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1 Introduction
This manual will guide users how to operate this system.
Before you begin

Please make sure that you have successfully installed the Sistem Caruman PERKESO.
Please refer to manual - How to Install Sistem Caruman PERKESO

** The Installation process only for the first time

2 Contact Person

Any problems or question please contact :

) Pn Rohana Md Yusoff - 03-42645437

. Pn. Susilawati - 03-42645497

) En Joenaide Mohamad - 03-42645591/5523

3 Start Using the system :

You can start using the system by keyin the User ID and Password .

3.1 LOGIN to Sistem Caruman PERKESO

SISTEM CARUMAN BULANAN MENGGUNAKAN DISKET
[SECURITY]

PERKESO

PERTUBUHAN KESELAMATAN SOSIAL
MENARA PERKESO 281, JALAN AMPANG 50538 KUALA LUMPUR 1) User ID: perkeso

2) Password: socso
SISTEM CARUMAN BULANAN I\IENGGITNAI(W 3) Click OK

I S

0K | CANCEL |

CRYSTAL?

Status 25/10/2013 528 &M




3.2 MAIN MENU
3.2.1 EMPLOYER Screen

3.2.1.1 TIPS: How to insert New Employer Detail

‘ Field Functionality
Employer Code ®  Key in Employer Code . (eg.
[SaYE Col X9999999X)
®  This field is mandatory

Click [Main Menu] -> Company ®  Key in Company Registration

Registration Number
<Employer Screen> No.
to insert New Employer Name ®  Key in Employer Name
employer details ®  This field is mandatory

Address

®  Key in Employer Address.

® This field is mandatory

Contact Person
®  Key in Contact Person.

Tel Number
®  Key in Employer telephone number.

Email

®  Key in Email Address

EMPLOYER SCREEN

Friday, Oct 25 2013 5:48:50 AN

1) After keyin all employer details, click Add button
PERKESO to save the employer records.

PERTUBUHAN KESELAMATAN SOSIAL i i
MENARA PERKESO 281, JALAN AMPANG 50538 KUALA LUMPUR 2) Then the message bOX WI” a ppea r. CI ICk OK
3) After that click Close

Ermployer Code = |43700051757F

Company Registration No.: ‘}412123455 |

Eraployer Name : ‘ABC CAHAYA SDN BHD

Address : LETTER BOX NO:25, 13TH FLOOR, ABC TOWER

10 JALAN P.RAMLEE
50250 KUALS LUMPUR

Contact Person : ‘EAEK K0 SURG

sistem C
15tem Laruman

Email : ‘abt@g mail.com |

-
‘!1) Mew Record is already update!

1 Add Update Delete Find @ 3 2




3.2.1.2 TIPS: How to edit existing employer details

[SANE Coi

| €

1) Click [Main Menul]
-> <Employer

Screen> to edit

existing employer
record

EMPLOYER SCREEN

Friday, Oct 285 2013 ;?: 5:50:57 AM

PERKESO 2) Click Find to display employer records

PERTUBUHAN KESELAMATAN SOSIAL
MENARA PERKESO 281, JALAN AMPANG 50538 KUALA LUMPUR

Employer MName ‘

Address

Contact Person

el « |

Add | Update | Delete | Find | Close |

5) Click and select employer

INFORMATION OF EMPLOYER RECORDS FOR MONTHLY. CONTRIBUTION code to display employer
~Find Record By . record
Employer Code <[ 43700051757F /

Employer MName :| | Eﬁl":{?&%ﬁ ‘ Close
Employer Code Emplover Mame Company Registration Mo. Address 1 Address X Address 3|
AGEMEI PEKERJAAN A, [ ] ] : . [ 10 JALAN P RAMLEE 50250 KL,
A3700051757P AGENS| PEKERJARM JA, . LETTER BOX MO:15,17T.. 10 JALAN P\RAMLEE 50250 KL
B35000107 88w HACAAGENSI PEKERJAAN... 1111111111 meeeeeee LETTER BOX MO:15,17T.. 10 JALAN P RAMLEE 50250 KL
E1100040406Z ABCDEF SDM BHD LETTER BOX MO:15,17T.. 10 JALAN P.RRMLEE 50250 KL

4) Click here if you need to

3) Select and Double Click here
) display ALL Employers

to display emplover record




EMPLOY ER SCREEN

Friday, Oct 25 2013

10:25:23 AM

8) Click OK

The selected employer record will display on employer screen
7) After edit employer details, click Update to save the record and
a message box below will appear

/

Ermployer Code

Emplover Name

Contarct Person

Tel NMumber

Company Registration No.:

Address :

Email :

: ‘EllDDD4D4DE|Z ‘

‘2y2bb12123 ‘

: ‘ABCDEF SO BHD

LETTER BOX MO:15, 17TH FLOOR, UBN TOWER

10 JaLAM P.RAMLEE

20230 KUaLA LUMPLIR,

: ‘BAEK YUMG SUNG

: ‘03—27155525

|abcdef@gmail.c0m

Sistem Caruman E|

.
\y Record is already update!

Add| 7 Update Delete

Find

Close J\

9) Then click Close and
return to the main screen




3.2.2 EMPLOYEE Screen

3.2.2.1 TIPS: How to insert New Employee Records

Field ‘ Functionality

Employer Code

® Select employer code .
® This field is automatically display by system
Employer Name e Wil automatically displayed after the Employer Code selected
®  This field is computed for display
IC Numbe
umber e Keyin OId IC or New IC.
® This field is mandatory
Employee Name
Ploy ®  Key in Employee Name
®  This field is mandatory
Date Employment
Commenlc):eg ®  Key in Date Employment Commenced.
®  Date of commencement of the work. This is a date when an employee start working.
® This field is mandatory for new record.
Date Employment
Ceased Py ®  Key in Date Employment Ceased
®  Resign Date
Option: The payment of the contribution is by both the employer and employee.
Jenis Pertama
®  Default by system
Opt_ion: ®  The payment of contributions is made only by the employer and for Employees whose age
Jenis Kedua exceeds 60 years or
®  For employees who have never contributed to the two schemes before attaining age 50
years
Salary All remuneration payable in money to an employee is wages for purposes of SOCSO contributions.

This includes the following payments : -

®  Salary
®  QOvertime payments
®  Commissions and service charge
®  Payments for leave; annual , sick, maternity, rest day, public holidays and others
®  Allowances; incentive, shift, food, cost of living, housing and others
®  All the above must be insert at Salary field.
® This field is mandatory.
Deduction: Employee
PIoY ®  Automatically display by system after the salary entered
®  Computed for display.
Deduction: Total
vt ®  Automatically display by system after the salary entered.
®  Computed for display.
Deduction: Total
®  Automatically display by system after the salary entered.
®  Computed for display.




<Employer Screens
<Empla C
<Reset Salary
«<Deduction Table =
<hrea Code s
[wiew. .. ]

[Print Repart...]

[SAVE COR

1) Click [Main Menu] -> <Employee Screen>
to insert new employee

Friday, Oct 25 2013

EMPLOYEE SCREEN

PERKESO

PERTUBUHAN KESELAMATAN SOSIAL
MEMARA PERKESO 281, JALAN AMPANG 50538 KUALA LUMPUR

53:42:32 PM

2) Click =l here and select

employer code

rPlease select Empl

ploy
Code :

rDEDUCTION

27000517575

A3Z7000D1757F
A37000S17S7F

Name :

rPlease Insert Emplo|E11000404062

IC Numb

Ermployes

HD

]

Date Employrment Commenced : l:l[l:l,‘l:l
DD

MM YYYY

{2} JENIS PERTAMA (BENCANA PEKERIAAN DAN ILAT) '.\i)

Flease Fey In Employes Salary

Date Employment Ceased l:l[l:l,‘l:l
DD

) JENIS KEDUA {BENCANA PEKERJAAN SAHAIA)Y 'G)

MM YYYY

Employer :

Employes :

Total

Add

Update Delete

Eind

Close
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Friday, Oct 25 2013

PERKESO

PERTUBUHAN KESELAMATAN SOSIAL
MENARA PERKESO 281, JALAN AMPANG 50538 KUALA LUMPUR

EMPLOYEE SCREEN

3) Key in all employee details -
Mandatory fields:

i)IC Number

ii)Name

iii)Date Employment Commenced
iv)Employee Salary

4) Not Mandatory fields:

rPlease select Employer Code

Code: |p3s00010788W

-

i)Date Employment Ceased

5) Keyin Employee Salary and press

Mame : |)(}{)(AGENSI PEKERJAAM 1AC SDM BHD

[Enter] then Deduction details will

automatically displayed by system.

rPlease Insert Employee Details

IC Huraber : | 450921054DSD|

6) Click Add save new employee

Ermployee Harme |TESTING

record and a message will display

Date Employment Commenced :| 12 |,‘| 09 |,‘| 2013 |
DD MM YYYY

(£} JENIS PERTAMA {BENCANA PEKERJAAN DAN ILAT)

helow

ate Bmplovment Ceased :|

oD

{0 JENIS KEDUA (BENCANA PEKERJ,

Flease Eev In Emploves Salary | 5 3J5EID.E|D|
~DEDUCTION
Employer : |51.65 |
Employes : |14.?5 |
Total  : [66.40 |
6 ; Update | Delete Find | Close ‘
Sistem Caruman
7) Click OK 8) Click Close and return

to the main screen

\y Mew Record is already updgke




3.2.2.2 TIPS : How to edit Existing Employee Records

[SAVE COn

1) Click [Main Menu] -> <Employee Screen>

<Emplover Screens=
to edit existing employee record

<Employ
<Reset Salary =
<Deduction Table =
<frea Codex

[wiew,..] k
[Print Repart...] k

A

Creen =

EMPLOYEE SCREEN

Fridey, Oct 25 2013 4:28:38 PM

PERKESO

PERTUBUHAN KESELAMATAN SOSIAL
MENARA PERKESD 281, JALAN AMPANG 50538 KUALA LUMPUR

rPlease select Employer Code
Coda: | A3700051757F j
MName : |

rPlease Insert Employee Details
IC Number :

Employee Name . . .
2) Click Find to display
Date Employment Commenced I:lfl:l,‘l:l Date Employment Ceased I:l,‘l:lfl:l employee records
DD MM YYYY DD MM YYYY
{® JENIS PERTAMA (BENCANA PEKERJAAN DAN ILAT) '\i) {3 JENIS KEDUA (BENCANA PEKERJAAN SAHAIA)Y '@ g
Flease Eey In Employee Salary :
r DEDUCTION
Employer :
Employee :
Total
Add Update Delete | Eind | Close |

INFORMATION OF EMPLOYEE RECORDS FOR MONTHLY CONTRIBUTION

rFind Record by

Employes IC No | |

Employes Name : | |

r Display Record by

| 3700051757

All Employee |

-] \OR

IC Mumber Marme

Emplover Mame Salary | Employver Deduction | Employee Deducti

AGEMS| PERER.

Empldyer Code

A3700051757F

3) You can find record by Employee IC No or Employee Name :

4) Double Click here to
disnlav emplovee details

i)Click Find to locate the record
ii)Then double click the selected record to view employee details.
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EMPLOYEE SCREEN

Maonday, Oct 28 2013 9:45:03 Al

PERKESO

PERTUBUHAN KESELAMATAN SOSTAL
MENARA PERKESD 281, JALAN AMPANG 50538 KUALA LUMPUR

rPlease select Employer Code

Code : |535nnmmaaw j

MName : |)()()(AGENEI PEKERIAAN JAC SDM BHD

rPlease Insert Employee Details

IC Number : 70120046020

Employes Name : |TESTING TARIKHBERHENTI |

Date Employment Commenced : ,‘j Date Employment Ceased ,‘,‘
oD oo

MM YYYY MM YYYY
{2} JENIS PERTAMA (BENCANA PEKERJAAN DAN ILAT) '\9 ) JENIS KEDUA (BENCAMA PEKERJAAN SAHAIAR) I\E\i)
Flease Fey In Employee Salary : =, 300,00
~DEDUCTION \
Exaploger : O35 6) The selected employee record
Eraployes : |11.25 will display on employee screen
Total : [50.60

7) After edit employee details,

9 click Update to save the record

Ad 7 gﬂl)(late‘f Delete ‘ Eind | Close

and a message box below will

8) Click OK

‘EJ‘) Records have been successfully updatedT 9) Click Close and return to main

-

8 Ok
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3.2.3 RESET SALARY
[SAVE CON' You can delete All Employee Salary from <Reset
> .
<Employer Screen s Salary> menu
<Employves Screen s . . . . .
pry———— This menu will make it easier for you if you want to
<Deduckion Tahle remove salary information for all employees

<hrea Code=
[iewa. .. ] 3
[Print Repart,..] r

1) Select Employer Code 2) Click on RESET SALARY button to reset the Employees Salary

* RESET SALARY FOR EMPLOYEE RECORDS *

rPlease Select Employer Code
Eraployer Code  : |p3700007019v -| \

Drsrilen MiEme © || | RESET SALARY ‘ Close ‘

1 Mumber | MHame | Emplayer Code Employer Mame | Salarﬂ Emplayer Deduction | Emplayee Ded

3.2.4 DEDUCTION TABLE

[SAYE COM
<Employer Screen For <Deduction Table> menu, you don’t need to fill
<Employes Screen: in any information because all the information has
<Reset Salary> / been provided
<Deduckion Tab
<frea Codex
[Wigw...] r

[Print Feport...] *
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3.2.5 AREA CODE

[SAVE COI

<Emplover Screens=
<Emploves Screen

«Deduction Table =

<Area Code =

For <Area Code> menu, you do not need to fill in information
<Reset Salary = because all the information has been provided

[Wigw, .. ] 3
[Print Repart,..] »

3.2.6 VIEW

3.2.6.1 TIPS: How to display employer records

SISTEM CARUMAN BLI

[MAIM MEMLU. ..] [SAVE COMTRIBUTION RECORD TO Df

<Employes Screens
<Reset Salary =

Select [MAIN MENU..] ->[View..]
=Emplover Screenz click <Employer Details>

and

«Deduction Table =
<Area Code =
<Employer Details:= ‘

[Print Report...] » <Emploves Details =

Close

to main screen

EMPLOYER DETAILS Click Close and return

Emplayer Code Emplayer Mame

Registration Mumhber

A3T000517ETF AGENSI PEKERJAAN A, .
AZTOO05175TR AGENSI PEKERJAAN JA. .
BIG000M10TEEW  MXRAGEMSI PEKERJAAMN...
E11000404062  ABCDEF SDMN BHD

AR ARRA RN R RN rrrrrrrn]

Add1 Addz Add3

5 17T... | 10 JALAN P.RAMLEE 50250 KLALA LUMPUR
LETTER BOX MC:15, 17T, 10 JALAN P.RAMLEE 50250 KLALA LUMPUR
LETTER BOX MC:14,17T... 10 JALAN P.RAMLEE 0250 KUALA LUMPUR
LETTER BOX MC:15,17T... 10 JALAN P.RAMLEE 50250 KUALA LUMPUR

This screen displayed employer

details

3.2.6.2 TIPS : How to display employee records

SISTEM CARUMAN B

[MAIM MEML. ..] [SAVE COMTRIBUTION RECCRD T

<Employer Screens=
<Employes Screens
“Reset Salary =
<Deduction Table =
<Area Codex

[Print Report...]

<Emplover Details =

<Employee Detais =

1) Select [MAIN MENU..] -> [View..]
and click <Employee Details>




DISPLAY EMPLOYEE DETAILS

Select Employer Code

13

2)

|

Sle— |

3

Click =l here and select employer code

Click OK to display employee records

Close

EMPLOYEE DETAILS

Employer Code Salary | Employer Deduction | Employee Deduction

A3T000S1757F 1 2600001 4465 ]

Click Close and return
to main screen

This screen displayed employee

details

3.2.7 PRINT REPORT

3.2.7.1 TIPS : How to print Employee Records

[MAIN MEML. .. ]

<Employer Screens=
<Employes Screens
“Reset Salary =
<Deduction Table =
<Area Codex

SISTEM CARUMAN BU
[SAVE CONTRIBUTION RECORD TO DF

«Deduction Table =

[Wiew...] »

[Print Report...] <Employee Records =
<Lampiran &=
=Baorang 84> u

|B3s0001 078 ]

MONTHLY CONTRIBUTION
(format : mm/yyyy)

EMPLOYEE RECORDS

Please keyin EMPLOYER CODE:

Cancel
0952013 mm/ yyyy

1) Select [MAIN MENU..] -> [Print Report..]
and click <Employee Records>

2) Click =l here and select employer code

3) Key in Monthly Contribution (eg: 09/2013)
and click OK




xl«lql 1ol vl =| & Al ot

PERTUBUHAN KESELAMATAN SOSIAL

MENARA FERIESD 281,
JALAN AMPANG 20533
KUALA LUMPUR

14

1dX0

4) Click Print
5) Click OK to print employee details

/

PERKESO LAPORAN REKOD PEKERJA BAGI CARUMANBULAN SEPTEMBER 413
2000013 ELOYER CODY ATTORS 1787
EMPLOYER NAME AGENS PEKERJAAN JAC SDN BHD

EMPLOYER ADDRESS
10 JALAN P.RAMLEE
40240 KUALA LUMPUR

BIL | IC NUMBER
1] e

CPE015 PCL 6 PULL)

LETTER BOX NOuI&, 17TH FLOOR. UBN TO

Port Range

" Pages

fm[_l !«r_

(o
Copes| 154

3.2.7.2 TIPS : How to print Lampiran A

SISTEM CARLUMAN BU
[SAVE CONTRIBUTION RECORD TO D

[MAIN MENL. .. ]

<Employer Screens
<Employes Screens
<Reset Salary =
<Deduction Table =
<Area Codex

[view. .. ] r
[Print Repart...]

<Employes Records =
<Lampiran &>

<Barang 84>
=Deduction Table =

Please Insert EMPLOYER CODE : |5350001 07 EE d 2
Please Insert CONTRIBUTION MONTH : Ing;zmg
(format : mm/ yyyy) 3 by

0K | Cancel |

5740
1) Select [MAIN MENU..] -> [Print
Report..] andclick <LampiranA>
2) Click =l here and select employer code
3) Key in Monthly Contribution (eg: 09/2013)

and click OK
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PERTUBUHAN KESEL ANAFRA
MEHAR G PERERSD 261, TAL AH AMPANG 50538 KUATRBIY
BORANG BATARAN CARUNMAN BULANAN | TUNGGAKE AN CARTRIAH |
KEKURANGAN CARUMAN MENGGUNAKAN CD f DISKET UNTUK
PERKESO

BULAN _ September 2013 HINGGA Sepiember 2013

Tarikh Butiran Caruman Dihantar : !

(Ivlelalni Sistern Penghantaran Pita/Disket)

Bilngan Pelierja: __ 20 orang

Piinter:  System Printer [HP Color LaserJet

CP&ME PCL 6 PULL)

Cancel

Ho:

100z

ek / Kiriman V

L032.10

15

29 0f 30

LAMPIRAN A
28N062013

Print Fange
@ Al
" Pages

From: 1 To

Kod Mejikan
Naraa Majikan:
Alarmat

Enp\es‘l 1 33

v Collate Copies

Tand

Marma Peruh - KTV OSHI HAY 4 SHI

Telefon 0327155525

E-mel

AEKUAN PENERIMAAN ¢(DIISI OLEH PERKEESO )

Adlsh dinkui babawa caruman yang dbayar menggunakan pludisket berkensan telah diteriza

Kod Majikan :  BIS00010788W
Marma Majikan : XXXAGENSI PEKERJAAN JAC SDN BHD

Ho Cek/ Kiriman Wang /
Wang Fos/ Draf Bank - __

4) Click Print

5) Click OK to print Lampiran A

3.2.7.3 TIPS : How to print Borang8a

SISTEM CARUMAN BU
[SAYE CONTRIBUTION RECORD TO

[MAIN MENLU...]

<Employer Screens
<Emploves Screen s
<Reset Salary =
<Deduction Table=
<Area Codex
[Wigw,..]
[Print Repart,..]

<Employes Records =
<Lampiran &=
<Borang -
«<Deduction Table=

BORANG BA

12

Please Insert EMPLOYER CODE :

[as0o01o7azwy
Please Insert CONTRIBUTION MONTH : Iggxzma
(format : mm/yyyy) 3 vy
oK | Cancel |

1)

2)

3)

Select [MAIN MENU..]

and click <Borang8a>

-> [Print Report..]

Click ~ll here and select employer code

Key in Monthly Contribution (eg: 09/2013) and
click OK
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4) Click Print

5) Click OK to print Borang8a

1of30
PERTUBU KESELAMATAN SOSIAL BORANG SA
PERATURAN - PERATURAN (AM) KESERAMATAN SOSIAL PEKERIA 1971 (PER., 444)
PERKES O CARUMAN GAJI BULA! ﬂQn 2::1\3
No.KodMajikan | No. MyColD [ Amaun Caruman (RM)
[ Az7o005i7s7F | | 57.40 l
AnaLn carum an 1 atas Pendsk|ah dbayar Fapads PERKESDEJEN PEMUNGUT T3k vt darota_3 Oclober 2013
Nama dan Alamat Majilan Lembwap | Eilangan Peleria
Page 1 of 1\[ 1
b BGEMST PEKERIAAN 1AC SDN BHD Kequnaan Fjsapemungul
LETTER BOX MO:15, 17TH FLOOR, UBN TOWER Cop
10 JALAN P.RAMLEE =
Print ‘xl
3| 50250 KUALA LUMPUR —
Printer:  System Printer [HP Color Laserlst ok W
— CPEINS PCL B PULL) —
MULA/BERHENTE | cramys | MO KA Cancel )
"E“""g';""'““] @) @ Frint Fiange %
SE0MII0S0Y | G Al - T
£ Pages Eop\es:l 13.
From |—1 o l— ¥ Collate Copies
3.2.7.4 TIPS : How to print Deduction Table
SISTEM CARUMAN BU Select

[MAIN MEMU...]

<Emplover Screens
<Emploves Screens
<Reset Salary =
<Deduction Table=
<Area Codex
[Wiews...]

[Print R

[SaYE COMTRIBUTION RECORD T C

<Employes Records =

<Lampiran &=
<Borang 54>
<Deduckion Table:=

[MAIN MENU..] ->
and click <Deduction Table>

[Print Report..]
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] E Tolab35  100% 35 0f 35
- click & |to print
PERTUBUHAN KESELAMATAN SOSIAL .
MENARA FERKESO 281, the Deduction Table
IALAN AMPENG 50533
KUALA LUMFUR
PERKESO
— JADUAL POTONGAN PERKESO Pege 1 of2
FIRST CATEGORY EMPLOYMENT INJURY & INVALIDITY Second Category
. B Employment Injur
"Salary | | SALARY |  SHARE | | SHARE ToTAL Tofgn%g;gu;gfwy
0.00 30.00 0.40 0.10 0.50 0.30
0.00 0.00 0.00 0.00 0.00 0.00
30.00 50.00 0.70 0.20 0.90 0.50
50.00 70.00 L10 0.30 140 0.80
70.00 100.00 150 0.40 190 L10
100.00 140.00 210 0.60 270 150
140.00 200.00 2.05 0.85 380 210
200.00 300.00 435 125 5.60 310
300.00 400.00 6.15 115 790 440
400.00 500.00 .85 225 10.10 5.60
500.00 600.00 0.65 275 1240 6.0
600.00 700.00 1135 3,25 14,60 8.10
700.00 00.00 13.15 375 16.90 9.40
$00.00 900.00 1485 425 19.10 10.60
900.00 1,000.00 16.65 475 2140 1190
1,000.00 1,100.00 1835 525 23.60 1310
v

3.3 SAVE CONTRIBUTION RECORD TO DRIVE

SISTEM CARUMAN BULANAN M

[SAVE CONTRIBUTION RECORD TO DRIVE...]

<5ave Record By ALL Emplover =
<5ave Record by Emplover =

£

There are 2 options for this process:

1) Save Record By All Employer
- This option will save all employee
records in one file (filename: brg8a.txt)
2) Save Record by Employer
- This option will save employee records
according to the selected employer.
The file created is based on employer
code (eg: E2303381K.txt)
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3.3.1 SAVE RECORD BY ALL EMPLOYER

3.3.1.1 TIPS : How to Save Contribution Record to Drive -Save Record By All Employer

SISTEM CARUMAN BULANAN ME

SANE CONTRIEUTION RECOR.

<5ave Record By ALL Emplo
«5ave Record by Employver

D T DRIVE...]

f

LOAD DATA TO DRIVE BY ALL EMPLOYER

0542011

Keyin MONTHLY CONTRIBUTION {MM/YYYY)

Click [SAVE CONTRIBUTION RECORD TO DRIVE...] =>
<Save Record By All Employer>

1) Keyin Monthly Contribution (eg:
05/2011)
Click =!I to select drive

Click Yes to continue load data

2)
3)

4) At message box below click Yes

Please Select Drives: |g o

Click YES to load data / NO to Cancel ?

3

Sistem Caruman

@ Is Drive,. ready? Click YES to confirm

Sistem Caruman

Click OK

L ] E Job completed, . Record saved inko Drive!!
L

LOAD DATA TO DRIVE BY ALL EMPLOYER

After the process finished,
Total of Record Processed
will be displayed on the
screen. Then click No and
return to main screen

v

Keyin MONTHLY CONTRIBUTION (MM/¥¥¥Y) 0572011
Please Select Drives: |Se: -

Click YES to load data / NO to V

Yes No

Total of Record Processed = 46 records

3.3.2 SAVE RECORD BY EMPLOYER

3.3.2.1 TIPS : How to Save Contribution Record to Drive - Save Record by Employer
SISTEM CARUMAN BULANAN

[SAVE COMTRIBUTION RECORD T DRIVE...]

«Save Record By ALL Emplover =

<5ave Record by Employer >

Click [SAVE CONTRIBUTION RECORD TO DRIVE ...]
—> <Save Record By Employer>

/
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1) Keyin MONTHLY CONTRIBUTION
Keyin MONTHLY CONTRIEUTION (MM/¥¥YY) 05/2011 1 mm/yyyy (eg: 05/ 2011)
Please select EMPLOYER CODE 2 2 2) Click =l to select employer code
Please Select Drives: [Se =l 3 3) Click jl to select drive

4) Click YES to continue

Click YES to load data / NO to Cancel 7

4 YES ND

Sistemn Caruman { Click Yes

After the process finished,

Total of Record Processec

will be displayed on the

Keyin MONTHLY CONTRIBUTION (MM/Y¥¥Y) 0572011 screen. Then click No and
. Please select EMPLOYER CODE [E2303318K return to main screen
Click OK — —
4 V4

Please Select Drives: =re / /ﬁ

Sistem Caruman

Total of Record Processed = 46 records

3.4 SECURITY

3.4.1 CHANGE PASSWORD

For security reason please change your password using the features given.

3.4.1.1 TIPS : How to change password

@]

lick [CHANGE PASSWORD]

1) Keyin Old Password
2) Keyin New Password

Change Password

Userid : perkeso 3) Keyin Confirm Password

4) Click OK
Old Password  : |=-==-==-==-=
1
New Password  : |M*M 2
Confirm Password : |M*Ml 3 Password Changed Successfully..

4 0K ‘ Cancel




3.4.2 RESET PASSWORD

3.4.2.1 TIPS : How to Reset password

20

[BACKUP...]

Click [Reset Password]

<Change Password =

b

For safety reasons, please contact
PERKESO to get a password, so you can

g
PASSWORD
|

Continue | Cancel |

continue to reset password

/

[MAIM MEMLU...] [LnaD DATA TO DRIVE, ] [SECURITY] [BACKUR...]

= Reset Password Screen

SISTEM CARUMAN BULANAN MENGGUNAKAN DISKET
[RESTCRE.. ] [EXIT]

1) Keyin New Password
2) Keyin Confirm Password
3) Click OK

Change Password
Userid : perkeso

New Password IM**M

Confirm Password : I*M*M

oK Cancel

The password below will display and click

OK to continue login to the system

caruman

Statug

COMNGRATULATIONS! IPassword Changed Successfully, . Please gp
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3.5 BACKUP

For your safety, please backup your data regularly. This option will help you to recover your data if any problem
occurred later.

There are 2 features you need to do for [BACKUP...]:

pur——— 1) <Employee> - Will backup all employee records and save into a text
file name as employeebak.txt

2) <Employer> - Will backup all employer records and save into a text
file name as employerbak.txt

<Employes =
<Emplover =

3.5.1 EMPLOYEE

3.5.1.1 TIPS : How to Backup Employee Records

From main screen

click <Employee>

1) Click =l and Select destination for
backup data

DRIVES: 2) Click Backup
Crasmmes 1 - 2] oo | oo |

3) When a message box appear as below,
Click Yes to proceed backup process.

Sistem Caruman g|

4) After the backup process successfully
finished, a message ‘Job Completed’

1 ) Job Completed !

will appear. Then click OK

EMPLOYEE DATA BACKLP 5) Then the screen will display the
Total of Employee Records backup
DRIVES: 6 . .
lﬁ' Backup Close | and the location of backup file
6) Then click Close and back to main
‘ Total of Employee Records Backup : 46/46 screen
5

’7 Your Backup Data was here : i\ employeebak.txt
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3.5.2 EMPLOYER

3.5.2.1 TIPS : How to backup Employer Reocrds

m From main screen click [BACKUP...]
W- then click <Employer>

EMPLOYER DATA BACKUP

DRIVES: —

backup data
=c K Backup | Close |
2) Click Backup

1) Click =l and Select destination for

1 2

Sistem Caruman

3) When a message box appear as below,

& t ta backup daka ¢ Click YES & Fi .
6 1'% VAL SUTE WA B BACHHR Gata Ak Tha B cari Click Yes to proceed backup process.

Sistem Caruman E'

\:!‘.) Job Compieted ! B 4) After the backup process successfully finished, a
message ‘Job Completed’ will appear. Then click OK

af
EMPLOYER DATA BACKLP 5) Then the screen will display the
Total of Employer Records backup
DRIVES: . .
I— and the location of backup file
=c K Backup | 6 |Close f— ' .
6) Then click Close and back to main
| Total of Employer Records Backup : 1/1 screen
5
|_ Your Backup Data was here : c:' employerbak . txt




3.6 RESTORE
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REMINDER : These procedures below need to be taken ONLY if your data is corrupt. Do not try these

procedures unless needed.

-—

<Employer =

<Employes » ‘

There are 2 features for [RESTORE...]:

1) <Employee>

to~employer database.

This feature will copy all employee records from employeebak.txt

file into employee database.
Nloyeo - This feature will copy all employer records from employerbak.txt
in

All existing records in database will replace by records from backup file

3.6.1 EMPLOYEE

3.6.1.1 TIPS : How to Restore Employee Records

g reroec 1

<Employer =

then click <Employee>

From main screen click [RESTORE...]

RESTORE DATA FROM ‘employeeba. txt’ 1) Click =l to select the location of
) backup file
Drives:
=5 =
Directories: 2) Double Click here to select the
~ directory of backup file

[ Bundlefia, =

(£ caruman

(2 Camumanhlew .

(] carumanMewCrpstall 0 7 3) Select the backup file employeebak.txt
Filename:

DISKET88.mdb ~ )

E2303318K. b i || 4) Then click OK

ernploveshak, bt

employerbak, bt
EMUNTCFG.MRL

FILES.zip

Manual Setup windows 7.docs
MNewFilezCaruman. zip

<

EXIT

5) Click Yes if confirm to restore the
employee records




24

- RESTORE DATA FROM ‘employeebak. txt'

Drives:
| [=SIN

=]

Directories:

[ Bundlef,
[ caruman

[C3 Carumant ew
(23 carumantewCrypstal10 BT R

3

' Filename:

6)

After the process completed click
OK

DISKET8A. mdb
E 230331 3.kt

\!l) Job Completed |

employeshak, bt
emploverbak. b=t
EMUMNTCFG.MAL
FILES.zip

Marual Setup windows 7.docs
MewFilezCaman.zip

7)

8)

| <

Total of records restored will
display here

Click Exit and return back to main
screen

| | <

Job Processing...! Records : 46/46

3.6.2 EMPLOYER

3.6.2.1 TIPS : How to Restore Employer Records

g o1

then click <Employer>

From main screen click [RESTORE...]

<Employes

RESTORE DATA FROM ‘employerbak. txt*

Drives:
| (=3

Directories:
£y

[ BundieBa,

(2 camman

(2 Carumantew

(2 camumanM ewCrystall0

|

Filename:

db1_%er2000_2003.mdb
DISKET 4. mdb
E2303318K. kst

employesbak. tat

|>

EMUMNTCFG.MRL
FILES.zip
Manual Setup windows ¥ docs

|

0K EXIT |

@ The existing data in database will be replace. Would you like to continue the process? Click YES to confirm

1)

Click =l to select the location of
backup file

2) D

directory of backup file

ouble Click here to select the

3)

Select the backup file employerbak.txt

4)

Then click OK

5) Click Yes if confirm to restore the
employee records




RESTORE DATA FROM ‘employerbak. txt*

Drives:

|Qc:

Directories:

L1 BundieBa
D caman

[ CarumanM ew

Filename:

DISKET84 mdb
EZ303318K bat
employesbak. tit
- e

L=l <1t
ENUNTCFG.MAL
FILES zip

[;'I carumani ewCrystall0

dbl_Yer2000_2003 mdh

Manual Setup windows 7.docx

[

Sistem Caruman |X|

\L ) Job Completed |

o | ExXIT |
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rd

6) After the process completed
click OK at message box

Job Processing...! Records : 1/1

| 18/05/2011

7) Total of records restored will
display here

8) Click Exit and return back to
main screen




