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1 VIP Employee Self Service

VIP ESS (Employee Self Service) is a product developed for VIP by Tilos Business Solutions PTY LTD
which empowers the employee to maintain some of their own processes. VIP ESS resides within the
Tower Group Portal and utilises Tilos Workflow for the flow of the processes.

2 Tolog into the Tower Group Portal

The VIP ESS node is located on the Tower Group Portal tree. Use the URL provided by the
administrator to browse to the VIP ESS logon screen. For Rosebank branch the address is
http://Companyweb and for the branches it is http://companyweb.towerjhb.dnsalias.net.

3 Tilos Portal Suite - Please login to the system - Microsoft Internet Explorer
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Click here if you forgot your password
Click here to register as new user
Click here to view administrator details

ESS is best viewed with Microsoft Internet Explorer v6.0
at a desktop resolution of 1024x768 with all Browser
tools eg. Favorites disabled!!
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Details available on this screen:

Username: Enter your username. (These details will be mailed to you on first registration)
Password: Enter your password.
Submit: Click on submit to access VIP ESS.

On registration, an auto generated password will be mailed to each user. The user can then change
this password to a personalised password.

2.1 Administrator details

A link on the logon screen allows access to the administrators’ detail. These details all maintained in
the global.asa file on the server.

Administrator Details

Fields marked with { * ) are compulsory

Administrator Name: |Donald

Administrator Surname: |Duck

|
|
Telephone Number: |£743000 |
|

Administrator Email: |solitqa@solit.co.2a

Other Information: |P1ease change these details. %|
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2.2 Registering a new user

A link on the logon screen allows the registration of new employees on the Tower Group Portal
system. A user can register by entering the necessary detail. Registration of a new user is backed by
a Tilos Workflow process, thus has to undergo authorisation.

Employee Registration - Employee Details

Fields marked with (*) are compulsory

Company: -
Employee Code: I:l *
Employee Surname: I:I
Date of Birth: | | D (YYYYIMMIDD) *
Employee Email: I:l o

Options available on this screen: (* indicates that fields are compulsory)

Company: Select the company from the drop down menu.

Employee Code: Enter the VIP employee code for the new registration.

ESS Code: Enter the ESS code for the new registration.

Employee ID: Enter the ID of the new employee.

Employee Surname: Enter the new employees’ surname.

Date of Birth: Select the date of birth of the new employee utilising the calendar option. Thus, click on

the EI button. The calendar window will appear:
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Calendar: Select the year at the top by selecting the year from the drop down-box.
Select the month at the top by selecting the month from the drop down-box.
Select the day by clicking on the physical date button.
This last action will take you back to the window you are working in

Employee E-mail: Enter the new users’ e-mail address — this is important as a auto generated
password will be mailed to the user.

Next: Click on NEXT to continue.

The following message will appear:
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Click on YES to continue with the registration.

The Employee Registration Complete screen will appear, stating that a username and password
will be mailed to the user to the given e-mail address.

Click on|OK to continue.

The Tower Group Portal Administrator will receive a mail urging him / her to utilise the Tower Group
Portal to finalise the new registration request.

The Tower Group Portal Administrator will log into Tower Group Portal and browse to the Tilos
Workflow section. The Tilos Workflow Workbench will reflect the new registration. By selecting the
Work Item, the Tilos Workflow process will appear. /

Click on the circled task to access the original page.
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The Employee Registration approval screen will appear listing the fields that were completed
by the new user.

Options available on this screen: (* indicates that fields are compulsory)

A Confirmation message will appear:

Click on Yes to update the registration.

The user that applied for registration will receive a mail containing a username and auto generated
password.

This user will log into Tower Group Portal, using the username and password supplied.

Tower Group Portal Change Password screen will appear:

Options available on this screen: (* indicates that fields are compulsory)

Login Name: The login name used to log in with will appear.

Current Password: Enter the auto generated password that was mailed to the user.
New Password: Enter a new personalised password.

Confirm New Password: Re-enter the new password as confirmation.

Savel: Click on save to save the new password.

Password Specifications: The specification for passwords as set by the Tower Group Portal
administrator will be reflected on this screen.

VIP ESS Manua February 2006 Page 4 of 20



3 The VIP ESS Navigation

The Portal Navigation: Use the navigation menu to browse to the necessary nodes. To access VIP
ESS:

- Select Applications

- Select Employee Self Service

4 VIP ESS Administration

The administration and setup of VIP ESS will be done once only and will be the responsibility of the
administrator that installs VIP ESS. The Setup nodes will only be available to the VIP ESS
administrator.

4.1 Component Setup

The component setup will be configured by the VIP ESS administrator. This consist of the Error log
configuration and the Self Service Main Configuration.
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4.2 Company Setup

The Company Details will also be maintained by the VIP ESS administrator.

Options available on this screen: (* indicates that fields are compulsory)

Allow cancellation of leave: If setto NO, then users will NOT be able to cancel leave once applied
for. If setto YES then a user can cancel leave applied for in the future. This will result in a new
process that will flow according to the specified Tilos Workflow process, and will then cancel leave that
was approved. NB: Only leave in the future can be cancelled.

Leave Reason Compulsory: If set to NO then the user applying for leave does not have to supply a
reason. If setto YES, then a reason for leave applied for has to be entered.

Allow Over Ride Units: If set to NO then the system will calculate the units applied for. If setto YES
then the system will still calculate the units but the user will be able to over ride the units.

Enable importing of Payslips: The functionality will be in the next release.

4.3 Report to Levels

This is an administrator’s function and allows for the setup of reporting levels.

5 Personal Category
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The Personal category will be available to all VIP ESS users. This category allows the VIP ESS user
to maintain their personal information. The route to VIP ESS:

Log onto Tower Group Portal
Select Applications

Select Employee Self Service
Select Personal

5.1 Personal Details

The Personal Details screen allows the user to maintain and update all information regarding their
personal life. All grey fields are information that are pulled from the underlying VIP system and cannot
be changed.

Options available on this screen: (* indicates that fields are compulsory)

Employee Code: The code is pulled from the VIP system.

Title: The title of the logged-in user. Select from drop-down box.
Initials: The initials of the logged-in user.

First Names: The first names of the logged-in user.

Known As: The preferred name of the logged-in user.
Surname: The surname of the logged-in user.

Address: The address of the logged-in user.

Postal Code: The postal code of the logged-in user.
Alternative Address: An alternative address for the logged-in user.
Tax Office: Tax Office details of the logged-in user.

Gender: As reflected in VIP.

Marital Status: The marital status of the logged-in user — can be selected from the drop down menu.

Date Engaged: As reflected in VIP.
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ID Number: The ID number of the logged-in user.

Date of Birth: As reflected in VIP.

Email: The email address of the logged-in user.
Telephone: The telephone number of the logged-in user.
Cell: The cell number of the logged-in user.

Pay Method: As reflected in VIP.

Account Type: As reflected in VIP.

Account Number: As reflected in VIP.

Branch Number: As reflected in VIP.

Tax Number: The logged-in user’s tax number.

Cancel: Select cancel to cancel any changes made.
Submit: Select submit to submit the changes made to the Tilos Workflow process for authorisation.

Refer to the Tilos Workflow section for the explanation of the Tilos Workflow processes.

5.2 Family Details

The Family Details section allows the user to maintain and update family details.

Options available on this screen: (* indicates that fields are compulsory)

All members of the family that is connected to the logged-in user will be listed on the screen. The
circle next to the family member’s name allows the user to view this member’s details or to make
changes to the details of this member.

New!: Select the new button to add a new family member.
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If New is selected:

Options available on this screen: (* indicates that fields are compulsory)

Employee code: As reflected in VIP.

Relationship: Select the relationship of the new family member from the drop down menu.
Name & Surname: Enter the name and surname of the new family member.

ID Number: Enter the ID number of the new family member.

Cell Number: Enter the cell number of the new family member.

Work Number: Enter the work number of the new family member.

Home Number: Enter the home number of the new family member.

Email address: Enter the email address of the new family member.

Medical Aid Dependant: Select the dependency of the new family member from the drop down menu.
Contact Person: Select the order of contact that the new family member would fulfil.

Date of Birth: Use the calendar feature and select the date of birth of the new family member.
Address: Enter the address of the new family member.

Postal Code: Enter the postal code of the new family member.

Click here to load this family member as a beneficiary: If the newly entered family member should
be a beneficiary, then use this option:

Options available on this screen: (* indicates that fields are compulsory)

Fund: Select the fund to which the new member will be a beneficiary.

Reference Number: Enter the reference number of the new family member.

Percentage: Enter the percentage that this member is entitled to in terms of the selected fund.
Last Updated: The current date will appear but can be changed.

Submit: Click on submit to save this data.

Delete Family Member: Click on this button to delete the highlighted family member.
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(on the family details screen): Click on submit to start the Tilos Workflow process for
authorisation.

Refer to the Tilos Workflow section for the explanation of the Tilos Workflow processes.

5.3 Leave Information
The leave information section allows the user to view all leave applied for and to apply for new leave.

The Leave Balance screen lists all leave applied for, including the leave that is not yet authorised.

If the user selects any one of the listed leave types, a popup menu will reflect that specific leave type.

Click on the Employee to view the exact details of the leave application.

Apply for leave. Select if you need to apply for new leave.
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Options available on this screen: (* indicates that fields are compulsory)

Employee Code: As reflected in VIP.

Type of leave: Select the type of leave from the drop down menu.

From date: Use the calendar option and select the start date of the leave applied for.

To Date: Use the calendar option and select the end date of the leave applied for.
Number Units: The system will calculate the number of days applied for.

Reason: Select the reason for the leave from the drop down menu.

Submit: Click on submit to save the date entered and to start the Tilos Workflow process.

Refer to the Tilos Workflow section for the explanation of the Tilos Workflow processes.

5.4 IRP5/IT3 View

This node allows for the view only of the IRP5 /IT3.

Options available on this screen: (* indicates that fields are compulsory)

Employee code: As reflected in VIP.
Select an IRP5/IT3 to view: Select from the drop down menu.

Display!: Click on display to display the IRP5/IT3.

5.5 Payslip View

This node allows for the view only of a payslip.
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Options available on this screen: (* indicates that fields are compulsory)

Employee Code: As reflected in VIP.
Select period to view payslip: Select the period from the drop down menu.
Display: Click on display to view the payslip.

6 Tilos Workflow

The Personal Details, Family Details and Leave Application information flows through a pre-defined
workflow process. The person responsible for the authorisation of the process will receive mail
indicating that work are awaiting their attention in the Tilos Workflow workbench area.

To access the Tilos Workflow workbench, click on the Tilos Workflow quick launch button.

The Tilos Workflow workbench area will be displayed.
The workbench displays all the baskets that the logged-in user belongs to, the work items per basket

and the properties per work item. The centre of the screen displays the actual process of the selected
work item.
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When the user clicks on properties in the property box, details relating to that specific work item will be
displayed.

The different work groups a

— user has been assigned to,
/ as available in his basket
Work Items allocated to the

<+— | selected basket

The manager that has to authorise the process will follow the following steps:

Select the work item from the workbench.
Close the workbench by clicking on the X

The circled task indicates that his user can access the task.
Click on the circled task.

The original page that was submitted by the user will appear.
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The manager will view the personal changes, leave application or new family member.
The manager can accept or reject the changes made.

A confirmation message will appear — click on yes for the process to continue.

6.1 The properties feature

Properties

The property window allows a user to monitor, at a glance, information relating to the work item and
employee in question.

Select the Properties box to see the properties concerning the selected task.

Audit trail

By clicking on AUDIT TRAIL in the property window, a history of the current work item is presented.

This allows the current user to observe particulars of any other users that may have worked on the
item.

The information available includes a reference to the user work groups that have already worked on
the work item task, when the item arrived in their inbox and when they actually started to work on it,
how long they worked on it, as well as when they completed the work item task.
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<+— Select the
[More]  button
for a more
detailed Audit
Trail.

Use the scroll buttons to
scroll to the rest of the
Audit Tralil

Data on this screen:

Task: The task on the Workflow process.

User: The individual who performed the task.

Inbox: The time that the task entered the Inbox of the allocated user.
Start: The time that the allocated user accessed the task.
Completed: The time that the allocated user completed the task.

Icons:

The allocated user accessed the task.

The allocated user completed the task.

The task is in the inbox of the allocated user/group, but has not yet been accessed.

References

REFERENCES in the property window will reference the locations of information, like scanned
documents, Excel or Word files, pertaining to the particular work item.

For example, the item in question is an application to change your marital status. The company
requires documented proof of the status change before the WorkBench user can continue with the
application. The applicant provides the necessary documentation. The document will be scanned in
and attached to the work item for future reference.

Select the Referencesbox.\‘
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Select [New].

The New Document Reference screen appears:

Select the appropriate reference. A Local Reference will be a document on the local machine. A
Web Reference will be a web document and a URL can be added in the Document reference area.
A Tilos Documents Reference will allow the user to add a reference to the workflow and in the
same time add the document to Tilos Documents.

Select Browse and browse to the document that should be attached to this task.
Insert a brief description.

See Tilos Documents User Manual for the indexing procedure that will follow when Tilos Documents
Reference is selected.

Click on ADD,

This document is now attached to this task and will be available to all users that will deal with this task.
To view the document, select References, select the particular document under Current References
and this document will open in the view area.

VIP ESS Manua February 2006 Page 16 of 20



The reference that was added will be listed and another reference can be added as well. To view the
reference, click on the reference description.

Notes

Any user in the Workflow Process can add diary notes to the work item task.

~

Click on the Notes icon.

Click on New.

Click in the Add Diary Note text box and type the text that should be added to this task as notes.

Click on |ADD,

The system captures the notes and displays the details of the user that added the note and the date
and time that the note was added.

When any other user activates this workflow process and selects the Notes icon, the same details will
be shown and this user will then also be allowed to add new notes.
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[ The green flashing icon indicates that
there are data here, thus this process
has diary notes connected to it.

Help

The Help button will provide online help of the selected Workltem. The help that will be displayed has to be
created in Tower Group Portal under the Help Pages Configuration node. (See the Tower Group Portal User

Manual)
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