User Guide

Onboarding (Admin) v1.0.0

em Y
empl ZQ




Contents

Onboarding (Admin)

1

2

Where to access

Onboarding setup
2.1 What is an Onboarding Setup

2.2 Where to Access Onboarding Setup

Document type setup
3.1 What is Document Type
3.2 Where to access Document Type setup

3.3 To Create a Document Type
3.3.1 Create Document Type Form.
3.3.2  Fill up document type detail.
3.3.3 Create document type
3.3.4 New document type will show in the document type table

34 To Edit Document Type
3.4.1 Edit Document Type Form
3.4.2  Fill up document type details
3.4.3 Save document type after edit.
3.4.4 Updated document type will show in the document type table

3.5 To Deactivate Document Type
3.5.1 Deactivate Document type
3.5.2 Deactivate Document Type Form
3.5.3 To Deactivate Document type
3.5.4 Deactivate confirmation popup.
3.5.5 Confirm to Deactivate Document Type
3.5.6 Update Document Type Table

3.6 To Re-Activate Document Type
3.6.1 Re-Activate Document Type
3.6.2 Re-Activate Document Type
3.6.3 Confirmation Re-Activate popup
Company Information Setup
4.1 What is Company Information Setup

4.2 To access Company Information Setup

4.3 To Add Company information.
4.3.1 Fill up document detail and select the file to be upload.
4.3.2

4.4 To Edit Company Information

4.4.1 Update company document detail and choose a document to be upload.

4.4.2

4.5 To Delete Company Information
4.5.1 Confirmation

N NN NN OO & o

O O O 00 & 0 00 00 00 O

Il
o o

e
= O O O

12
12
12

13
13
13

13
14
14

14
14



5 HR Email setup
5.1 What is HR Email Setup?
5.2 To Access HR Email Setup.
5.3 To Add or Edit HR Email Address

5.4 To remove HR email

6 instruction for candidate setup
6.1 What is instruction for Candidate Setup
6.2 To Access Instruction for Candidate Setup

6.3 To Fill Up Instruction for Candidate Setup

7 Candidate list
7.1 What is Candidate List

7.2 Where to access Candidate List

8 Create new candidate

8.1 Step 1
8.2 Step 2
8.3 Step 3

9  View candidate profile
9.1 What is Candidate Profile
9.2 Where to access candidate profile

9.3 Information includes in Candidate Profile

10 candidate buddy assignment
10.1 What is Candidate Buddy assignment
10.2  Where to access candidate buddy assignment

10.3  How to Assign candidate buddy

11 Send request or share company information to candidate

11.1 Step 1
11.1.1 Option: Request to fill up the information,
11.1.2 Option: Reminder,
11.1.3 Option: Send company Document,

11.2  Step2

12 Activate or deactivate candidate portal link
12.1  What is the candidate portal link
12.2  Deactivate access link

12.3  Activate access link

13 disable or restore candidate profile

15
15
15
16
17

18
18
18
19

20
20
20

21
21
21
23

24
24
24
25

26
26
26
27

29

29
29
29
29

29

30
30
30
30

31



14

15

16

13.1 What is disable and restore candidate profile

13.2  How to disable or restore candidate profile

13.2.1 Disable candidate profile
13.2.2 Restore candidate profile

verify candidate profile

14.1  How to verify candidate profile data

Export candidate profile

15.1  How to export candidate profile

15.1.1 Step 1
15.1.2 Step 2
15.1.3 Step 3

access to Emplx employee profile

16.1  How to access Emplx Employee profile

16.1.1 Method 1
16.1.2 Method 2
16.1.3 Method 3

Onboarding Overall process flow

31

31
31
32

33
33

34

34
34
34
34

35

35
35
35
36

37



Onboarding (Admin)

E COMPANY 305 (Production Instance)

<. HRMS Application/ Onboarding (Admin)

Onboarding X

X Onboarding (Admin)

Figure 1.1

To access, simply click on the menu sidebar and search for *Onboarding (Admin)”.

A nmms appucause Unssirsg Ao

Figure 1.2

After access to the Onboarding (Admin), you will be seeing a screen as shown in Figure 1.2.
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2.1 What is an Onboarding Setup

Onboarding Setup is a place where you can setup Document Type, Company Document, HR
Email, and Instruction for Candidate.

2.2 Where to Access Onboarding Setup

°pP

Canddate

L sap
Onboarding Information

o Documen: Type
' Company Document
@ HR Email

nstruchion for Canddate

Figure 2.1

To access the Onboarding Setup, click the setup button on the menu bar as shown in Figure
2.1.

After access to Onboarding Setup, you will be seeing a screen as shown in Figure 2.1.
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3 DOCUMENT TYPE SETUP

3.1 What is Document Type

Document Type is a place that you can set up document categories. The document
categories set up can help you to categories uploaded documents.

3.2 Where to access Document Type setup

©oO

Onboarding Information

a Document Type Total 11 Document Type

Company Docunent
e Total 7 Company Document

HR Emad

® m

Instruction for Candidate

i |

Figure 3.1

Click on the highlighted area in Figure 3.1 to access the document type setup.

©0

- Back

Document Type Table

3
Decument Trpe ' Description @ Crested Dats . . ® Action
2
Figure 3.2

After access to Document Type Setup, a screen will show as in Figure 3.2.
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3.3 To Create a Document Type
To create a document type, click to start a new document type.

3.3.1 Create Document Type Form.

Create Document Type

New Document Types =

Document Types Description:

Figure 3.3

After Click , a popup screen with the title “Create Document Type” will show as Figure
3.3

3.3.2 Fill up document type detail.

Fill up the document type name and document type description.
3.3.3 Create document type

After filling up Document detail, click 58 to save & create new document type.

3.3.4 New document type will show in the document type table

After click , the “Create Document Type"” popup screen will close and the document
type will show in the document type table.
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3.4 To Edit Document Type

=
Click to edit document type.

3.4.1 Edit Document Type Form

Edit Document Type

New Document Types = - Attendance

Scan Before Work
Document Types Description:

Figure 3.4

& .
After Click , @ popup screen with the title "Edit Document Type” will show as Figure 3.4

3.4.2 Fill up document type details

Fill up the updated document type name and updated document type description.
3.4.3 Save document type after edit.

Click to save document type after edit.

3.4.4 Updated document type will show in the document type table

After click , the selected document will update and show in the document type
table.

3.5 To Deactivate Document Type

3.5.1 Deactivate Document type

Click * onthe selected document type.
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3.5.2 Deactivate Document Type Form

Deactivate Document Type

New Document Types = . Attendance

o Scan Before Work
Document Types Description:

W Deactivate m

Figure 3.5
A popup screen with the title "Deactive Document Type” is shown in Figure 3.5.

3.5.3 To Deactivate Document type
Click EEEEE N6 deactivate the selected document type.

3.5.4 Deactivate confirmation popup.

Confirmation

Deactivate Attendance?

o W% Canca

Figure 3.6

A confirmation pop-up screen will show in Figure 3.6.
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3.5.5 Confirm to Deactivate Document Type

Click to confirm deactivate document type.

3.5.6 Update Document Type Table
After click , the document type table will update the selected document type disable

. o)
date and action column only have

3.6 To Re-Activate Document Type
3.6.1 Re-Activate Document Type

)
Click on the selected document type.

3.6.2 Re-Activate Document Type

Re-Activate Document Type

New Document Types = . Company Policy

Document Types Description :

) Re-Activate

Figure 3.7
A popup screen with the title "Re-Activate Document Type” is shown in Figure 3.7.

Click to re-activate seleted document type.
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3.6.3 Confirmation Re-Activate popup

Confirmation

Re-Activate Company Policy ?

« Ok

Figure 3.8
After click , a confirmation popup screen will show as Figure 3.8.

Click to confirm re-activate selected document type, Click | to cancel re-activate
selected document type, and close popup screen.

After click B2, the selected document type will be re-activated and update document type
table.
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4.1 What is Company Information Setup

Company Information Setup is a place to upload a company document that sharable to
candidates.

4.2 To access Company Information Setup

andcats Setug

Onboarding Information

o Document Type Total 11 Document Type
w7 Add / E
: nt
I - ‘f’o"_"‘:" Do Total 7 Company Decument I
@ HR Eman
View / Add / §
m InslfucHon tor Candudate

Figure 4.1

Click the highlighted area in Figure 4.1 to access company information setup. A screen will
show in Figure 4.2.

* Bock

Company Information Table

Figure 4.2
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4.3 To Add Company information.
Click to add company information.

R —

4+

== Upload New Company Document

Figure 4.3
A screen with the title "Upload New Company Document " will show as Figure 4.3.

4.3.1 Fill up document detail and select the file to be upload.
Click to upload the document.

After successful upload, the new company document will show in the company information
table.

432
4.4 To Edit Company Information

. £ . . .
Click to edit company information.

(& edit Company Document

Document Type =

Document Name »

Uploec Document «

Figure 4.4

A screen with the title "Edit Company Document” will show in Figure 4.4.
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4.4.1 Update company document detail and choose a document to be upload.
Click to save the changes.

After success update, the company information table will be updated and the updated
company document will be shown in the table.

4.4.2

4.5 To Delete Company Information
Click ' * to delete company documents.

4.5.1 Confirmation

Confirmation

Confirm To Delete testing 1?

« Ok

Figure 4.5
A confirmation to delete the selected company document will be shown in Figure 4.5.
Click to confirm the delete.

Click to cancel delete and close popup screen.
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5.1 What is HR Email Setup?

HR Email Setup is a place to set up an email address for the recruitment in-charge person.
That receives an email notification on the action from the candidate.

The action from the candidate includes information submission and acknowledgment of
company information.

5.2 To Access HR Email Setup.

©0

Onboarding Information

o Documant Tyoe Document Typ
Fl Company Document

ot ompan: o
) HR Emas |
] InsTuchon for Candwiate

Figure 5.1
Click the highlighted area in Figure 5.1 to access HR Email Setup.

& HR Email Setup

*Back

HR Email

Figure 5.2

After access to HR Email Setup, a screen will show as Figure 5.2.
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5.3 To Add or Edit HR Email Address

HR Email Setup

*Back

HR Email

[+]

Figure 5.3

Click E® to start to add the HR Email address.

Add HR Email

Please key-in HR email

HR Email

« Ok

Figure 5.4
After click BN, a popup screen will show as Figure 5.4.
Fill in the HR email address in the text field highlighted in Figure 5.4.
Click to add the HR email address.

Click "% to cancel adding the HR email address and close the popup screen.
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Figure 5.5
After click , the HR email address will appear in the highlighted area in Figure 5.5.

Click to save the HR email address added.

5.4 To remove HR email

HR Email Setup

*Sack
HR Email

[ +rampieaenompie comx | srampiez@ecampie com | =

Figure 5.6

To remove HR email, click ©2 in the HR email address want to remove.

®Back
HR Ema

e — = =

Figure 5.7
The HR email address will be removed as shown in Figure 5.7.

Click to save HR email address after changes.
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6 INSTRUCTION FOR CANDIDATE SETUP

6.1 What is instruction for Candidate Setup

Instruction for Candidate setup is a place you can configure the welcome message or
instruction message to show in the candidate portal.

6.2 To Access Instruction for Candidate Setup

) e mp——— ——

©0

Onboarding Information

o Documsnt Tre Toll 71 Detumant Tyd
Company Documan

1 v Total 7 Company Document

@ HR Ema

Figure 6.1

Click the highlighted area in Figure 6.1 to access Instruction for Candidate Setup.

©0

“ ~ 3 EE E E Fm- A 8 U A B = S L H

Figure 6.2

After access to Instruction for Candidate Setup, a screen will show as Figure 6.2.
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6.3 To Fill Up Instruction for Candidate Setup

©o

Instruction to Candidate

“ + 1, EE EE Ffm- W« B v A B = S L b

(=

Figure 6.3

You can fill up your welcome message or instruction message in Figure 6.3 highlighted area.

©Oo

I.-.,- T, E E =2 = fom- W, 8 ¥ A @ = &£ ::I

Figure 6.4

The button highlighted in Figure 6.4 can help you to format your text.

Click to save instruction for candidates.
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7 CANDIDATE LIST

7.1 What is Candidate List

Candidate List is a place to show candidates created in Onboarding.

7.2 Where to access Candidate List

A PmmD ABRECIUGR LNOOI1SAG (mOmNN)

© O

Canddata Sehup

Candidate List

~Filter-

~Filter- ~Filter-
Pending candidat 20201228 20201229

2020-12-28 2020-12-28

-Filter- ~Filter- Filter- Filter- Filter- Finer-
o I AL

Pencing candsiate - - 2020-12-28 2020-12-28 - T =

Exported to Employes  Done Done g 2O INGT 2020121 202012-29 . o

Profia

Pending candwdate 2020 12 21 20201221 - O x
Figure 7.1

After access to Onboarding (Admin), a screen will show as Figure 7.1. The Candidate List will

show by default.

O|0

Figure 7.2

Besides that, Click the highlighted button in Figure 7.2 to access the Candidate List. A
screen will show in Figure 7.1.
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8 CREATE NEW CANDIDATE
8.1 Step 1

Click to create a new candidate profile.

Create New Candidate

Candidate Basic Information

Candidate Name =

Email Address =

Contact No = - 00121234567
Please insert phone without dashi(-
Include Job Information : OYes ®No
Sent email to candidate to fill up his/her information? - O Yes @ No

EnEs

Figure 8.1

After click , a popup screen with the title "Create New Candidate” shows as Figure
8.1.

8.2 Step 2

Fill up candidate basic information.
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Create New Candidate

Candidate Basic Information

Candidate Name =

Email Address =

Contact No = 00121234567
Please insert phone without dash
llnc\udo Job Information Yes @ Nol
Sent email to candidate to fill up his/her information? Yoes ® No

Figure 8.2

Click the “Yes” option in Figure 8.2 highlighted area to add job information for the new
candidate. (optional)

- Candidate Job Applied (Optional)

Job Title =

Job Level =

Department = . [No Department]
Job Class =

Worker Type =

Figure 8.3

After clicking the “Yes” option in the highlighted area in Figure 8.2, you need to fill up the

candidate job applied information shown in Figure 8.3.

EMPLX User Guide
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Create New Candidate

Candidate Basic Information

Candidate Name =

Email Address =

Contact No =
Include Job Information Yes ® No
LSent email to candidate to fill up his/her information? Yes ® No

Figure 8.4

Click the “Yes” option in the highlighted area in Figure 8.4 for sent the candidate profile to
the candidate request to fill up personal information. (optional)

Email Option

Required Information @ . Profile Information

Message for candidate

Figure 8.5

After clicking the “yes” option in the highlighted area in Figure 8.4, you can choose to add a
message for the new candidate in Figure 8.5. This message will show in the request
information email after creating the candidate profile and send the request to the
candidate.

8.3 Step 3

Click to create the candidate profile. (without option send request)

Click to create the candidate profile and send request information to the
candidate. (with option send request)
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9.1 What is Candidate Profile

Candidate Profile is a place to store all personal information of the candidate. You can view
the personal information of the selected candidate, edit job information, send a reminder or
request fill up information to the candidate, set up buddy information, and share company
information to the candidate.

9.2 Where to access candidate profile
Click. ® ' to access the candidate profile.

A mmms appucauen Umssarming (Asmin

- Dok

» created.job send

2020-12-28

Profis Status
Penain @ cangicate a

Figure 9.1

After access to the candidate profile, a screen will show as Figure 9.1.
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9.3 Information includes in Candidate Profile

IR, Candidate Profile
* Back

crealed.job send

Action «
Reguired Information Profile Informsbon
Messags for candidate

Crested Date
2020-12-28

Profia Status

Pending canaidate

2020-12-29 e
First Name @

st Name @

Nk Name

Gender s

Relgior e

Race

Figure 9.2

Candidate profile divided into 3 parts as shown in Figure g.2.

1. Candidate profile left column, show candidate profile created and last email date,
edit job information button, and candidate profile picture.
2. Candidate Email action form, you can choose option email to send request or share

company information to the candidate.
3. Candidate profile content, there has two parts to the candidate profile content.

Candidate personal information and company information.
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10.1 What is Candidate Buddy assighnment

Candidate buddy setup is a place to assign a buddy to the selected candidate.

10.2 Where to access candidate buddy assignment

» created.job send

2

. . B3
Required Information Profile Information

Messags for candidate

Croated Date
2020-12-28

3
Profile Status
Pending candidate

Last emad date

2020-12-29 Title

BT Frst e @

Figure 10.1
Company Information
No Record Found
Buddy Information 5
No buddy record found
Figure 10.2

You need to go to the selected candidate profile, in the 3™ highlighted area in Figure 10.1
and click on 1** highlighted in Figure 10.2. you can see a screen shown in Figure 10.2.

Click 2" highlighted in Figure 10.2 to access candidate buddy assignment.
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Buddy Assignment

1

andidate Job Information

andidate Name . created job send Department . Research & Development (R&D)
ob Title 2002 Emp (Level 2) Job Level : Director

! ! Worker Tvpe _Contract

uddy Selection

LOFELs 2. Research & Development (R&D) idk Defualt Job Class
BT iAZL CACKHST Ve Research & Development (R&D) CEO Director Exemption
wiS T i m=T 0 ss Research & Development (R&D) BPO Associate Exemption

Figure 10.3
After access to candidate buddy assignment, a popup screen will show as Figure 10.3.
There have two areas in the candidate buddy Assignment as shown in Figure 10.3.

1. Candidate job information
2. Buddy selection

10.3 How to Assign candidate buddy
Buddy Selection

Zmployee

Research & Development (R&D) Defualt Job Class
O | 2414 SR LR AT 8 Research & Development (R&D) CEO Director Exemption
O - :m e Wi &7 s Research & Development (R&D) BPO Associate Exemption
C SA RRLY TNy Research & Development (R&D) Lead Software Developer Executive Exemption
C SXLan R Research & Development (R&D) R&D Manager Exemption
C I Research & Development (R&D) 001 Empire Assistant Manager Exemption
Figure 10.4

You can select an employee to the candidate as a buddy from buddy selection. The list of
employees show in buddy selection is employee in the same department, the employees
with the abstract sign is the employees suggested by the system as shown in Figure 10.4.
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Buday selecton

Employee
o
Employee Name De i
Employee No. % Employee Name *
Ref ; b Class
0057 N
Re L
12
Rel L
122121
Ref 1
1341234
Re
212
Ref
2121
Figure 10.5

If you did not found the employee want to assign as candidate’s buddy. You can choose an
employee from the employee’s drop-down as shown in highlighted in Figure 10.5.

Click BE 1o assign a buddy to the candidate after selecting an employee.
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11 SEND REQUEST OR SHARE COMPANY INFORMATION TO CANDIDATE
11.1Step 1

Action =

Required Information

Message for candidate

Figure 11.1

After access to the candidate profile, you can choose the type of email to want to be sent to
the candidate from the options shown in Figure 11.1.

11.1.1 Option: Request to fill up the information,
After selecting this option, an email request to fill up information will send to the candidate.

11.1.2 Option: Reminder,
After select this option, an email reminder for fill-up information will send to the candidate.

11.1.3 Option: Send company Document,
After selecting this option, you need to choose the document(s) from the section shown in
Figure 11.2 to share with the candidate.

Action = Sent Company Document v

Message for candidate

B Document Type - Document Name File Name

Figure 11.2

11.2 Step 2

Click to send email to candidate base on options in step 1.
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12 ACTIVATE OR DEACTIVATE CANDIDATE PORTAL LINK
12.1 What is the candidate portal link

The candidate portal link is a link that provides a candidate for access to the Onboarding
Candidate Portal. Candidates can access via a link in the email to the Onboarding Candidate
Portal to fill up personal information or access the shared company information.

12.2 Deactivate access link

Figure12.1

The candidate portal link is activated by default when created a candidate profile. You can
deactivate the access link by click the 1° highlighted button in Figure 12.1.

After deactivating the access link, the selected candidate will not able to access the
onboarding candidate portal.

12.3 Activate access link
After deactivating the access link for the selected candidate, you can activate the access
link for the candidate by clicking the 2™ highlighted button in Figure 12.1.
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13 DISABLE OR RESTORE CANDIDATE PROFILE
13.1What is disable and restore candidate profile

Disable candidate profile is used to turn off access to selected candidate profile and
candidate portal link.

Restore candidate profile is used to turn on access to selected candidate profile and
candidate portal link.

13.2 How to disable or restore candidate profile
13.2.1 Disable candidate profile

. . & Profile & Company . . & Modified  © LinkAccess &
andidate Name Email Status Crested Date  Date Deactived Action
-Filter- Filter- -Filter- -Filter- -Filter- -Filter- Filter- Filter- Filter-
2 < I x
- % =

Figure 13.1

Click * to disable candidate profile.

Confirmation

Confirm To Delete .25 (ol 2w 0

« Ok

Figure 13.2
After click *, a confirmation will show as Figure 13.2.
Click to confirm disable selected candidate profile.

Click | ‘to cancel disable selected candidate profile and close popup screen.

After disabling the candidate profile, all information for the selected candidate will not able
to access. Besides that, the link access to the selected candidate profile also will be
deactivated.
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13.2.2 Restore candidate profile

. . & Profile ¢ Company . . o_hln-n # Link Access @
Date
F

Filter Filter Filter Filter Filter Filter Fllter

Figure 13.3

Click ® to restore candidate profile.

Confirmation

Confirm To Restore ::evisas ol o i?

« Ok

Figure 13.4
After click 2, a confirmation popup screen will show as Figure 13.4.
Click to confirm restore selected candidate profile.

Click to cancel restore selected candidate profile and close popup screen.

After restoring the candidate profile, the candidate profile and the link access candidate
profile will be accessible.

EMPLX User Guide
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14.1 How to verify candidate profile data

After the candidate submits their information to HR, the candidate still can edit their
information and re-submit to HR before HR verify the candidate profile.

Candidate Profile

* Back
date N »
1 2
Required Intormation Protie Informabor
Message for candidate
Created Date
2020-12-21
Protile Status

Information filled

ast email date
2020-12-21 Tile
First Name @
Last Name @

Neck Name

Figure 14.1

After the candidate submits their information to HR, the candidate profile will show in
Figure 14.1.

1. Edit - Edit the candidate profile if necessary.

2. Verify — Verify candidate profile data.

Candidate Profile

& Back

Required Information Profiia Intormation

=
' Action + . N

Message for candidate

Creared Date
2020-12-21

Profile Status
verified Full information
Last emai date o
2020.12.21 Tive
Furst Nama @
Last Name @

Figure 14.2

After verified candidate profile data, the candidate profile will show in Figure 14.2.
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15 EXPORT CANDIDATE PROFILE

15.1 How to export candidate profile

Required Information Profile Information

#ASena |  Export 1o Employee Profile
' Action = -

Message for candidate
Created Date
2020-12-21

Profile Status

werified Full iInformation

2020-12-21 Title

Last email date
‘ Last Name @

Figure 15.1
After verified candidate profile data, the candidate profile will show in Figure 15.1.

15.1.1 Step 1

Confirmation

Please fill up Employee No., Hire Date and Company Email before export

Employee No_=
Hire Date = : =8

Company Email =

Figure 15.2
Click === to start export candidate profile. A popup screen will show in Figure 15.2.

15.1.2 Step 2
Fill up Employee No., Hire Date, and Company Email.

15.1.3 Step 3
Click B to export selected candidate profile to EMPLX employee profile.
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16 ACCESS TO EMPLX EMPLOYEE PROFILE

16.1How to access Emplx Employee profile
After the exportation of the candidate profile, that has 3 methods to access EMPLX
Employee Profile from Onboarding (Admin).

16.1.1 Method 1

Success

Below information has been exported to EMPLX Employee Profile.
1. Personal Information
2. Personal Contact
3. Statutory

4. Dependents

5. Emergency Contact
6. Passport Information

7. Job Infoygmalign

Proceed toIEmDIovee Profile!to update other information

Figure 16.1

After the exportation of the candidate profile, a success popup screen will show in Figure
16.1.

Click the highlighted area in Figure 16.1 will able to access the EMPLX employee profile for
the selected candidate.

16.1.2 Method 2

Candidate List

Figure 16.2

After the exportation of the candidate profile, the exported candidate profile will show the
employee number in the column Employee No. at the candidate list.
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Click on Employee No., you will able to access the EMPLX employee profile for the
candidate profile.

16.1.3 Method 3

1 Candidate Profile

4 Back

Candidate Nam » (00

5 §

Created Date
2020-12-28

Profile Status

Exported to Employee Profile

Last email date

2020-12-29

Profile link

I Exported to Employee Prohlel

Figure 16.3

After the exportation of the candidate profile, the Candidate profile left column will be
shown in Figure 16.3.

Click on the highlighted area in Figure 16.3, you will able access to the EMPLX employee
profile for the candidate.
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Onboarding Overall process flow

Profile

Setup:

B 1. HRemail h( Export to employee
2. Company Document >
3. Onboarding Instruction L

!

n

Employee

Profile

Send company
information

Request new join to fill Verify information

up information

=

=

Fill in information,
E submit to HR

Q

Send
reminder

Request new join to
update

Receive
acknowledgement

L

Figure 16.4

=

View attachment and

h
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