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English 28 &(E
Welcome to HRIS88 ESS

User Login

'Regent Hong Kong

UserID
Password
i ! ~f—
B T (B I [ submit | | 2 Reset |
r W e Forget your Password?
s
"HRIS88 Employee Seff Service -
enzbles you to update and view your
current Personal Profile, Knowledge
Easze elements: review 2nd =
Leave; and print Personal, P
L_ezva Repons.
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Step 1: Login to HRISSS 5SS

inglish Wi &=

1 Click the link and login Welcome to HRIS88 ESS

http://hahkghcsvrhrO1/ESS P r——

/aspx/ess welcome.aspx

|Regent Hong Kong
Training Company

2 User ID: N
Staff ID no. (e.g. 00001) P [

5% Password 'A123456(7) ]

|27 Submit | | 2 Reset |

Eorget vour Password?

Password:
5;{.3:;3.? %ﬁm User ID: staff 1D no.
Hong Kong ID Card no., e o P ;B TS

. ] TR Password : HKID no. (including bracket)
including bracket (e.g. Wyt 4 A 5 SRS (550

A I 2 3456( 7 )) Copyright © 2021 Pocific Base Technologies Limited. Al rights resarved. Emigﬂgg@
L INLO) OO
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http://hahkghcsvrhr01/ESS/aspx/ess_welcome.aspx

Step 2: Choose “Roster”

English &SFE2  {&i{E

1 Click o

Regent Hong Kong

| Logout

Welcome to ESS

Employee Self Service ("ES5”) enables you to review and apply Leave; view your Shift Calendar and Daily Attendance
record; and print Leave or Attendance Reports.

The Records you edited may be configured to require second level approval before updating. If no approval has been
mentioned, then the edited record will be updated immediately. However all record changes will be audited and logged
for security and traceability.

Manager Self Service allows the implementation of authorization processes and advanced workflow processes for Leave
Application, Leave Approval, Shift Calendar Updating, Attendance records Adjustment, and the printing of Employee
Leave and Attendance Reports.
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Step 3.1: View Shift Code of User’s Department

1 ClICk 3:3 Shift Code B cdtRose

h 4 Download Roster :I
1 Upload Roster

Sheet 05
© Overtime Approval Sheet 10

Sheet 15

Attendance Exceptions Approval

shiftcode Click “Shift Code”
A

i e -

Hot Key
L Employee Group e Range
B Monthly Attendance Record alh_;-?
B Attendance Detail List alE

oster

2] ESS

Mext Week : 5 Dec - 11 Dec
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Step 5.2: View Shift Code of User’s Department

2 View all the shift codes of your department
(if you wish to add shift code, please contact HR)

General Shift
Code Shift From To From To Working Hours Meal Hours Type

ADGO0-1R00 ADMIMN 0200-1300 09:00 18:00 g 1 Type 1
AL Annual Leave 0 0 Dayoff
BL Birthday Leave 0 0 Dayoff
CL Compensation Leave 0 0 Dayoff
ML Maternity Leave 0 0 Dayoff
OFF Day Off 0 0 Dayoff
PL Paternity Leave 0 0 Dayoff
SH Statutory Holiday 0 0 Dayoff
sL Sick Leave 0 0 Dayoff



Roster scheduling

(For colleagues who assist roster scheduling)



Step 4:Two ways to upload/edit roster

1. There are two ways for users to upload/edit roster

Update/edit by
uploading excel for
Upload/edit whole department

roster
Update/edit
day by day in web




(1) Update/edit by uploading EXCEL



Step 5: Download Roster template

1 Click “Download Roster” B e

[+ oocxres | 4@ Click “Download Roster”

1 Upload Roster
. B sheetos
@ Overtime Approval ¢ Esheet10
. B sheet 15

Attendance Exceptions Approval

B & =

Shift Code
]
Hot Key
_— Employee Group & Range
E Monthly Attendance Record alL'?
? i
a Attendance Detail List :Ilﬁ‘

oster

3] ESS

Mext Week : 5 Dec - 11 Dec
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Step 6: Download Roster template

1. Selecttheroster 2. Click | © vouniox 3. Roster template is
month that needs downloaded
to edit

! |

— Download Roster

= Download Roster

Download roster data to Excel file. Download roster data to Excel file.

Roster Month Roster Month
2022

P SR

2022/11

2022/10 I © pownload I B Roster- 2022 Dec..xlsx A
2022/09

v

12



Step 7: Open the roster template that has been downloaded

1. Open the roster
template that has
been downloaded

BZ Roster- 2022 Dec...xlsx ~

2. An excel with all colleagues’ names and staff
number would be found

H ©- B @ = Roster - 2022 December (4) [Repaired] - Excel
Insert Page Layout Formulas Data Review [ Help Acrobat Q Tell me what you want to do
o Cut Calibri AR W4 o Wrap Text General - |:.:-—| ’j‘l Mormal Bad t
= Copy ~ —— : = 3= C dinal Forr::t as Explanatory
¥ Format Painter ru- | B-A-|SE = EE Merge & Center - $ - % * i 4% Foor:natting' Table - IZI e E
Clipboard [F} Font [F} Alignment [F} Mumber [F} Styles
AQ23 - e
A B CDEIFIGHI/JIK/]L/ M N O|P|Q|R |5 |T|U|V | W, X Y |Z| AA AB| AC AD AE| AF|AG
1 |MONTH:202212 Name 123456 7 89 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
2 VDMZS CHAN TAI MAN
3 (00426 CHAN TAI MAN
a (00205 CHAN TAI MAN
5 VDDZDG CHAN TAI MAN
6 (00207 CHAN TAI MAN
7 [00202 CHAN TAI MAN
8 '0042? CHAN TAI MAN
9 ’00221 CHAN TAI MAN
10 (00219 CHAN TAI MAN
11 00223 CHAN TAI MAN
12 VDDZZD CHAN TAI MAN
13 (00224 CHAM TAI MAN
14 (00232 CHAN TAI MAN

15 700225 CHAN TAI MAN



Step 8: Input Duty Roster

1

Notes to pay attention

Please note the following:
- Do not change the format of cell A1 which indicates the roster month

- Do not change/edit Column “A” and “B”
- Do not change Row “1”

H ©-

% Cut
ER Copy ~

% Farmat Painter

Clipboard

“DONO

EEEEE W o o b bW N

B R -

Insert Page Layout

Calibri

]

I u-

Formulas

Data Review i Help Acrobat

P

A== $- 25 Wrap Text
= = = | £ 3= Merge&Center <
[} Alignment

CDEFGH|I|J K LM N O

Roster - 2022 December (4) [Repaired] - Excel

General - =

Q Tell me what you want to do

D’J Normal

Bad

(

$ -0 s €0 .00 Conditional Format as IZI Explanatory ... E

Formatting ~

Mumber Pl

P Q R[S | T U Vv W
—

Table ~

X Y | Z  AA AB

CHAN TAI MAN
CHANM TAI MAN
CHAN TAI MAN
CHANM TAI MAN
CHANM TAI MAN
CHAM TAI MAN
CHAN TAI MAN
CHAN TAI MAN
CHAN TAI MAN
CHANM TAI MAN
CHAN TAI MAN
CHANM TAI MAN
CHANM TAI MAN
CHAM TAI MAN

12 3 4 5 6 7 8 9 10 11 12 13

14 15 16 17 18 19 20 21 22 23

24 25 26 27 28 29

Styles

AC  AD| AE AF AG

30 31
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Step 9 : Input Duty Roster

Notes to pay attention

2 Input shift code of your department correctly
014 v f SAMPLE

A B C D E F G H | J K L W
1 |[MONTH:202212 Name 1 2 3 4 3 ] 7 g 9 10 11
2 IIIIEI'I:I'AIEE CHAN TAI MAN B-SEC B-5EC OFF QFF B1-SEC B1-SEC OFF A-SEC A-SEC AL OFF
3 IIIIEI'III'AIEE- CHAN TAI MAN A-5eC A-SEC B1-5EC OFF OFF A-5eEC A-5EC OFF C-SEC C-5EC OFF
4 IIIIEI'I:I'EI:I'E CHANM TAI MAN OFF C-5EC OFF OFF OFF OFF OFF C-5EC OFF OFF OFF
5 IIIIEI'III'EI:I'EF CHAM TAI MAN OFF OFF A-SEC A-SEC A-SEC B-SEC OFF OFF AL A-SEC  A-S5EC
] IIIIEI'III'EIII'I" CHAN TAI MAN OFF OFF B-SEC B-S5EC C-5eC C-5eEC OFF AL B-SEC B-5EC B-5EC
7 IIIIEI'I:I'EEI'S CHAN TAI MAN C-5eC OFF C-5eC (C-5EC OFF OFF C-5eC OFF OFF OFF C-5EC
a8 IIIIEI'I:I'--llEI" CHAM TAI MAN OFF OFF A-SEC  A-SEC B-S5EC OFF B-5EC B-S5EC OFF A-SEC  A-SEC
9 IIIIEI'I:I'EEI CHAN TAI MAN A-5EC A-S5EC OFF OFF A-S5EC A-5EC A-S5EC A-SEC A-5EC OFF OFF
10 IIIIFII'III'EIEI CHAN TAI MAN B1-5eEC B1-5EC OFF OFF OFF B1-5eC B1-5EC B1-5EC B1-5EC B1-5EC OFF

11 (00223 CHAN TAI MAN



Step 10: When finish, upload the roster

1 Click “Upload Roster” 0 oo

Download Roster L ]
Spiend Roster I 4= Click “Upload Roster”

B sheet 05

|4

e

Overtime Approval & sheet 10

Q

Sheet 15

Attendance Exceptions Approval

a & B

Shift Code
P V]
Hot Key
M Employee Group & Range
a Monthly Attendance Record a@
i o
a Attendance Detail List :Ilﬂ‘
pster

3]  Ess

Mext Week : 5 Dec - 11 Dec
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Step 11: Upload roster

=  Upload Roster

Upload roster data from Excel file.

1. Create File

The file must be in Excel Workbook _xlsx format
Cell AL must in MONTH:YYYYRM format, i.e MONTH: 201701

Excel data will be imported into the system {included blank cells)

1 Click “Choose file” |2 UploadFile

| Choose File | No file chosen

Sample :
MONTH: 201701 1 2 3 4 5 .. 27 18 29 30 A
aool Leung Ching Yi *Janice A1 Al Al OFF A3 .. A2 A3 OFF Al A3
aoo2 Sham Wai Kin *Kenneth | OFF Bl |B1 |SH OFF .. B3 Bl B3 | B3 OFF

. 0003 Wong PuiYan *lasmine | B3 | OFF SH Al | Al | .. A3 | OFF A3 | Al Al

| Choose File | ndf 1

2 Choose the correct file and click

llopen”
3 Click “Process”

s Process

4 After “Process”, a box with
“Done!” will pop out

@ Process 3

s o lalnl

Done !
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Review/edit roster by date in Web



Step 12: Review/edit roster by date in Web

1 Click “Edit Roster”

2 Choose (i) roster month OR (ii) date range that you would like to review/edit

3 Duty roster will show up

Roster Sheet 2 =  Roster - Human Resources 3
U plﬂad Roster Sheet01 @ sheet02 Esheeto3 ®sheetos © sheetos 1 December 2022 - 31 December 2022
sheet 06 & sheet07 ®sheet08 @ Sheet0s & sheet 10 1)A01  [2]T0B45  [3|VTHO930 [4)|VTH1045 [5 5 7 3 )

Q|A01 w|T0845  [E|YTHO930 [R|YTH1045 [T Y U 1 0
Sheet 11 M sheet12 Esheet13 B sheet 14 B sheet 15
e Empét AL | SH/PH OT(hrs) OFF Thu Fri Sat Sun
1 Select All Unselect All (YTD) | (MTD) | (MTD) (MTD) | 1Dec 2 Dec 3 Dec 4 Dec
Ed |t R'D StEI’ FOK KA YING KATY 00063 | 13.4 | 4 o o |A0s00-1800 A0soo-1800|  oFF OFF
DIRECTOR OF HUMAN RESOURCES "
[
oot s 00081 | 127 5 0 o |A0200-1300) ADS00-1300 Rl e
S ec h on DEVELOPMENT
CHOY CAROL KA KEI A0900-1800 | ADS00-1800|  OFF OFF
| v | HUMAN RESOURCES MANAGER 00075 13.3 5 64 0
' D oW I 0a d R 0 Ste r LIU WING YEE o01zs | sa N o o |ADS00-1200 ADS00-1200 OFF OFF
— HUMAN RESOURCES OFFICER
NGAI KA YU CHRISTY A0900-1800 | ADS00-1800|  OFF OFF
Date Range HUMAN RESOURCES OFFICER oooss 78 4 0 o
' On Duty 0 1] 0 0
# Preset Date Range Custom Date Range AL 0 o o o
* Day Off / Other Leave 0 0 5 5
s Upload Roster . Lo recerd
'] 1 ? D - N [om ** pending Leave Record - Leave record submit from iLleave System not approved by the Department Head or HR
evember 12/01/2022 |
1 - 1] 3
B Change Period ‘j Save Roster
| k December To (ii)
e . lank c (1) or |3z il _ O ooty shit e
= E R Excel isplay shift time in export file.
@ Overtime Approval January e
Edit Roster
Last Week : 21 Nov - 27 Nov
2 This Week : 28 Nov - 4 Dec
“ Attendance Exceptions Approval
Next Week : 5 Dec - 11 Dec
1 |'I:" Private & Confidential © IHG 2019. All Rights Reserved.

:



Step 15: Review/edit roster by date in Web

1 Click on the date of relevant colleague that you would like to edit/update the shift code
2 Point and click the Shift Code that you would like to select from the table pop out
3 Relevant cell of duty roster will then be updated
AL SH/PH | OT(hrs OFF Sun Mon Tue
Name EMPE | \vrp) | (D) [n}m}} (MTD) | 1Jan 2 Jan 3 Jan
Eﬂa “.—E? f : 'D‘:wi 00063 | 13.4 -1 0 0
Wong Tai Shan Dick ool | 12.7 | -1 0 0 b
Accountont Eanerd finr endes
~E—rE———p 1. Click on the date of relevant search for code |
AT SN Lhoe /e 00075 | 13.3 -1 ;
Finance Cler colleague that you would like to
edit/update the shift code g Time 1 Time 2

20

& =]

FI-01 09:00 | 18:00

Flb 09:00 | 132:00 4
——2. Point and click the Shift Code

FI-03 that you would like to select from 4

r1.Go1the table pop out

(4]
d
N

¥ T
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Step 14: Review/edit roster by date in Web

4 Click [ save Roster to save the update of duty roster

5 Click  #] eportrosteroexcel if you need to download the updated roster

“ - AL | SH/PH OT Fri Sat Sun Mon
— mp¥ | (vID) | (MTD) | (MTD)  1Apr 2 Apr 3 Apr 4 Apr
Chan Ho Fai David ’ FI-02 SHO1 FI-03 OFF
DIRECTOR OF FINANCE Bo0a 186 30 0 *SH
Wong Tai Shan Dick FI-02 PHO1 FI-01 OFF

00031 201 40 0

Accountant *PH
':f':(':‘;:icm' Alex 00022 | 134.4 | 38 0 Eet £ i 0ex
CHI\ﬂD{’Tf\! I’VIAN B 05935 100 21 15 FI-01 PHO4 FI-01
ACCOUNTING OFFICER *PH
SHUM MEI YAN EUNICE SACET ALO2 FI-GO1 FI-03
ACCOUNTING OFFICER Al | R - o
Wong Shun thug Maggie 00054 193 20 0 OFF12 OFF ALO1 OFF
Asst. Director of Finance
On Duty 4 1 2 0
AL
Day Off / Other Leave 2 5 2

* Leave Record
** Pending Leave Record - Leave record submit from il caye System not approved by the Department Head or Hi

L Change Period | |EJ Save Roster

;1] Export Roster to Excel 5 splay shift time in export file.
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THANK YOU

*

N\

*

@

THIS IS REGENT®.

22
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