ESS / MSS

Paperless

Technology



Employee Personal
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Employes Profi

PERSOMNAL INFORMATION

Employes Hams: Fathar Marmes:
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sdorees:

& glon:

EMPLOYMENT INFORMATION
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Probationary Feric
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Fermanent Sddress:




| eave Balances

Employee Personal Leave Balances Leave History Leave Calendar Education Experience Family

Leave Balances

Leave Name Entitled In-Approval Availed Balance
Annual Leaves 31.0 3.0 0.0 28.0
Breavment Leaves 3.0 0.0 0.0 3.0
Casual Leaves 0.0 6.0 4.0
Paternity Leaves ! 0.0 0.0 5.0

Sick Leaves . 0.0 1.0 9.0




Leave History

Employee Personal Leave Balances Leave History Leave Calendar Education Experience Family

Leave Start Date End Date
Work From Home 27/ul/2022 27/Jul/2022
Work From Home 25/Jul/2022 25/Jul/2022
Casual Leaves 22/Juliy2022 22/Juli2022
Casual Leaves 21/Jun/2022 21/ Jun/2022
Traveling/Visits 09/May/2022 09/May/2022
Casual Leaves 06/May/2022 06/May/2022
Casual Leaves 22/Mar/2022 22/Mar/2022
Work From Home 11/Mar/2022 11/Mar/2022
Work From Home 10/Mar/2022 10/Mar/2022
Casual Leaves 08/Mar/2022 09/Mar/2022
Casual Leaves 28/Feb/2022 28/Feb/2022
Traveling/Visits 23/Feb/2022 23/Feb/2022
Sick Leaves 04/Feb/2022 04/Feb/2022
Sick Leaves 22/Dec/2021 22/Dec/2021
Casual Leaves 20/Dec/2021 20/Dec/2021
Casual Leaves 21/0ct/2021 21/0ct/2021




Report Individual Leave Calender

Individual Leave Calender Print Dated 30 Sep 2022
Year: 2022 Annual:  0.00

Yoo

Casual: 6.00

Emp Code: 2859 Sick: 1.00

Name: Employee Name-2859 LWP: 0.00

Designation:  Senior Associate Manager HR Operations ov: 2.00

Month Day | Day | Day | Day Day Day | Day
1 2 | 3| 4 6 24 27 | 28

January

February

March

April

May

June

July

August

September

October

November

December




Education

Employee Personal Leave Balances Leave History

Education Institute

MPA University Of Karachi

B.P.A University Of Karachi

Leave Calendar

Education

Grade
First Division

First Division

Experience

Family

View Attachment




Experience

Employee Personal Leave Balances Leave History Leave Calendar Education Experience Family

Experience

Employer Designation Department Start Date End Date

Research & Development Engineering Company HR Officer Human Resources 05 Jan 2010 02 Mar 2013




Family

Employee Personal Leave Balances Leave History Leave Calendar Education Experience Family

Spouse

Name DOB Marriage Date

Salma Kashif 13 Jul 1992 12 Feb 2016

Children

Dependant Name DOB Age Relation View Attachment
Muhammad Hasnain Ansari 10 Mar 2020 2 Son E

Abdullah Ansari 02 Jan 2017 5 Son <

a 23 Feb 2022 0 Son F




ge of Contact Det:

Employee Information

Employee Code Employee Name Designation

2859 Employee Name-2859 Senior Associate Manager HR Operations
Section Department Division

HR Operations Human Resources Human Resources & Administration
Current Address Line 1 Current Address Line 2

House No. 741, Sector 33/ B. Korangi#21/2

Permanent Address Line 1 Permanent Address Line 2

House No. 741, Sector 33/ B. Korangi#21/2

Personal Mobile No Official Mobile No Home Telephone

0321-2244513
Business Email Address Personal Email Address

kashif.sabir@martindow.com muhammedkashif.ansari@gmail.com

Emergency Contact Information

Emergency Contact Name Contact Tel 1 Contact Tel 2 Relationship

Hafiz Muhammad Ibrahim 0301-8255077 0321-9200527 Elder Brother
Current Address Permanent Address

House No. 741, Sector 33 / B, Korangi # House No. 741, Sector 33 / B, Korangi #




Employee Information

Employee Code Employee Name Designation
2859 Employee Name-2859 Senior Associate Manager HR Operations
Section Department Division

HR Operations Human Resources Human Resources & Administration

Education Information

Education Institute

Select Please Select

Grade / Division Major / Other Subjects

[# My Trasaction Status

Emp Code Emp Name Education Institute Grade/Division Year  Pending With Step Back Reason View Attachment Edit Delete
2859 Employee Name-2859 MPA University Of Karachi First Division 2010 None EA

2859 Employee Name-2859 BPA University Of Karachi First Division 2009  None &




Marriage

Employee Information

Employee Code Employee Name Designation
2859 Employee Name-2859 Senior Associate Manager HR Operations
Section Department Division

HR Operations Human Resources Human Resources & Administration

Spouse Information

Spouse Name * Spouse Date Of Birth * Spouse CNIC *

Marriage Date

Sep 30, 2022

Save

(& My Trasaction Status

Emp Code Emp Name Transaction Date Marriage Date Spouse Name Pending With Status Step Back Reason View Attachment Edit Delete

28359 Employee Name-2859 May 07, 2021 Feb 12 2016 Salma Kashif None Approved &




Marriage

Employee Information

Employee Code Employee Name Designation
2859 Employee Name-2859 Senior Associate Manager HR Operations
Section Department Division

HR Operations Human Resources Human Resources & Adminisiration

Children Information

Child Name Relationship

®sonOpaughter
Date Of Birth

Sep 30, 2022

[# My Transaction Status

Emp Code Emp Name Dependant Name DOB Age Relation Pending With Status Step Back Reason  View Attachment Edit Delete
2859 Employee Name-2858  Muhammad Hasnain Ansari 10 Mar 2020 2 Saon None Approved
2859 Employee Name-2859  Abdullah Ansari 02 Jan 2017 5 Son None Approved

2859 Employee Name-2858 a 23Feb 2022 0O Saon Employee Name-2859  Initialized




Children

(# Children

Employee Information

Employee Code

2859
Section

HR Operations

Children

Child Name

Date Of Birth

Sep 30, 2022

Save

Information

Employee Name

Employee Name-2859
Department

Human Resources

Relationship

®@ sonCDaughter

Designation
Senior Associate Manager HR Operations
Division

Human Resources & Administration

(¢ My Transaction Status

Emp Code
2859
2859

2859

Emp Name
Employee Name-2859
Employee Name-2859

Employee Name-2859

Dependant Name
Muhammad Hasnain Ansari
Abdullah Ansari

a

DOB Age
10 Mar 2020 2
02Jan 2017 5

23Feb 2022 0

Relation

Son

Pending With
None
None

Employee Name-2859

Status Step Back Reason  View Attachment Edit Delete
Approved
Approved

Initialized




Experience

(& Experience
Employee Code Employee Name Designation
2859 Employee Name-2859 Senior Associate Manager HR. Operations
Section Department Division
HR Operations Human Resources Human Resources & Administration
e
Employer Designation Department Start Date End Date Step Back Reason Attach Doc View Doc Delete
3
Research & Development Engine HR Cfficer Human Resources Jan 05, 2010 Mar 02, 2013 -
]
F3
Please Select A
~
&
Please Select ~
&~
&
Please Select ~
&~
FA
Please Select ~
“
F3
Please Select A
~




Requester Name: Leave Start Date End Date Days

Employee Name-2859-—-Senior Associate Manager HR Operations - 2659
Work From Home 271uli2022 27/Jul/2022
Select Leave Type:

Work From Home 25/Juli2022 25/Julf2022
Annual Leaves (27.0)

Casual Leaves 22/Juli2022 22/Jul/2022

Start Date: End Date: Casual Leaves 21/un/2022 21/Jun/2022

30-8ep-2022 30-8ep-2022 Traveling/Visits 09/May/2022 09/May/2022

Days Applied: () Half Day Flag Remaining Days: Casual Leaves 06/May/2022 06/May/2022

26
! Casual Leaves 22/Mar/2022 22/Mar/2022

Reason: Work From Home 11/Mar/2022 11/Mar/2022

12

Clear Form %‘

D Leaves Required

Start Date Day Remarks

11/Aug/2022 Thursday Absent
04/Aug/2022 Thursday Half day Leave

03/Aug/2022 Wednesday Absent




HR Policies

(¢ HR Policies

Policy

Dress Code Policy

Group Medical & Hospitalization Policy

Leave Policy

Resignation & Final Settlement Policy

Wedding Gift Policy

Attendance & Holiday Policy Group Corporate Office

OPD Policy

Download

;‘-r L‘-V n‘-r L‘-V

L‘- r

r




Attandance

(# Attendance Summary Report

Year: : Employees

2022

P




Employee Designation Department
2859-Employee Name-2859 Senior Associate Manager HR Operations Human Resources
Year Month

2022 Jul

B Attendence Request Form

Time In Time Out
Day_name Shift_Name Timeln(HH) Timeln(MM) {Check) TimeOQut(HH) TimeQut(MM) (Check) Reason

Friday MDG-CO 30 18 40 u Time Missing

Saturday
Sunday
Monday MDG-CO
Tuesday MDG-CO Time Missing
Wednesday MDG-CO Time Missing
Thursday MDG-CO

Time Missing

Friday MDG-CO Time Missing

O B B B B D D O

Saturday




PM

PMS Dashboard

[#Instruction/Note =PMS-Archive

Your PMS hierarchy is defined as Employee Name-1558 Emp Name PMS Year
Senior Manager HR Operations & Projects MDL - Head

Office , Employee Name-7 Associate Director ¢ Employee Name-2659
Human Resources. If th s any ambiguity, please

285
contact HR Department. 2859

85!
PMS Status View Instructions

[#PMS (Action Required)

2022

Employee Name-2859 2021

=JD-Archive

No Data Available
No Data Available

Z0bjective Partners

Tran_code Assigned By Partner No Data Available

1677 1558-Employee Name-1558

1677 7193-Employee Name-7193

No Data Available




Extended Hours

Year Month

2022 v Sep v

‘DMonthly Extended Hours

(#Requested Extended Hours

Attendance Date: Time Out (HH) Time Out (MM)
Sep 30, 2022 0 ~ 0 ~
Time Out (HH) Time Out (MM) Remarks:

1 v 0 v




Payslip

(#'Salary Slip (Employee Wise)

Employee

All




Tax Liability

(#Monthly Tax Liability Report

Employees

2859-Employee Name-2859




Tax Certificate

[(#Tax Certificate - Section 149




PD Summary

Detail Delete

Claim No

7284

6699

6262

5148

4753

4152

3776

3218

2798

Receipts Count

7

11

13

Vg

7

Print

|

I

[

[

[

[

[

[

[

Status

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Status Date

10 Aug 2022

13 Jul 2022

08 Jun 2022

08 Apr 2022

08 Mar 2022

07 Feb 2022

05 Jan 2022

07 Dec 2021

08 Nov 2021

Pending With

None

None

None

None

None

None

None

None

None

Employee

Employee Name-2859

Employee Name-2859

Employee Name-2859

Employee Name-2859

Employee Name-2859

Employee Name-2859

Employee Name-2859

Employee Name-2859

Employee Name-2859

Remarks Claimed

1,691

1,001

4649

27,852

4,130

10,520

2,698

1978

1,503

Approved

1,691

1,001

4,649

27,852

4,130

10,520

2,698

1,978

1,593




Travel

Create Travel Plan

g8 Pending Travel Plans

Travel Edit Delete Hotel Name Purpose Travel Checkin Checkout AdvanceAmount Visa Hotel
Type Date Date Required Required

Employee Name- To attend sales conference as per advice by Domestic QOct 02, 2022 Oct 2 15,000 No Yes

2 GM accounts




Training

(#Published Courses Enrolment

Search

No Data Available




Job Requisition

(#Job Requisition List

Position Name Vacancy Type Budgeted Job Profile Grade Name Section Location BaseCity Pending Status Requisition Logs
Name With

6 - HR Operations Exited Yes 66 Operations HM 9 HR MDL - Karachi Employee Job

ecutive -Employee xecutive Operations Name- Publishe
2

Name-0




Internal Jobs

Internal Jobs

Job Code
52
46

Job Title

Senior Manager Basis (SAP)
HR Operations Executive
CRM Executive

HR Operations Executive
Manager Reporting & Taxation
Senior Field Manager

Senior Field Manager

Employment Type
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent

Permanent

Apply By

Nov 30, 2022
Nov 30, 2022
Sep 30, 2022
Sep 30, 2022
Oct 31, 2022
Sep 30, 2022
Sep 30, 2022

Apply

NN N NN AN



Fleet

Vehicle
KNB-
Engine No

Vehicle Maintenance Vehicle Documents

(¢ Report Vehicle Maintenance

Vehicle Name

Chasis No

SP-1




Fleet

[(ZAssets

Asset Code SubHead Name Asset Name Tag No Reference No Emp Name Returnable PurchaseDate ExpiryDate

224 Laptop-HP Laptop 15' MDP-KHI- 0 cnd10387zk Employee Name-2859 May 18, 2021 May 17, 2025




Thank you



