request for Salary Certificate.

Requesting for a salary certificate is just as simple as a click. Just click the
option Salary Certificate from the menu side bar. And the Request for Salary
Certification Panel will appear. All information is automatically fetch and fill up for
you by the system. Just choose the type of language for the certificate. It’s either
English or Arabic or you can request for both. You will receive an email notification
once the certificate is ready for pick up at the HR department.

For any comments and suggestions. Please feel free to contact us at.

Email: support@shct.edu.om
Contact Mos. 2859

Prepared by: ETC Web and Software Development Team 2016




