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1 General Setup

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

Step 2: Turn ON drive

@ Ex
< RO
Company Mame Testing Company
Company Alias
Reg Mo (New) (Old) Q
Remark 2023 £5

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

Drive Ijl On

Get Google Map AP Key:

Step 3: Click on Log in

saL\

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.

Sign in with Google

[4)

Signin

to continue to sgl.com.my

Email or phone

@gmail.com

Forgot email?

Create account m
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Step 6: Enter password | Next

P

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

saL\

Account access

o grant SQL Payroll acce

© 2023 eStream Software Sdn. 8hd.
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Step 8: Click on Save

NOTE:

Make sure Drive is turn ON

aCcmpan}fPrcﬁle - 8 X
N e —

Company NameITating Company |

Company Alias | |
Reg No (New) | | o | =3

Remark 2023 | A

(General | EPF TAK 'SOCSO) HRDF | Zakot | Tobung Hai Officr Dl EmalStings EHRMS = |
‘r Drive [___Il] On |

Get Google Map AP Key: | |
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Maintain Location

Step 1: Human Resource | Maintain Branch

Step 2: Click on Edit

aBran-:h - X
# Code i Description U Adive |
= Default Branch \

Step 3: Click on Map

AN
Code Active New
Description Default Branch This is default reco Edit
Coordinate :i_@' Delete
Radius (meter) 6 IT'
[~ Cancel |
e
Preview
: | Refresh
Browse

Step 4: Enter company Address | Search | Confirm

Address |1 )In 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 a map emor
Coordinate: 3.107106, 101.467698

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

| “confirm | ~Cancel
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Step 5: Key in Radius | Save

NOTE:

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

M:YEYX‘
Code v| Active New
Description Default Branch This is default reco Edit
Coordinate B.‘IOTIOG, 101.46 Map Delete
Radius (meter) T Save

" More  ~

Preview

" Refresh
Browse

You can also create new branch if more than one branch



1.3 Maintain Public Holiday
Step 1: Leave | Maintain Public Holiday

To set the public holiday of the year

Step 2: Click on Edit

SQL Payroll HRMS eTMS Guide

[ PUBT e ey CaeaT D
* Code Description Active New
Default Calendar ¥
Edit -
Delete
More  ~
Preview
Refresh
Detail =
Step 3: Click on P | Select date of the public holiday | Save
gy iaai e e 5.6
Code ---- v Active
Description Default Calendar
4 Jonuery 2022 February 2023 March 2023 April 2023 »
B Date e M TWTF MTWTFSS MTWTFSS MTWTFSS
J5un Jen 01,203 TERTECE uaazizezwwi wlz 12345 ¢ 12345 19 12

123 456
2 9101112131415
316171819 20 21 22

Mon May 01, 2023 Public Holiday
Mon Jun 05, 2023 Public Holiday

E

6B 7 8 3101112

1314151617 18 19

20212223 242526

67 8 9101112
1314151617 1819
20212223242526

15

1

3456789
1011121314715 16
1718192021 2223

Thu Aug 31,2023 Public Holiday 423242526272829 92728 {27 282930 31 |24 25 26 27 28 29 30
530 31
May 2023 June 2023 July 2023 August 2023
MTWTFSS MTIWTFSS MTWTFSS MTIWTFSS
wWl234567 3 1234 24 12 % 123456

® 8 91011121314
211516171818 20 21
21122 23 24 25 26 27 28

23|

E

367 8910MN
121314151617 18
192021222324 25

34567889
101112131415 16
171819202122 23

|~

¥

78 910111213
141516171818 20
212223 24252627

2293031 2|26 27 28 29 30 (24 25 26 27 28 29 30 (28 28 30 31
|31
September 2023 October 2023 November 2023 December 2023
M TWTFSS M TW TFS5S M TWTFSS M TWTFSS
B 123 3 B 123453 123

45678910
1111213 141516 17
1819202122 23 24
252627 2829 20

Y W

£

k3

Pl

1
2345678
9101112131415
16171819 20 21 22
23 24 25 26 27 28 29
ELEY |

67 8 9101112
1314151617 1819
20212223242526
27 28 20 30

45678910
1121314151617
181920212223 24
25 26 27 28 20 20 31
1234567

Working Day Public Holiday

Refresh

X

10
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1.4 Maintain Employee

Step 1: Human Resource | Maintain Employee

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

E’ Employee ATx
# Code MName Active
MNew
002 KOO KIAN KEAT v Edit -
003 MICOLE v
Delete
004 WONG CHUN HAN v
005 YAP KIM HOCK v More =
Preview =
Refresh
Detail

Step 3: Go to Personal tab | Key in employee email address

& SiEIES
Code: 001 ~|  Job Title: Manager [v| Active  |“Read MyKad
Marme: LEE CHOMG WAI Traveller
| Personal lGroup?ng Family  Payroll Info. | Allowance  Deduction Claim Limit| Tax Benefit| Mote History  Child | Attachments -
Cancel
Gender: _-;]Male -
More =
D.0.B: 12/12/1996 v  Age 26
Address:
Refresh
Phone: Mobile:
Email: I @sql.com.my
New IC: 961212014321
Old IC:
Passport: Expiry Date: | / / -
Immigration No: Expiry Date: | / / -
Permit No: Expiry Date: |/ / -

11
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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

E]Empoyee TmaTx
Code: 001 ~|  JobTitle: Manager [v| Active Read MyKad
Mame: LEE CHOMG WAI Traveller

Personal amily  Payroll Info. | Allowance | Deduction | Claim Limit | Tax Benefit Mote  History Child | Attachments i
Cancel
|Branch: [ - | Project: ---- -

— More -
HR Group: ---- - Job: ---- -
Department:  ---- b Task: ---- -
Category: - - | Public Holiday Calendar: - | Refresh
MNationality MY b Leave Group: I+
Race: ---- - Work OT: -
Religion: Other - I Attendance Reward: ! = I
NOTE:

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

12
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2 Time Attendance

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

Step 2: Click on Edit

= .G

# Code Description Active
k- 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

aWoRSssron ax
Code ---- | Active

Description Default Work Session|

Color Mo color selected
Work Start 09:00 AM = Late In Buffer (Min) 0 Set as Unlimited Save
Work End 06:00 PM = Early Out Buffer (Min) 0 Set as Unlimited
Cancel
Break Time
More =
Start End
1st Break 1000aM 2] [osam =
andBreak  1Z00PM 2] lotooPm |2 i
IdBreak  0400PM 3] [430PM |2
Rules

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

Leave Rules >

13



Step 4: Key in Break Time

&5 Work Session =0
Code v Active
Description | Default Work Session|
Color No color selected =
‘Work Start 09:00 AM = Late In Buffer (Min) 0 Set as Unlimited Save
‘Work End 06:00 PM = Early Out Buffer (Min} |0 Set as Unlimited
Cancel
Break Time
More -
Start End
IstBreak  [1600AM 2| [In15AM 2
ndBreak  [1200PM 2| 0100PM 2 i
IdBreak  [0400PM 5| [o430PM 2
Rules

+| Clock In / Clock Out [+ GPS Menitoring (Werk Hour) [«] Site Photo

Leave Rules

SQL Payroll HRMS eTMS Guide

Start

End

Description

1%t Break

10:00 AM

10:15 AM

Coffee Break

2" Break

12:00 PM

01:00 PM

Lunch Break

3 Break

04:00 PM

04:30 PM

Tea Break

Step 5: Select Rules

-a Work Session A%
Code v/ Active
Description  Default Work Session|
Color Ne color selected
Work Start  D9:00 AM : Late In Buffer (Min) 10 Set a5 Unlimited —
‘Work End 08:00 PM = Early Out Buffer (Min) 0 Set as Unlimited
Cancel
Break Time
More =
Start End
TstBreask  O0AM = [1:15AM %
ndBreak  1200PM 2| [on00PM % e
JdBresk  0400PM = [o430PM |2
Rules

+| Clock In/ Clock Out v| GPS Monitoring (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

14
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Step 6: Leave Rules

=} oTaT=
Code - v Active New
R en - Edit  ~
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 More =
Break Time Preview
Start End Refresh
1st Break 10:00 AM = 10:15 AM = Browse

2nd Break 12:00 PM = 01:00 PM =

0430 PM

3rd Break 04:00 PM

Rules

v ClocklIn /Clock Out '+ GPS Monitoring (Work Hour) '+ 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)

Traveller — Set Late In, Early Out, Time Off Clock In/ Clock Out time can be adjustable
ToO

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

E Work Session - B8 X
Code ---- v| Active
Description Default Work Session|
Color Mo color selected

Work Start 09:00 AM Late In Buffer (Min) D Set as Unlimited

Early Out Buffer (Min) 0 Set as Unlimited

Ar

Work End 06:00 PM

Cancel
Break Time
Start £nd More  ~
1st Break 10:00 AM * 10:15 AM -
2ndBreak  [1200PM 2] OLOOPM | i
3rd Break 04:00 PM = 04:30 PM =
Rules

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

Leave Rules -

15



2.2 Maintain Work OT

Step 1: Time Attendance | Maintain Work OT

Step 2: Select Work OT | Edit

SQL Payroll HRMS eTMS Guide

Work OT =TaT%)
# Code Description Active New
Edit *
Delete
More -
Preview
Refresh
Detail =
Step 3: Key in Data Type | OT Period | Work Session | OT Rule
= WorkaT ===l
MNew
Code
Edit -
Description |Default Work OT
Delete
v Active
:kl Day Type OT Period I Work Session I QT Rule ==
» Work Day Before Work Tier i
Work Day After Work Tier Refresh
Work Day Break Time Clock Time i
Rest Day All Day Clock Time
Public Holiday All Day Tier
Rest Day (Special Rate) All Day System Generated Script 08/08/2023 1...
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
Rest Day (Special Rate) | All Day Entire day for Rest Day with Special Rate

Example:

Rest day = Saturday with rate 1.5

Rest day (Special Rate) = Sunday with rate 2.0
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Step 4: Select OT Rule

Type 1: Clock Time

& OTRule

Type Clock Time i

= |AIIOwAdH0c aT |

Max OT 180 =

Min OT 15

Period O Start o1
1 07:00 PM = Hwis =
B 02:00 PM = [Hwazo =

Description  Cleck Time

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)

& OTRule x

Type [Clock Time =

Min OT 15 = Allow AdHoc OT

Max OT 180 =

Period OT Start ot
1 07:00 PM HW15 =
2 08:00 PM HW20

" @

-

3

Ar AF 4k

Description Clock Time

0K Cancel
Period | OT Start oT Description
1 07:00 PM HW15 07:00 PM - 08:00 PM, OT rate is 1.5
2 08:00 PM HW?20 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)

17
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Type 2: Tier

' OTRule

Type [Tier i

OT Start 07:00 PM Allow AdHoc OT

Min OT 15 =

Tier Max OT oT

o
=
O
T
5
4
EEE

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)

&G Rule x|

Type [Tier i
OT Start | 07:00 PM = Allow AdHac OT
Min OT 15 =
Tier Max OT o1
1 30 2 HWIS v
2 30 % [hwa =
3 &0 2 HWa v

Description  Tier

0K 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)

18



Step 5: Click on OK once done setting

Step 6: Click on Save once done all setting

SQL Payroll HRMS eTMS Guide

Description |Defau|'t Work OT |

Active This is default record

Qs

¥ [Work Day Before Work - Clock Time
" Wark Day After Work ---- Tier
" Wark Day Break Time ---- Clock Time
" Rest Day All Day Clock Time
" Public Holiday All Day Tier

Browse

19
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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 or Rest Day (Special Rate)

Step 4: Click on MNext

(O]
$ Rest Day Make every |Saturd’ay;§ur1d'ay 3 as JRest Day
) Work Schedule

o
Rest Day

Rest Day (Special Rate]

Delete & Replace Schedule

20
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Step 4: Select Session and select Schedule

Wizard X

Rest Day
® Work Schedule

Session  [---- -

By Days of Month
By Weeks
Custom

v| 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

21



2.3.2 View Calendar

Step 1: Time Attendance | Maintain Calendar

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

SQL Payroll HRMS eTMS Guide

Year 2023

B

001
002
003
004
005

[ i i [

LEE CHONG WAI
KOO KIAN KEAT
NICOLE

WONG CHUN HAN
VAP KIM HOCK

004-2023 @ 001-2023 B

E Sessions |Ta Assign

© March203

Clear All

MTWTFSS

MTWTFSS

MTWTFSS

M TWTFSS

52|26 27 28 29 30 31 ;1
12345678
9101112121415
1617181920 21 22
4232425262728 29
530 31

E 12345
46 78910112
713141516 1718 19
9202122232425 26
927 28

O une203

E
o

1

q
1|

12345
67 8910112
1314151617 1819
0212223242526
2728293031

E
14
B
1)
E

12
34567839
01112121415 18
171819202122 23
24 25 26 27 28 29 30

MTWTFSS

MTWTFSS

MTWTFSS

M TWTFSS

1819202122234

|
#111213 141516 17
|
1|25 26 27 28 29 30

4 9101112131415
2161718192021 22
23 24 25 26 27 28 29
430 31

|
|
|

1314151617 1819
0212223242526
27282930

Rest Day Public Holiday Working Day

o)
Bl
B
1

ol 2 34567 2 1234 2 12 9 1234556

w8 91011121314 {8l 6 7 8 91011 (3456789 278910111213

2151617181920 21 121314151617 18 (1011213141516 3141516171819 20

2232425262728 1920212232425 A[17131020212223 2122324252627
2|29 30[3] 20|26 27 2829 30 =124 2526 2728 29 30 (28 29 30 A

EE

" October2023 " Movember2023 " December2023

MTWTFSSs MTWTFSS MIWTFSS MTWTFSS

E R T 12345 4 123

456780910 42345678 4678911112 845678310

111213141516 17
1819202122324
2526 27 28 29 30 31
1234567

Public Holiday

O7/01/2023  RestDay
17 0a/01/2023 Rest Day
7 14/01/2023 Rest Day
7 15/01/2023 Rest Day
7 21/01/2023 Rest Day
¥ 22/01/2023 Rest Day
17 28/01/2023 Rest Day
17 29/01/2023 Rest Day
7 o4/m2s2023 Rest Day
¥ os/n2/2023 Rest Day
7 11/m22023 Rest Day
(7 12/02/2023 Rest Day
" g/m2r2023 Rest Day
7 o/2/2023 Rest Day
17 25/02/2023 Rest Day
¥ 26/02/2023 Rest Day
|7 04/03/2023 Rest Day
¥ 05/03/2023 Rest Day
¥11/03/2023 Rest Day
7 12/03/2023 Rest Day
17 18/03/2023 Rest Day
[] 10 —

2.3.3 Copy Calendar from Employee

Step 1: Time Attendance | Maintain Calendar

Step 2: Tick employee want to replicate calendar | 9 | Copy From

LEE CHOMG WAl

KOO KIAN KEAT ﬁ

NICOLE

Wizard

—r o
Clear All

22
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Step 3: Select the Date Range | Select Copy From which employee | OK

“Confirmation ey

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

Date 31/05/2023 =] To 31/12/2023 ﬁj

Copy From P01

o e

23
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2.3.4 Clear Calendar

Step 1: Time Attendance | Maintain Calendar

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

Wizard

Copy From

Clear All

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

Clear all schedule in date range?

Date

24
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Step 4: Click on View Schedule | All the Rest Day have been clear

Wiirtain Calendar
Vear 2023 4 (T3-aE5 5]

OO0 TEE"

LEE CHONG WAl

KOO KIAN KEAT E Sessions |To Assign F Clear Al 3
—— Public Holiday
L ST MTWTFSS MTIWTFSS MIWTFSS MIWTFSS WA st oy
LAERMLECK w7290 300 9 12345 4 12345 4 12 Pouwriazs _|RestDay
' 14/01/203  RestDay
2345678 4678910112 w6789101112 W3iss56783
4910112131215 12141516171819 11312471576 1718 12 110111213 1415 16 (/022 Rest Day 4
f16171819202122 0212223242526 WA 223242526 WIT18192021 223 21017203 Rest Day
dnuswrnn Jue 4|27 2829 30 31 |24 25 26 27 28 29 30 U203 RestDay
530 31 " 28/01/2023 Rest Day
Mg | [Mogovms Restbay
MITWTFSS MIWT M TW TH MITWTFSS W0NE  RestDay
Wil 234567 9 1 W 123456

U500/2023  RestDay
5{1415 16 17 18 19 20 s =iy
212223 24 25 26 77 12/02/2023 Rest Day
{28 29 30 18/02/202  RestDay
19/02/2023  RestDay
5002023 RestDay
26102203  RestDay
B4/03/2023  RestDay

# 8 91011121314 28 6 7 8
2151617181920 21 24121314151
2222324252627 28 1920 21 22 2:
RZQBD (26 27 28 29 3

%
734568 w78 91MWNN1213
210111213 14

21718 19 20 2
224 25 26 27 2
331
‘W|W|W‘W‘
MTWTFSS MTWTFSS MTWTFSS MTWTFSS
E 123 9 1 4 12345 4 123
45678910 #2345678 5678910112 #456733910

SE |

&l

“ ol

A11213 14151617 o[ 9101112131415 (13141516 171819 91112 13 14 15 16 17 [ROVO3/202% et Day
#{18192021222324 @f16171819202122 ww21 223242526 181920212223 24 iWOSIZDZS Rest Day
252627282930  #|23242526272829 w27 282930 25 26 27 28 29 30 31 12/03/2023 Rest Day

#3031 11234567

Rest Day Public Holiday Weorking Day

NOTE:

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

25



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

& Maintain Traveller Location

SQL Payroll HRMS eTMS Guide

-aTx
Year 2023 A
# w| || Code Name Traveller
2
Step 3:
"Traveller Location Wizard X
By Months .
Months g;\[?\faey:szl‘vﬁonth hd . —
et Customn = # Coordinate Description Radius (meter)
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

26
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Step 4: Select Months, Weeks and Days | + | Map

X
Options: By Menths ~
Months All selected -
%" Coordinate Description Radius (meter)
Weeks All selected - —_—
Map 60
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)

= 0 x

Radius: 60 S

Description: IDE‘FE ult Branch

Map  Satellite

E Stream Software pe Klang

GO gle Keyboard shortcuts  Map data 2023 Google Temmas of Use  Report a map error
Coordinate: 3.107106, 101467699

Address: 1, JIn Setia Dagang AK U13/AK, Setia Alam, 40170 Shah Alam, Selangor, Malaysia
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GPS Type 2: Custom | Key in new Address | Search | Confirm

(=]

GPS Type:
Radius:

Description:

¥
Custom

<

60

RIS

IDEfauIt Branch

Address:

1, Jin Setia Dagang AK U13/AK, Setia Alam, 40170 Shah Alam, Selangor

Map

Google

Coordinate:

Address:

Satellite

3.107106, 101.467693

E Stream Software pe Klang IEP

Keyboard shortcuts  Map data ©2023 Google Termsof Use  Report 2 map error

1. Jin Setia Dagang AK U3/AK, Setia Alam, 40170 Shah Alam, Selangor, Malaysia

| Contim | s

Step 6: Done choose Coordinate | Process

SQL Payroll HRMS eTMS Guide

X
Options: By Months w
Months All selected |E|
Weeks All selected 4
Days All selected |E|
E\m-j][-m-]
NOTE:

Click on + if the traveller employee can Clock In / Clock Out either one location
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24.2

SQL Payroll HRMS eTMS Guide

“Traveller Location Wizard e

Options: By Months v
Months All selected
Weeks All selected
Days All selected

]
]
]

;—m—ww

310?106, 101.46, @ Default Branch

(“Process | | Cancel |

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

'S Meintain Traveller Location

=)t

Year 2023 &

001 - 2023

Clear All

MTWTFSS MITIWTFSS MITIWTFSSs MTWTFSS
202627282020 31 [ 12345 9 123453 1 12
12345678 6678910112 06789101112 434567823
49 101112131415 7131415161713 19 |13 141516171819 1510 111213 1415 16
J16171819202122 420212223242526 w|20212223242526 11718192021 22 23
3242526272829 92728 |27 28 2930 31 |24 25 26 27 28 29 30
530 31

= e

MTWTFSS MIWTFSS MITWTFSS MTWTFSS
Wil 324567 2 [1 234 12| % 123456

|
2|
A

8 91011121314
151617181920 21
222324252627 28

256 7 8 9101

34567889

E

78910111213

212 13 14 15 16 17 18|

10 11 12 13 14 15 16

x|

14 15 16 17 18 19 20

2192021 222324 25

1718192021 22 23

34

21 22 23 24 25 26 27

R

|28 ED )26 27 28 29 30‘ 24 25 26 27 28 29 30| |28 29 303'\‘
=31
October 2023 | November 2023 | December 2023
M TWTFSS M TWTFSS M TWTFSS M TWTFSS

123

|

1

[12345

|

123

x4 56 78810 «f23 45467 8] «(67 88101112 #4567 8 910
H111213 14 1516 17| #f9 10 1112 13 14 15[ =13 14 15 16 17 18 19| =11 12 13 14 15 16 17|
(18 1920 21 22 23 24| «{16 17 18 19 20 21 22| (20 21 22 23 24 25 26| <18 19 20 21 22 23 24|
|25 26 27 28 29 30| «23 24 25 26 27 28 29| <27 28 29 30| 225 26 27 28 29 30 31

B

4|30 31

1

1234567

Location Allocated Rest Day Public Holiday Working Day

01/06/20... 0,0
01/06/20... 3.

02/06/20... 0,0

02/06/20... 3.
03/06/20... 3.

05/06/20... 0,0

05/06/20... 3.10.

06/06/20... 3.

08/06/20... 0,0

02/06/20... 3.10...

05/06/20... 3.10...

06/06/20... 3.10...
. Map Default Branch

06/06/20... 3.10...
07/06/20... 3.10...
07/06/20... 3.10...
07/06/20... 3.10...

¥
-
ml
[m
Ol
[m
Ol
[m
=
Ol
" 04/06/20... 3.10..
o
[m
Ol
[m
Ol
[m
-
ml
[m
Ol
[m

... [Map| Default Branch
31/05/20... 3.10...

[Map| Default Branch
[Map| Default Branch

. Map Default Branch

01/06/20... 3.10...

[Map| Branch B
[Map| Default Branch

[Map| Default Branch

. Map Default Branch
.|Map Default Branch

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

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

[Map| Default Branch

. [Map| Default Branch

E3 833833333333 33333333883

)
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2.4.3 Copy Location from Traveller Employee

Step 1: Time Attendance | Maintain Traveller Employee

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

-ax
Year 2023 3
ode Name |M| |
LEE CHONG WAl “View Location |

_'2——

\ leald!: ||

Wizard

‘Copy From

Clear All

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

"cenfirmation

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

pate  [U053  ] ® zas v |
Copy From P01

=

"ok | “Cancel
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2.4.4 Clear Location

Step 1: Time Attendance | Maintain Calendar

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

-12——
4

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

ﬁ |~ Camer
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Step 4: Click on View Location | All the Location have been clear

001 - 2023

ClearAll || # Dste & 'Coordinate = Description

 Februay2023 March 2023 i
MTWTFS5 MTWTFSS MTIWTFSS MTWTEFSS
26 27 28 29 30 31 | g 12345 g 12345 1 12
2345678 §6 789101112 196 789101112 3 4567 839
9101112131415 7|13 141516171819 11314151617 1819 5[10 111213 141516
161718192021 22 820212223242526 1420212223242526 (171819202122 23
2324252272829 92728 1327 28 29 30 31 17|24 25 26 27 28 29 30
30 31

i June 2023 I i
M TWTFSS M TWTFSS M TWTFSS M TWTFSS
iz 34567 o 1234 3 T2 s 1234558
198 91011121314 2§46 7 8 91011 #3 456 7 89 278910111213 <No data to display>
21151617 18192021 241213 1415161718 2410111213 141516 8[14 1516 17 18 19 20
2|22232425262728 /1920212223 2425 1718192021 2223 212223242526 27
2[29 30 31 2%(26 27 28 29 30 (24 25 26 27 28 29 30 (28 29 3031

EEl

" October2023 | November2023
M TWTFSS M TWTFSS M TWTFSS M TWTFSS
E B 1 12325 = 123
4567801 2345678 6789101112 45678910
111213141516 17 @0 101112131415 13 141516171819 (111213 141516 17
#18192021222324 «[16171819202122 #|202122 23242526 (181820212223 24
3|25 26 27 28 29 30 (23 24 2526 27 28 29 4427 28 29 30 %25 26 27 28 29 30 31

#{30 31 1123 4567

Location Allocated Rest Day _Public Holiday Working Day |

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

x

[CSReRT] “sesie

Leave App Pending Claim Payroll
Date v 01/06/2023 ¥ to 30/06/2023 ||

o

Log ar Leave

% Date " Name Totallateln 'TotalEarlyOut =~ Total OT ' SessionCode ' ClockStatus |~ GPSRange

<No data to display>

m Count =

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 %

log  or Leave
% Date " Name  Totallateln ‘TotalEarlyOut = Total OT  SessionCode = ClockStatus |~ GPSRange

[] ——
Sync completed. Last synced: 07/06/2023 10:17
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3.11 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 ¥

Session: ¥ I Category: ¥ 2 Clock Status: No Clock Outlate I ¥

Employee: ¥ 2 Project ¥ 2| GPsRange: Offline;In Office;Qutsi ¥

Branch: W@ ok il

Department: | B Tesc will

HR Group: = Apply

o

* Date Name Total Late In Total Early Out Total OT Clock Status GPS Range
¥ 02/06/2023 LEE CHONG WAI 0 ] — Absent Offline Map
* 07/06/2023 LEE CHONG WAI 0 ] 759 Traveller(?2) Traveller Map
= 09/06/2023 LEE CHONG WAI 0 ] 0 No clock out, Traveller Traveller Map

*  Clockln LateIn Remark (In) ClockOut  Early Out Remark (Out) or GPS Range Traveller Isor 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

Date v 01/06/203 ¥ to 30/06/2023 ¥

Session: s

2 Category: = ® Gockstas No Clock OutLate In:
Employee: ¥ 2 poject ~ 2 GPSRange Offlinein Office;Outsi ¥
Branch: ¥ 2 Job: haillli

Department: ¥ 0 Task Ml

HR Group: adll o Apply

oo [T tene
*

LR} 07/06/2023

07/06/2023

LEE CHONG WAI

Show Log
Overtime
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| 01062023 ¥ 1o 30/06/2023 %

Session: v

Category: ¥ 2 Clockstatus: No Clock OutLate In; &
Employee: hd Project: hd GPS Range: Offling;In Office;Qutsi ¥
Branch: ¥ % Jobx b
Department v 0 sk =
HR Group: had |\ Apply
log O Leae
Date Bost Date Tame Bay Type "Retion
F + 07/06/2023 07/06/2023 LEE CHONG WAI Work Day Overtime - ‘Show Log 1
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Leave App Pending Claim Payroll Time Attendance

Date ¥ 01062023 ¥ to 30/06/2023 ¥

Session: ¥ £ Category # @ Cockstatus No Clock OutLate Iny ¥

Employee: v L Poject [¥] & GPs Range: Offline:n OfficeOutsi ¥

Branch: F 8 Job ™ e

Department: @ Ll

HR Group: S “hpply

g OT  lexe

T ———
z Ad

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

) Dcfault Overtime
1/2 Rest Day
" DR10 1.0 Rest Day
" DR20 Public Holiday
w1 Working Day
" Hw20 Rest Day
Public Holiday
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Step 3: Show Log

To Show Log for employee who OT

Leave App Pending Claim Payroll  Time Attendance

Date v 01/06/2023 ¥ to 30/06/2023 ¥

Session: ¥ 8 Category: # 2 Cockstats: No Clock Outtate ¥
Employee: = project Offiinein Office:Outsi|¥)
Branch = 2 Job:
Department: =8 Taskc
HR Group: - pply
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3.1.3

Leave

Step 1: Cloud | Sync Cloud

Step 2: Leave
Step 3: Actions

Step 4: Leave Type

SQL Payroll HRMS eTMS Guide

& Synccioud

Leave App Pending Claim Payroll Time Attendance

Date v/ 01/06/2023 ¥ 1o 30/06/2023

Session: = @ Ccategory # 2 Clock Status No Clock Qutlate In &
Emplayee: w @ Project = @ GPSRange: Offline;in Office;Outsi ¥
Branch: w @ Jov -

Department = @ Task el

HR Group: - Apply

g of
Remark Start Time

LEE CHONG WAI

- 'ﬂ'!‘
Update Payroll  ~Stop Sync
End Time Duration Deductible Action
T T T
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
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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

.W—l

Step 4: Save

Please complete the following clock pairs with error

L Count =1
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3.3 Attendance Reward

Step 1: Time Attendance | Print Time Attendance Summary

Step 2: Make sure TICK ALL under Clock Status

Date: [01/06/2023 [¥| to [30/06/2023 [+
Employee: ] I'?'I Category: ] \'?‘\ Clock Status: | Late In;Early OutTil
_ : = o : @ v Late In
Depmmert (1 (=18 o </ Time ot
- z Absent
= [ — I — ) ey
v Traveller
On Time
Sep 3: Apply
Step 4: Attendance Reward
=
Date: 01/06/2023 [+ to 30/06/2023 [+|
I
=
Time Attendance Summary - 01/06/2023 till 30/06/2023 H |
Session 1 Session2 | Session3 | Sessiond | Overtime |
02/.. Wor... LEE CHO... Absent
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Step 5: Save

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

(Payroll | Open Pending Payroll | Allowance)

|W‘W|IP

08/06/2023 107/06/2023 001 OT meal allowance 1.00 - 20.
. oo 2000
NOTE:

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

4.1

Installation For iPhone User

Step 1: Click on App Store

A

[

Step 2: Click on Search (bottom right hand side)

Gin Rummy Plus - Fun
% Card Game GET
% AULEYCAT e
-’DulCat'Ct Cat Ga
by el -s. g‘e av mes o5t
{ Y The Ants: Underground
"Q Kingdom GET

& . 4

“
(3
Jo

Step 3: Key in “SQL HRMS” in search bar

Search

E‘S,lrmra_ Apps, Stones and More
G s . —

9eomctry Dash Lite ot
_m‘ EJ Mobie Legends: Bang Bang

@ Uncharted Waters Origin e

Step 4: Click on GET

< Search
SQL HRMS
s@ap\ )| e
 EER
GET M
3.0 a4+ No.28 =
* %k g :

What's New Version History

Team Attendance Summary show current day late in,
early out & absence.
Manager can edit or clock infout for employee. more

Step 5: Done

SQL Payroll HRMS eTMS Guide

NOTE:

e Minimum IOS version: 10S 14 and above
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4.2 Installation for Android User

Step 1: Click on App Store

>

Step 2: Key in “SQL HRMS” in search bar | Enter
Step 3: Click on Install

1728

SGL HRMS Q,

uN
i)

S0L HRMS
aStrearn Software

ads + Suggested for you
Step 4: Done

NOTE:

e Minimum android version: Android 8.1 and above

e Huawei phones were banned from using Google services in 2019. Therefore, since SQL HRMS

utilizes Google technology, certain models of Huawei phones may not be able to enjoy our app
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4.3 Login Application with Email

san\
A Pooi N

E Leave

I @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

Didn't receive the code? Resend

The OTP code has been sent to your email -E’sql.com my
(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
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4.4 Location Setup For iPhone User

4.4.1 Turn on Location Services
Step 1: Click on Setting

Step 2: Click on Privacy & Security

Settings
[ Display & Brightness
E Heme Screen
[@ sccessibiity
Wallpaper
B sisseach
Face ID & Passcode
Emergency 505
{@: Exposure Motilications
£} eattery

I D Privacy & Security I

App Store

P wallet & Aoole Pav

Step 3: Click on Location Services

17:25 will = 13

£ Settings Privacy & Security

I Location Services
Tracking

£ | Contacts

—

+ Calendars
Reminders

& Photos

Blustaath

@ Local Metwark

ﬂ Microphone
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Step 4: Turn on Location Services (Make sure is green color)

17:26 wil = 00

< Back Location Services

Location Services ( )
v

Location Alerts

Share My Location

r\./l App Clips
App Store

Step 5: Scroll down and choose SQL HRMS

17:67 il = D
¢ Back Location Services
(= soLHRMs 7 Neve

Step 6: Choose Always & Precise Location make sure is ON

17:39 wil =

¢ Back 5QL HRMS

MNever
Ask Next Time Or When | Share

‘While Using the App

Always v

Precise Location C'

ARCE AP 1o USE Yoir spacific Tocation. With thic
L off, apps can only date pproxim

Step 7: Done

SQL Payroll HRMS eTMS Guide
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4.5 Location Setup for Android User

45.1 Turn on Location Services

Step

Step

08:51
Q

)

1: Click on Setting

2: Click on Location
= R eQ

Search settings

Security
Screen lock, Find My Device, app security

Privacy
Permissions, account activity, personal
data

Location
On - 7 apps have access to location

lo

Safety & emergency
Emergency SOS, medical info, alerts

Passwords & accounts

Saved passwords, autofill, synced
accounts

Digital Wellbeing & parental controls

Step 3: Turn on Use Location

0&:51

6

= -

Location

Use location [ @)

Recent access

@

T
D)

Google
1 min. ago

SQL HRMS
12 min. ago

SQL Payroll HRMS eTMS Guide
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Step 4: Click on SQL HRMS

Location

Use location ()

Recent access
~ Google
1 min. ago

fod) SOLHRMS

=" 12 min ago

> See all

App locaticn permissions

Step 5: Choose Allow all the time & Precise Location make sure is ON

Location
permission

SQL HRMS

LOCATION ACCESS FOR THIS APP

® Allow all the time

LOCATION ACCESS FOR THIS APP

@®  Allow all the time

0 Allow only while using the

app
O  Askevery time

O Don'tallow

O Allow only while using the
app

O  Askevery time
O Don'tallow

Use precise location

Step 6: Done

Use precise location
When precise location is off, apps
Can aCCess your approximate
location

See all Google permissions

See all apps with this permission

SQL Payroll HRMS eTMS Guide

48



SQL Payroll HRMS eTMS Guide
4.6 Clock In

E Stream Software

Employee - Joined Jan 2018 to present

(View Profile) CSwitch Company)

Good Day, LEE CHONG WAI!

Please remember 1o 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 I

Remark

Attachments

Take Photo

CLOCK IN

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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4.7 Clock Out

Step 1: Click Clock Out

SQL Payroll HRMS eTMS Guide

E Stream Software

Employee - Joined Jan 2018 to present

(View Profile> (Switch Company)

Good Day, LEE CHONG WAI!

Last Clock In
1 Jun 2023 09:18 AM

09:31

Thursday, 1 June 2023

E Stream Software
Location matched

X Overtime Confirmation
View Work Location
Start
Clocked In 09:31 AM Fri, Jun 09, 2023 1:00 PM
End
.Claim - '»Fri, Jun 09, 2023 1:41 PM
_ OT Break Time (minute)
Remark
5
Attachments

Take Photo

CLOCK OUT

Step 2: Location Matched | Take Photo | Clock Out

* Click Claim OT when you did OT

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

& Attendance Log

LEE CHONG WAI
29 May 2023 - 01 Jun 2023

Daily Work Overview
500
341 375

uration

100 0 12

29/05 30/05 31/05 01/06

0 min 0 min
Early Out Overtime

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

ASAN  Atay 3

'-957814
N SETIA oIS
PR A
1 Jun 2023 (Thursday) A S
4.‘41;“_.\*‘;—
o Location Updates 0 i
No unusual location activity detected ‘Maps Legal
S ﬁ @ 08:56 AM
Default Branch Default Branch
(A
09:30 AM 12:34 PM
Default Branch Default Branch
i}
@ 09:31 AM @ 12:35 PM
Default Branch Default Branch
[

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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4.9 Team Attendance

&  Team Attendance

26 May 2023 - 01 Jun 2023

Status
0
2

< 2 @ 1 @

Late In Early Out Absence

@ 0o ® 0o @

Outside 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
¢ 21 © 1 @ 0
Late In Early Out Absence
€ o © o o 2
Outside Offhne Overtime

Attendance Log

& 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

SQL Payroll HRMS eTMS Guide
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Summary
Late In
EMPLOYEE #
1. LEE CHONG WAI 2
Early Out
EMPLOYEE #
1. LEE CHONG WAI 1
Absence

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

4.10 OT Entitlement

& OT Entitlement

Default Work OT

SQL Payroll HRMS eTMS Guide

Work Day
(Before Work)

Min OT 15 min
Max OT 180 min
PERIOD OT START or
1 06:00 AM DRO05
2
3

Work Day

(After Work)
OT Start 06:30 PM
Min OT 15 min
ER o o
1 60 min DRO05
2 30 min DR20
3 60 min HW20

NOTE:

Can view the OT Entitlement set by company
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4.11 My Calendar

& Calendar -
2023 June
1 2 4

5 6 7 8 9

12 13 14 15 16 17

19 20 21 22 23

26 27 28 29 30

Events

Today, 1 June 2023

3:00 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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