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I MODUL HUMAN RESOURCE

1. MODUL HR (TRAINING)

1.1 Membuat rencana training tahunan

1.1.1 Buat rencana training (Akses Admin HR)

> Masuk ke halaman web https://jayateknik.com/id ID/web/login

» Login dengan user yang memiliki akses HR-Training.

» Masukan email dan password, kemudian klik Log masuk

IGN IN

Sed ut perspiciatis unde omnis iste natus error sit voluptatem

Database

DEV_|TI SelectE

Email

Kata Sandi

Loa masuk o} gve an decoynt?

» Masuk ke menu Human Resource > Courses > Courses
» Klik Create untuk membuat rencana training



https://jayateknik.com/id_ID/web/login

i Human Resources Contracts

Employe:

=} Course Request

&' E-Leaming

CREATE QITINUN

Courses +  Configuration +

Affendees Submission

dw

| Human Resourc ] Name & Attendees Confrmation  tate Maximum Attendees Maximum Attendeas Number Number of Expected Atlendees
H Calendar [ Training1 7A0/2020  08/10/2020  Completed  Limited 3 3

[ Training 2 D&10/2020  07/10/2020  Complated  Lnlimited 3
w4 N [ Training 3 07/10/2020  0310/2020 Completed  Limited g g
f" Contacts [ Training Micosoft Dffica WAK2020  08/10/2020  Completed  Unlimited 3
& cam [ Training Windows 09/10/2020  10/10/2020  Completed  Limited § §

[ Training Microsoft Project 2020 Draft Unlimited ]

W sales

@ website

16/6 ¢ %

" Administrato)

&

Avallable Seatz

» Isi form sesuai dengan kebutuhan
>
disimpan
» Setelah semua data sudah diisi klik Save
>

training terkirim ke dirat yang akan mendaftarkan peserta untuk training

Contracts  Co

Configuration -

Untuk kolom mandatory ditandain dengan warna biru dan wajib diisi agar data bisa

setelah data sudah disimpan, kemudian klik Assign Attendees agar data rencana

Courses

ASSIGN ATTEMDEES

CAMCEL COURSE

Draft Course
Name

Training Office 2019

Type Vearly
Internal/Bxdernal Internal
LCategory Katagori 1
Course Cost Rz, CHCRC, COMDL OO
LCurrency IGR

Authorized by Administrator

Has Permanence

O

DRAFT

Kolom mandatory
wajib diisi

12A0/2020
1802020
3

ation Jaya Teknik

QOrganizer

Maximum Atterdees @ Limited
(O Unlimited
5

Number of Expected o

Attendees

Available Seats [}

1.1.2 Mendaftarkan peserta dari masing-masing Dirat (Akses Admin Dlrat)

> Masuk ke halaman web https://jayateknik.com/id ID/web/login

» Login dengan user yang memiliki akses HR-Training.

» Masukan email dan password, kemudian klik Log masuk



https://jayateknik.com/id_ID/web/login

SIGN IN

Sed ut perspiciatis unde omnis iste natus error sit voluptatem

Database

DEV_|JTI SelectE

Email

Kata Sandi

> Pilih menu Human Resource > Courses > Attendees Submission

» Klik Submit/View Attendees untuk mendaftarkan peserta

Configuration + @ wy @ Nurkhasanah, SE

& o Course Request Search.. a

1111

Hurman = i n "
) [] Name Start End Attendees Confirmation Maximumn Maximurn Attendees Number of Expected Ayailable

date Attendees Nurnber Altendees Seats

Training Office

Walt SUBMIT/VIEW
O so00 12/10/2020 13/10/2020 Yearly o0 i -

attendees Limitzd s v ATTENDEES

» Klik Add an Item maka akan muncul pop up daftar karaywan yang ada di dirat
» Pilih nama karayawan yang akan didaftarkan training, kemudian klik Select




Configuration +

Attendees Submission

SAVE DISCARD
SUBMIT DRAFT

Nama
New

LCourse Training Office 2019
Direktorat Cirat 1

Assign Attendeas %

Name Woark Phone Work Ernail Direktarat Job Pasition

Add anitern

Manager

Add: Attendees

Search... @

1-4/4 € »

[] Name Work Phane Work Emall Direktorat Job Pasitian Manager
A A |stri Cyah Windari, 5H Cirat 1 Administrasi

v| Abd Azis Makkatang, 5T Dirat 1 Site Manager
9 4q

Abdoe| Latief Soekoco, STth Cirat 1 Staf Penentuan & Pengendalian Perbelian

[] Murkhasanah, SE Cirat 1 Adm. Sekratariat Divisi

CANCEL

» Setelah nama karyawan sudah dipilih klik Save
» Kemudian klik Submit agar data karyawan yang didaftarkan terkirim ke HR

ees Submission

DISCARD

Nama
New L

LCourse Training Dffice 2019
Direktarat Dirat 1

Assign Attendees

Name Work Phone Waork Emall Direktorat Job Position Manager

A A |stri Dyah Windari, SH Cirat1 Adrinistrasi

Abd Azis Makkatang, ST Cirat1 Site Manager w

Abdosl Latief Soekoco, 5T Dirat1 Staf Penentuan & Pengendalian Pembelian T

Add an itern




1.1.3 Melakukan konfirmasi jumlah peserta (Akses admin HR)

Login dengan akses admin HR

Pilih menu Human Resource > Courses > Courses
Pilih nama training

Cek peserta yang sudah mendaftar

YV V V VYV V

Jika peserta yang mendaftar sudah memenuhi kuota yang ada klik Confirmation
Attendees

Employees Contracts Courses =  Configuration

courses

EDIT CREATE Attachment(s] ~  Astion -

CANCEL COURSE BACK TO DRAFT WAITING ATTENDEES

Jumlah peserta yang

Training Office 2019 sudah mendaftar
Type early Start date 121052020
Internal/External Internal Erd date 131052020
Category Kategori 1 Time 08:00
Course Cast Rp £,000,000.00 Location Jaya Tl
Currency IDR Organizer
Autharized by Administrator haximum Atlerdees Limited to &
Has Permanence

Course Results H

[ Jumlah sisa kuota peserta ]

Attendees Submit Form Employes Direktorat Department Available
ASAD2020/01 A stri Dyah Windari, SH Cirat 1 Cirat 1/ Gepartment 1 --Chowose--
ASA0/2020/011 Abd Azis Makkatang, ST Crirat 1 Dirat 1/ Cepartment 1 --Choose--
ASMAD2020/001 Abdoel Latief Soekoco, ST Crirat 1 Dirat 1/ Cepartment 1 --Chooge--

1.1.4 Melakukan konfirmasi kehadiran peserta (Akses Admin Dirat)

» Login sebagai admin Dirat

> Masuk ke menu Human Resource > Courses > Attendees Confirmation

& Contracts Courses -  Configuration «

Course Request To-do x | Search... @
Courses

Attendees Submission

[] Hame Attendees i Direktorat Department Available Reason State Result

[] Training Office 201% ASA0/2020/011 A4 st jzh Windari, SH Dirat 1 Dirat 1/ Department 1 —Choase— Attendees Confirmation Pending
[ Training Office 2014 AB/10/2020/011 Abd Azis Makkatang, 8T Dirat 1 Dirat 1/ Department 1 —Choase— Atterddees Confirmation Perding
[ Training Office 2014 ABA0/2020/011 Abdoe| Latief Soekoco, 3T Dirat 1 Dirat 1/ Department 1 =Choose— Attendees Confirmation Pending

Pilih nama peserta yang akan dikonfirmasi kehadirannya
Klik -Choose- yang ada dikolom Available
Pilih Ready / Cancel

Jika pilih Cancel isi kolom Reason (Alasan karyawan tersebut batal mengikuti

YV V V V

training)




» Setelah semua konfirmasi karyawan sudah diisi klik Save

Configuration

DISCARD

[] Name
[[] Training Office 014

[[] Training Office 1%
[] Training Office 201%

Attendees Submit Form Emplayee
AZ0/2020/011 AA_ |stri Dyah Windari, SH
AS0/2020/011 Abd Azis Makkatang, ST
AS0/2020/011 Abdoel Latief Soekoco, ST

Ayailable
Ready
Carcel

To-do % | Search..
Direktarat Department
Dirat 1 Dirat 1/ Department 1
Dirat 1 Dirat 1/ Department 1
Dirat 1

Dirat 1/ Department 1

@ @ Nurkhasanah, SE

12/3 € >

State

Atterdees Confirmation
Attendees Confirmation
Attendees Confirmation

Result

Pending
Pending
Pending

1.1.5 Mulai Training (Akses Admin HR)

YV V. V V

Login dengan akses admin HR

Pilih nama training

konfirmasi kehadiran

s Courses ~  Configuration ~

Pilih menu Human Resource > Courses > Courses

Klik Start Course jika semua peserta di masing-masing dirat sudah melakukan

* Administre

Courses

SUQE CREATE

T COURSE

CAMCEL COURSE

Attachment(s) v

BACK TO DRAFT

Training Office 2019

Type
Internal/External

Category

Course Cast
Currency
Authorized by
Has Permanence

Course Results

Attendees Submit Farm
ASAD/2020/011
ASD/2020/011
ASAD/2020/011

Yearly

Intermal
Katagori 1

Rp 6,000, 000.00
IDR

Administrator

Employee
A4 |5t Dyah Windari, SH
Abd Azis Makkatang, ST

Abdoel Latief Sogkoco, 5T

Action =

Start date
Erid date
Timea

L\\’ Location

QOrganizer
Maximum Atterdees

Number of Expected
Attendees
Available Seats

Direktorat
Dirat 1
Dirat 1

Dirat 1

ATTEMDEES GONFIRMATION

12072020
13A0/2020
03:00

Jaya Teknik

Limited to &
3

2

Department
Dirat 1/ Gepartment 1
Dirat 1/ Gepartment 1

Dirat 1/ Gepartment 1

Availzble
Ready
Cancel

Ready

» Setelah data rencana training sudah dilakukan Start Course, maka status akan
berpindah ke In Progress, dan data training akan masuk ke e-learning

» Proses training akan dilakukan di e-Learning sesuai dengan tanggal start date yang

dibuatd

i form rencana training




Courses
I CREATE Attachmentis) +  Action 11
CANCEL COURSE BACK TG DRAFT
Typa “fearly Start date 1211042020
Internal/Bxternal Internal End date 13102020
Category Kategori 1 Time 03:00
Course Cost Rp &,000,000.00 Location Jaya Teknik
Currency IGR Organizer
Autharized by Administrator % kaximum Attendeas Limited to &
Has Permanence Number of Expected 3
Alterdees
Available Seats 2
Course Results
Attendees Submit Form Emplayee Direktorat Department Ayallable
A3ND2020/011 A | stri Dyah Windari, SH Diirat 1 Cirat 1/ Departrment 1 Ready
AZD20200/011 b Azis Makkatang, 5T Cirat 1 Cirat 1/ Dapartment 1 Cancel
ASD2020/011 Abdosl Latief Soekoco, ST Cirat 1 Cirat 1/ Department 1 Ready

1.2 Membuat pengajuan training dari Dirat

1.2.1 Membuat pengajuan training (Akses Admin Dirat)

a) Login sebagai admin Dirat

» Masuk ke menu Human Resource > Courses > Courses Request
» Klik Create

Human Resources

Contracts

~  Configuration ~ @ e @ Nurihasanah, SE

S b

Search..
Cao

B E-lear 1-5/5
Aftendees Submission

& Human R = Title Attendees Confirmation LCategory Course Direktorat Attendees Status

q Calendar [] crA/2020/00M Training ms. office Kategori 1 Training Micosoft Difice Dirat 1 Approved
[ crAD/2020/003 Training Microsoft Office Kategori1 Training Micosoft Dffice Dirat 2 Approved
[] crAnsznzo/mons Training Ms Project Kategori 1 Training Microsoft Project 2020 Cirat1 Approved
[] crAoszozo/one Training Microsoft Project Kategori 1 Training Microsoft Project 2020 Dirat 2 Approved
[] CRAoszozo/on7 Training ms. Project Kategori 1 Training Microsoft Project 2020 Dirat 3 Approved

» Isi form data pengajuan training
> Setelah semua diisi klik Save, kemudian klik Submit
» Setelah klik Submit maka data pengajuan training akan terkirim ke HR




Configuration «

@ e @ Nurihasanah, SE

Course Request

New

Categary

Created on

Attendees

Name

Title Pelatihan Teknik Service

Kategori 1

Work Phone Work Email

Direktorat

Caurse
Course Status
Direktorat Dirat 1

Reason

Job Position

DRAFT

Manager

A |5t Dyah Windar, SH Crirat 1 Adrninistrasi Tap

Abd Azis Makkatang, 5T Cirat 1 Site Manager

Eh

Abdoel Latief Soekoco, ST Cirat 1 Staf Penentuan & Pengendalian Pembelian Tl

Add an item

1.2.2 Melakukan persetujuan training (Akses Admin HR)

» Login dengan akses admin HR
Pilih menu Human Resource > Courses > Courses Request

Pilih nama training

Jika misalkan ada nama training yang sama di 2 dirat yang berbeda, maka HR bisa
melakukan penggabungan training dari 2 dirat tersebut dengan jadwal yang sama
jika diperlukan

YV V

Employees Contracts Courses =  Configuration - QJ - " Administrator

Search
CREATE (SIS 1-7/7 4 ¥
Attendees Submission
[] Nama Title Attendees Confirmation  |[Course Direktorat  Attendees Status
raining ms. otnce areqori rainin: ICOS0 ice ira TOVE:
CRAD/2Z020/00  Training i Kategori 1 Training M ft O Dirat 1 Approved
[ crAzo20/008 Training Microsoft Office Kategori 1 Training Micosoft Office Dirat 2 Approved
Trai ] ft Project
CRAD/2020/005 Training Ms Project Kategori1 o9 MICIOSOTERIOISEE ity Approved
9 | 4 2090 PR
Trai ) ft Project
CRAD/Z020/006 Training Microsoft Projact Katagari1 | Lo MISTOSAIFRRIREL  piatg Approvad
9 | 4 2020 PR
T M ft Project
CRAD/20204007 Training ms. Project Kategori1 | o9 MICTOSOTERIOISEE it g Approved
q il 3!\ 2020 PP
Pelatihan Teknik Servi
[] CRAD/2020/003 Me;n;e:zn:e i serce Kategor 1 Dirat 2 Subrited
[[] CRADZ020/008 Palatihan Teknik Service Kateqori 1 Girat 1 Bubmited

I—

» Pilih salah satu judul yang sama tadi, kemudian klik Approve




rces Employees Contracts Courses = Configuration

Course Request
CREATE Attachment(g) = Action =

REJECT SUBMITED

CR/10/2020/008

Title Pelatihan Teknik Service Maintenance Course
Category Kateqori 1 Course Status
Direktorat Dirat 2
Created on 1202020 13:38:28
Reason
Attendess
Name Woark Phone Wark Email Direktorat Job Pasition Manager
Abd. Rahman, ST Cirat 2 Supervisor
Abdul Aziz, SE Dirat 2 Holektor

» Setelah diklik Approve maka akan muncul pop untuk mulai penggabungan 2 judul
yang berbeda

Approve Request Course

Request Title Pelatinan Teknik Service Maintenance Request Category Kategori 1
Title Options @ Same as Request Title egory Op @ Same as Request Category
() New Title (") Choose Category

Course Title Course Category

(@ Auto Create Course
(0) Choose Existing Course

Other Request

Kama Direktarat

Add an item

N
L]

» Keterangan pilihan Title Option
1) Same as Request Title = menggunakan judul yang sama dengan yang ada
dikolom request title diatasnya
2) New Title = Menggunakan Judul baru
» Keterangan pilihan Category Option




1) Same as Request Category = menggunakan judul yang sama dengan yang ada
dikolom request title diatasnya
2) Choose Category = Memilih kategori baru
» Keterangan pilihan Options
1) Auto Create Course = membuat kelas training baru secara otomatis
2) Choose Existing Course = memilih kelas training yang sudah ada sebelumnya
» Setelah 3 kolom tersebut sudah ditentukan maka klik Add an item yang ada di tab
menu Other Request kemudian masukan judul training yang sama yang akan
digabungkan kelas trainingnya
» Setelah semuanya sudah diisi kemudian klik Approve
» Setelah di approve maka 2 judul training yang sama statusnya akan otomatis
berubah menjadi Approve dan data training baru otomatis terbentu pada menu
Course

Employees Contracts Courses =  Configuration « g " Administrator

m ssrch. a
Courses

CREATE IMFORT 17/7 < %

Attendees Submission
[] Mama Title Attendees Confirmation  lourse Direktorat ~ Attendees Status
[] CRA0/2020/001 Training ms. office Kategor 1 Training Micosoft Office Cirat 1 Approved
[] crRAD/2020/003 Training Microsoft Dffice Kategori 1 Training Micosoft Dffice Cirat 2 Approved
[ ] cRAD/2Z020/005 Training Ms Project Kategori 1 Training Microsoft Project 2020 Girat 1 Approved
[] CRe10s2020/006 Training Microsoft Project Kategori 1 Training Microsoft Project 2020 Cirat 2 Approved
[] CRA10/2020/007 Training ms. Project Kategori 1 Training Microsoft Project 2020 Dirat 3 Approved
Pelatihan Teknik Service Pelatihan Teknik Service

CRADA2020/008 Iat; 1 Dvirat 2 A
L] cRAos2020/ Maintenance ategert Maintenance s pprove
[] cR/A0/2020/009 Pelatinan Teknik Service Kategor 1 Pl ED T LS EREe Girat 1 Approve:

Maintenaoce

Employees Contracts Courses ~  Configuration = (1_‘; - * Administrator

Course Request search &
Courses
IMPORT 18/8 ¢

Attendees Submission

[] Name Attendees Confirmation State Maximum Attendees Maximum Atterdees Number Number of Expected Atterdees  Available Seats

[] Training 1 071042020 08/10/2020 Completed  Limited 3 3

[] Training 2 06/10/2020 071072020 Completed  Unlimited 3

[] Training 3 071042020 08/10v2020 Completed  Limited & 5

[[] Training Micosoft Dffice O7/10¢2020  08/10y2020  Completed  Unlimnited 3

[] Training Windows 091042020 10/10/2020 Completed  Limited 5 5

[] Training Microsoft Project 2020 Craft unlimited o

[] Training Dffice 2019 12/10/2020  13/10/2020  Inprogress  Limited & 3

[] Pealatihan Teknik Sarice Maintenance Craft Unlimited 0

» Setelah data training sudah muncul di sub menu Courses maka admin HR bisa
melakukan pengisian kelengkapan data training tersebut, kemudian klik Save dan
Assign Atendees

» Langkah selanjutnya adalah Langkah yang sama seperti proses 1. Membuat rencana
training tahunan (ulangi prosesnya dari point b s/d point e)
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