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Welcome to HRIS88 ESS

User Login

'Regent Hong Kong

User ID

Password

“ e / I I [ submit | | 2 Reset |

r T Forget your Password?

"HRIS88 Employee Self 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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inglish ¥ |/

Welcome to HRIS88 ESS

1 U NEESA _
http://hahkghcsvrhrO1/ESS o

/aspx/ess welcome.aspx

2 {ERZER
B T 5745 (f51]: 00001) N

User ID 00001

; 3 Password A123456(7)

ﬁﬁ% |71 submit | |2 Reset |
R L

ﬁ/% E’ ,ﬁi\ ;ﬁ%f@ IZ—I‘Ej( jj:é?}ﬁ ) mi’zm%:m User ID: staff 1D no.

S et FE1 2 Rt BT 5
(@ J: A123456 (7)) e 'i'?”w“q Passwo{zif : Hﬁl) 0. ﬁ:lgz:fir;g brackey)

i 5T B 53 RS ()
Copyright © 2021 Paciic Base Technologies Limited. Al rights reserved. gﬂ ? '\i:@
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Regent Hong Kong

| Tools | Logout

; ,._; Leave b Welcome to

Welcome to ESS

» Employee Self Service (“E55") enables you to review and apply Leave; view your Shift Calendar and Daily Attendance
record; and print Leave or Attendance Reports.

s 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.

s Manager Self Service allows the implementation of authorization processes and advanced workflow proceszses for Leave
Application, Leave Approval, Shift Calendar Updating, Attendance records Adjustment, and the printing of Employee

Leave and Attendance Reports.
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5.0 B8 Al J& S0 PRy 4 52 18 Shift Code

Zl )yt - E Edit Roster
:IE % Q Shift Code

1

-~
-

LLT=T
-
4

h 4 Download Roster :I
1 Upload Roster

. B sheetos
© Overtime Approval . B sheet 10

. Esheet 15

Attendance Exceptions Approval

Shift Code I - He “v hift Code”

i e -

Hot Key
L Employee Group e Range
B Monthly Attendance Record alh_;-?
B Attendance Detail List a“—’-?

oster

| ESS

Mext Week : 5 Dec - 11 Dec
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Shift Code

General Shift

Code Shift From To From To Working Hours Meal Hours Type
ADGD0-1RO0 ADMIN 0200-1200 09:00 12:00 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 H H Dayoff
OFF Day Off 0 0 Dayoff
PL Faternity Leave 0 0 Dayoff
SH Statutory Holiday 0 0 Dayoff
5L Sick Leave 0 0 Dayoff
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LEZ “Download Roster” B e
1y Ao T Ih —mL#E “Download Roster”
JEERN :

Upload Roster

|€=

(Ll

. B sheetos

i | Edlshe
@ Overtime Approval B sheet 10
. 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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— Download Roster

= Download Roster

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

Roster Month Roster Month

2022/12 v

P [ )

2022/11

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

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 - |:.:-—| ’__h Mormal Bad t
o _ c d' I F - 3

¥ Format Painter ru- | B-A-|SE = EE Merge & Center - $ - % * i 4% Foor:naI;iDnnga' DT:SIE:'ES IZI e E

Clipboard [F} Font [F} Alignment [F} Mumber [F} Styles
AQ23 - 3

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 CHAMN TAI MAN
ﬂ:- RCStEI Tt :'EI: };_li::: ~ 4 :00205 CHAN TAI MAN
== b = 5 00206 CHAN TAI MAN
6 (00207 CHAM TAI MAN
7 (00203 CHAN TAI MAN
8 '0042? CHAN TAI MAN
9 ’00221 CHAN TAI MAN
10 (00219 CHAN TAI MAN
11 [00223 CHAN TAI MAN
12 VDD220 CHAN TAI MAN
13 (00224 CHAM TAI MAN
14 (00232 CHAN TAI MAN

15 700225 CHAN TAI MAN
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i 71

o -

3{; Cut
ER Copy ~

~ Format Painter

Clipboard

ok VIHER %

]

E,"- |__0'*. = Raoster - 2022 December (4) [Repaired] - Excel
Insert Page Layout Farmulas Data Review View Help Acrobat Q Tell me what you want to do
Calibri - A =2 #&- | BwepText General - = 4 | Normal Bad (
= 4 C P =
I U - - DA === E3E EHMerge&Center - F - % 0 Conditional Format as IZI Explanatory ... E

Formatting ~  Table -

Mumber 7 Styles

Font P Alignment ]

CDEFGH|I|JK L M N OC/ P Q R/ S |  T|U|V W X ¥ | Z|AA AB AC AD AE| AF AG

MONTH:202212 MName

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

|123456?39101112131415161?1819202122232425262?23293031'
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2 iy A - HERY 4 A (45 B2 A% 1] Y iRoster“Shift Code” N3, S5 % 553.250)

JIIIHI

ou - P 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 IIEI'IZI'-iIEE CHAN TAI MAN B-SEC B-5EC OFF QFF B1-SEC B1-SEC OFF A-SEC A-SEC AL OFF
3 'IEPMEE- CHAN TAI MAN A-5eC A-SEC B1-5EC OFF OFF A-5eEC A-5EC OFF C-SEC C-5EC OFF
4 IIIfEI'IZI'EEI'E CHANM TAI MAN OFF C-5EC OFF OFF OFF OFF OFF C-5EC OFF OFF OFF
5 IIIfr:I'III'EEI'EI- CHAM TAI MAN OFF OFF A-SEC A-SEC A-SEC B-SEC OFF OFF AL A-SEC  A-S5EC
] 'IEPDED? 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 IEI'EI'-!IE? CHAM TAI MAN OFF OFF A-SEC  A-SEC B-S5EC OFF B-5EC B-S5EC OFF A-SEC  A-SEC
9 IIIIr:I'III'EEI CHAN TAI MAN A-5EC A-S5EC OFF OFF A-S5EC A-5EC A-S5EC A-SEC A-5EC OFF OFF
10 'IEPDEIH 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
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a Edit Roster

1. ¥ELEE “Upload Roster” e g

Upload Roster I - ,,\\5% “Upload Roster”
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Sheet 05

@ Overtime Approval | sheet 10

. B shest 15
n Attendance Exceptions Approval
* Shift Code

L

= Hot Key
i Employee Group e Range
a Monthly Attendance Record QLE

2 A
E Attendance Detail List :Il'ﬁ‘

oster

3] ESS

Mext Week : 5 Dec - 11 Dec
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)‘ Upload roster data from Excel file.

l
e
[l
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it
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1. Create File

The file must be in Excel Workbook xlsx format
Cell A1 must in MONTHYYYY MM format, i.e MONTH:201701

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

Sample :
MONTH: 201701 1 z 3 4 3 .. 27 28 29 30 31
0001 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

| Choose File | No file chosen

E%& l(Choose file” 2 Up|Dad FI|E 0003 Wong PuiYan *lasmine B3 OFF SH AL AL | .. A3 OFF A3 Al Al

| Choose File | ndff 1 n

258 BV T ke 22 BhEE “open” =R

MEES “Process” | © Proces

B~ W N

gjﬁzzji{gz » 758 “DONE!” sy |
Ni==al: I Done !
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1 mLEZ “Edit Roster”

2 BEFE R BRI R (1) H rEd (i) 51

3 AT T B R

A

Roster Sheet 2 =  Roster - Human Resources 3
U plﬂad RDSt‘Ef Sheet 01 @ sheet02 Esheet03 @ sheet0s M sheetos 1 December 2022 - 31 December 2022
Sheet06 @ sheet07 B sheet08 @ sheet09 & sheet 10 1/AD1  [2]T0B4S  [3]VTHO930 [4]VTH1045 [5 5 7 8 9
Q|A01 W|T0845  |E|YTHOS30 [R|YTH1045 [T Y u 1 0
Sheet 11 Esheet 12 W sheet 13 E sheet 14 M sheet 15
e Empét AL | SH/PH OT(hrs) OFF Thu Fri Sat Sun
- Select All Unselect All (YTD)  (MTD) | (MTD) (MTD) 1Dec 2 Dec 3Dec 4 Dec
Ed |t RD StEI’ FOK KA YING KATY 00063 | 13.4 | 4 0 o |A0S00-1800 A0S0D-1800|  OFF OFF
DIRECTOR OF HUMAN RESOURCES "
[
WONG SUN CHUN MANDY
Sect DIRECTOR OF LEARNING & 00081 | 127 5 0 o |A0200-1300) ADS00-1300 Rl e
ectl O n DEVELOPMENT
CHOY CAROL KA KEI 00075 | 13.3 5 6 o |A0S00-1800 A0S00-1800|  OFF OFF
| v | HUMAN RESOURCES MANAGER "~
¥ Download Roster wowvEE ooizs | 34 | 3 | o | o |Asooismo sosooimol o | ofe
NGAI KA YU CHRISTY AD900-1800 | A0S00-1800,  OFF OFF
Date Range HUMAN RESOURCES OFFICER oooss 78 4 o o
On Duty V] 1] 0 0
# Preset Date Range CUustom Date nange ' AL o o o 0
* Day Off / Other Leave 0 0 5 5
— U pload RDSter SraiT * Leave Record
'] 1 ;Ir[:l - November : - ** pending Leave Record - Leave record submit from iLeave System not approved by the Department Head or HR
3 1 12/01/2022 (|H .. .
D b . o I'"J (11) B Change Period t} Save Roster
ecember
P lank c (1) or 12/31/2022 ||'F) _ Oon o
@ DUEI’timE j':'l.ppl'[]‘-.-"al January £ Export Roster to Excel Display shift time in export file.
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 lﬂ Private & Confidential © IHG 2019. All Rights Reserved.
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Name

Chan Ho Fai Dawvid

DIRECTOR OF FINANCE

Wong Tai Shan Dick

ALLourtant

Kam Hung Choi Alex

FimGnce ClEerr

Emp#

000&3

00051

00075

AL

13.4

12.7

13.3

il

SRS E H HHHY
BERURIRL B S 22 A4 5 055
S B 5 S Ry (B e (R Y SR S 0

SH/PH | OT(hrs)| OFF
(YTD) | (MTD) | (MTD) | (MTD)

-1

-1

-1

0

0

155

0

0

SIS Eg==]
TS

0

Sun Mon

1 Jan 2 lan

FEH—1%

Tue
3 Jan

20

173 55/ (B0UE R

1%

Search for code

Fl-p1
»

F1-03

FI-GO1

S

s - —

Loge ime ime L

09:00 | 18:00

P W

2. BB - GRS IE G
{5 H] BEH AT 5 HY 4 SE 055

UVo: 12 16UV
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L

Attendance Detail List

-

ffx 1<

SRR B BFTRIAA - 2Tk

g Download

{EH]

Roster - Security

] Edit Roster

4 Download Roster

|

Upload Roster

Overtime Approval

Q

Attendance Exceptions Approval

shift Code

i ¢ =B

Hot Key

Employee Group

)
v

Moenthly Attendance Record

P V]

Sheet 05
. B sheet 10
. B sheet1s

P V]

e Range

2|

Attendance Detail List

1

Shift Time Clocking Time 2 |
Emp# Name Position Date Shift Leave In Out in Out In [ Out in Out Var |
{To2  |TEST TTTTT ADMIN ASST - SALES & MARKETING {01 Apr 2022 BU-GO1 07:00 | 16:45 0 ‘ 0
"00001 eChan Ho Fai David DIRECTOR OF FINANCE ‘01 Apr 2022 Fi1-02 | 09:00 [ 13:00 0 | 0
;[X)OSl rWorg Tai Shan Dick Accountant 701 Apr 2022 OFF | | 0 0 |
{00022 |Kam Hung Choi Alex Finance Clerk |01 Apr 2022 OFF | o | 0 |
109999 | CHAN TAI MAN ACCOUNTING OFFICER {01 Apr 2022 F-01 09:00 | 18:00 08:51 | 19:43 15 \ 15 | e
[34567 |SHUM MEI YAN EUNICE |01 Apr 2022 ALO3 ‘ [} l 0
E)OO&! TWcmg Shun Ling Maggie Asst. Director oi Finance f01 Apr 2022 OFF I | 0 0 ‘
15 15

21

3] Ess

Mext Week : 5 Dec - 11 Dec
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