Personnel Information - 2.1 New Hire

(Menu Search Q)
@ Input New Hire Information Process
; Personnel Flow Batch Input by excel file with fixed format
New Hire

% New Hire Batch Import/Exp§ 1) Export excel format from system
@ Employee Master

@ Change Status . Click “EXport Data”
@ Employee Termination
@ Employee Rehire - Download and open the exported excel.

(The format needs to be exported from system only at the first time. The data can be
edited directly in the excel and imported into system since then.)
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Personnel Information - 2.1 New Hire

Line1&2 must be retain

Liné1 D “ U c r o n I J
FMNO Name Group Tax Office [Department |GOC |Position Job Name PCAT Location

employee ng |employee name |company |region sub_company |division |position_code |position _name category |working l¢
08487 Chow Emas MCK HKO HKE Others (31002 Senior Implementation Facilitator |CSSA HKO

2) Input new hire information under excel format.

e Linel — Field names defined by McKinsey ePeople

Note:

e Line2 — Corresponding field names defined by Cityray
(no use here but do not delete)

e Line3 - An example

o When filling in information , please delete line3

Only new hires’ information can be
imported in this function. Once done, you
can’t change anything through this function.

Some fields are mandatory.

Save the excel as template. When _
importing new hire’s information, use this
template.

Linel&2 cannot be deleted or changed.



Personnel Information 2.1 - New Hire

FMNO v | | Contains v () Searc # Clear] @, Advanced Search || Show All v
# Import Data Export Data +£# Generate Ctrl Date
FMNO Name Company Region Sub Company Division
08487 Chow Emas MCK HEO HKE Others
Data Import Admin
# Import
i
| File Path: test22.xs Browse...
t Has Header: |
' Import Result Review
_ Import History
 Import ID Status File Name import date
; 1695 Success 2016-06-01 11:12:37
1 1691 Failed io_phys_1_20160527135956.x/s 2016-05-27 13:59:56
+ 1690 Success 2016-03-26 16:45:37
T —

3) Click “Import Data”

Select the “File Path”, tick “Has Header”, then click
“Import”.

4) If it’s successfully imported
A pop-up window will show success message.
5) If it fails

Click “File Name” path. A file with all wrong data can
be opened. Modify the data and import again.

Note: The imported data can be queried in the
following process- Employee Master.



Personnel Information - 2.2 Employee Master

 Menu Search 2Jl o Personnel Information - Query active employee
YT © **Personnel Information Batch Import — Batch import to edit
1|: New Hire i active employee’s information by excel.
Epe@@ ;{formaﬁon (Previous information will be overwritten without history record)
/1 Employee Contract
[ Generate Headcount* (NOW cease this function temporarily)

@ Change Status

= Employee Termination

o Employee Contract - Signed contract records

@ Employee Rehire

© Generate Headcount* - Calculate headcount monthly




Personnel Information - 2.2.1 Employee Master

© Query about active employee

Organization
& [E Search FMNO *  Comains o Searc # Clear © Advanced Search  HKO &F )
Y- \ Etd.x Employee ] 3
Organization Unit | _  FMNO Name lob Name Tax Office Department  GOC
& I McKinsey Compar y. 2 y Ecigéne
2 & SHA

o Choose organization. Employee records under this unit will show.

@ Set “Filter Condition” to quick search employee

@ Choose one record and click “Edit Employee” to check detail information



Personnel Information - 2.2.1 Employee Master

o Company

Organization Policy Pemonal Profile  Fayrall  Movemsnt Company = Policy Personal Spouse (CostCenter PositionInfo Leave Record Payroll Moy

I Provioas ¢ Copy Imployee Neot | Save |l Save @ H

TN 60076 anmﬂ’f]l (ss (5% PCAT: & T
Y PCAT 5 PCAT Code: pmmm Movement Form
yma: Lin Fegene

P/N: o ,
mimm;| 11085 N PN {1 s Fresd
\ n o £

Employee Status:
Senior Inplemarsation Facl =

U
Contract terms: | y

MeRinsey Company CERA ST Parmanent O Parmaneet
eleave Approver: (215
xx Office | 1KO eleave Approver
Date Join: | 2010/06/2
f HKE stosi | L 2070831 o Compery. 8 Y & M5 D
C OTHERS Al W 2007708131 ) . A g Groop B YO M3 D

sAGD Soclety: 0 Y D MO D

i © Underlined Fields: Information can be
@ updated directly. (See Left Pic)

o —u S o Double click underlined fields, and then
input new value. Change effective date
and code, then click “Save”.

0 ' This sign means you can choose from drop down menu.

_ _ © Once a new value is saved in underlined
U For the date field, you can choose from drop down menu or input fields, whether it will overwrite the old

information using the format “YYYY-MM-DD” or “YYYY/MM/DD” records, it depends on the effective date.



Personnel Information - 2.2.1 Employee Master

© Personal

‘Organization ¢ Compsty Boliy | Persons! | Spouse CostCenter Posbon Info  LewveRecced Payrol  Maven,
4 Previoes | (@ Copy Employee b Next i Saw 0 el
£F No: | 0156 T | gy - Last Name: - 33
h”‘;::‘r:.‘: FEE Cefciat Naree: | Zheeg Yongaiang Chinese Name:: 335
Position Code - 100002001 1D Number: | 31010319750315241 © first Nerme
Pouttico Mame | Vice President /RSN A0 Number { | Gender: Male v
COM | Cityray Frefer Newe: | R v Duteol Brth 1grsmans |0
Reglorc | President Politic Status: | gpx 2 Age:. 4) 2 [l-‘ Upload
SUbCOM | Vice Presidentd AL Location: | py v Naticoaity: -ty G
File Location: | pm . Mohie Phane: 13701647681

Fasport No.

Place of lsea -~
Work Permit
Foias Pt

Martal Statug @t ol

Fersonal fmadl

Language: -




Personnel Information - 2.2.1 Employee Master

o Payroll- Special Pay Period

R4

., Company

Policy

Personal

Position Info

1,

Leave Record

Payroll

Movement P

‘ < Special Pay Period

Pzayroll Result Detail

Currency Issuing records

Fixed Item Peri

Add |23 Edit @ Delete
FMNO  PayCode  PayName  StartDate  End Date
60076 15100 Take Time 2016-03-01 2016-06-30

Click “Payroll” and then

Click “Special Pay Period”

Click “Add” and then a window will

pop up

Select types of “Special Pay Period”

Input related Information and then

click “Save”

Add

[ save | B

Pay Code

Pay Code: | Greater oif * |

4 Special Pay Type by PayCode Define
Pay Terms: Hongkong Local[2016/05/01-2016/05/31]

l Pay Code: [ 15700 pl Referral Bonus Pay ]I

Start Date: {2016/01/01 ]

End Date: \ | ‘

2016/06/30

[
Prorata Unit: [ Months
Amount: [

36000 |

Remarks:

Referral Bonus Pay Testing Case |

ki
Pay Name: | Contains v |
Search
(PayCode  PayName )
15100 Take Time
15200 Unpaid LOA
15300 SOB Pay
15400 Interest Free Loan Pay
15500 MBA Loan Application ...
15600 Educational Leave Pay
QTOO Referral Bonus Pay j
4 4 |Pagel 1liof1' » M| & Displayingl-70f7
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Personnel Information - 2.2.3 Employee Contract

© Employee Contract

Employee Contract Management

’- FMNO v \ [ Contains v ’ ’ ,O‘ Q) Searc 4 Clear| @, Advanced Search l“Show All v ‘

Contract

’FMNQ' ‘Name ‘Job Name ’Tax:o,ffice_ ‘Depaftment ’GOLC ‘.Sub_Dgpar;..

08487 Chow Emas Senior Implementation Facilit... HKQ HKE

09178 Chu Tian-cho Senior Implementation Facilit.. HKO HKE OTHERS

Personnel Information - 2.2.4 Generate Headcount”

© Headcount report can be generated.

© Thereportis based on the data on the date when closing current month
payroll and posting to the next month



Personnel Information - 2.2.4 Generate Headcount*

o Example

Cityray Technology Limited

‘AQUA_PO5_HeadcountReport

‘PO5)

Example

\count_date:2016/08/01

|print_date:2016/06/08

(

__Area | Company

| Department

Leaver

| current month HC | Different | percentage

Sub Total

T35

U

T35

SHA Office

Supporting

266

266

Narketing

63

63

Admin

5

5

Sub Total

339

339

0. 00%

{Great China

HEO Office

Admin

66

66

Finance

133

133

Narketing

152

152

Sales

156

156

Supporting

200

200

Sub Total

707

707

0. 00%

Sub Total
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Personnel Information - 2.3 Change Status

(Menu Search Q)

A Personnel Flow o Series of Change due to One Change

8 New Hire

@ Employee Master

ge Statt 11 o Single Change
[+ Series of Change due to On

(7 Single Change © One Field Batch Replacement

[+ One Field Batch Replacem

= Employee Termination

@ Employee Rehire




Personnel Information - 2.3.1 Series of Change due to One Change

o 2.3.1 Series of Change due to One Change

Series of change due to one
FMNG v | | Cortains v D (O Searc & Cearl ©, Advanced Search || Show Al
Common Data
Eview |1 - i : 2
- , ‘ Effect Date: | 01600701 || Code: ) .
NG Nome Job Name Tax Office |Department | GOC ; iy
05152 Lam Amy Sersor Implementa  HKO HKE OTHERS k7
Remark: ‘
09178 Chu Tian-che Seriar Implementa_ HKO MKE OTHERS CValue | Nvalue
131264 Eleka Gin 20001 SHA $4A N | Others _Jj OTHERS ‘ Sroriieine: | Others _J.Q[_o_@ﬂts \
I 17228 Hitstis Emmaruel Senior Implementa.. HKO HKE OTHERS Pasition: | 40001 7]\ Fnance Clerk 1 Pasition: | 13045 i D-HVJASC(31045) 'l
20705 Law Erica Senior Implamerta.  HKO HKE OTHERS GROUP: | MCK [M"C‘Wy Compary | GROUP::MCX | McKinsey Company ‘
Tax Office: | SHA | sHA l Sraxotice: |HKO | HKO }
Department: | SHA | sha | Department: | HKD | HKD \
GOC: | AN | AN ! GOC; | Others | OTHERS l

o  Select one employee then and then click “View” e |

A vrmerviee Rl

Emplayre _Antvr }
L

@ The “Ovalue” has the same information as that in
“Nvalue”. When changing value in “Nvalue”, you only -
need to change the fields you want to change, leaving | '™ oo |
other fields unchanged, (BEFOC Shanghiltoaw Pibo)

Holiday Pol: | China Office Holiday F|
1

Pay Terms: | Shanghai Local _‘

Benorit

@ Some fields can’t be changed. But when you change
a special field, series of changes will happen.

@ Save data

15



Personnel Information-2.3.1 Series of Change due to One

Org || Salary Base Info Transfer

| Header' ‘ v \ ‘ Contains ‘ v l ‘ :[ Q Searc 4 Cleall @, Advanced Search |lShow All v |

= Back @ Add {2 Edit © Delete £ Edit MV Code [Z View MV Org Detail

**Example — Organization Change
due to transfer

‘MHejade'_r |-He'édé,r IOldv_alue' |Newva,lue }EffectDate |Effect$eq lec‘g)"dena... ' Reason lRe‘mark

e Choose Change Code L
— e Bl @  Change code: choose type of
R change
Remark
- , Change Org & Position .. .
Ovakie N @ Change Org Name and Position in
Org Nama: Org Name: | Others 1] ”
Position: o«:o': :::j: Clerk ‘ 2 :'-‘&"'Gn :)1045 .Z ?:c::w) ] Nvalue
GROUP: | MCK | McKinsey Company GROUP: | MCK | McKinsey Company | .
Tax Office: | SHA | sHA Tax Office: | HKO | HKO ‘ 6 Auto Change: these series Of
Department: SHA | SHA Department | HKD | HKD = =
o — L —— | change will automatically happen
nnnnnn r Lf-f)\:.- . r—h:.s-_r vp after Stepz.
Empyee Adtive s '
Pary Terms: | Shanghal Local Pay Tenms| Hongkong Local |~ @ Save
Tax Location: | shanghal Expat Tax Location: | KO
Leave Policy: | Shanghal Leave Policy Leave Pollcy | Hongkong Leave F| »
Hollday Pol: | China Office Holiday F Hollday Pol:| Hangkong Holiday| =
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