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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 Penjanaan Text File.
Please refer to manual - How to Install Sistem Penjanaan Text File ..

** The Installation process only for the first time

2 Start Using the system :

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

2.1 LAUNCH TO THE SYTEM

Open
Troubleshoot compatibility

2 | Open file location

Run as administrator

1) Right click Sistem Penjanaan TEXT File.. icon and ..
2) Click Run as administrator to launch the system

Click Yes to continue




3

2.2 LOGIN to Sistem Penjanaan Text File

SISTEM PENJANAAN TEXT FILE B —
[MAIN MEMU..]  [SAVE CONTRIBUTION TO TEXT FILE..]  [SECURITY] [BACKUP...] [RESTORE...] [EXTT]
PERKESO
PERTUBUHAN KESELAMATAN SOSIAL
MENARA PERKESO 281, JALAN AMPANG 50538 KUALA LUMPUR
1) User ID: perkeso

2) Password: socso

| CARUMAN PERKESO / SIP 3) Click OK

SISTEM PENJANAAN TEXT FILE

- C /
> |

CAMCEL |

datareport2016

Statuz 28/02/2M8 229 PM




2.3 MAIN MENU
2.3.1 EMPLOYER Screen

2.3.1.1 TIPS: How to insert New Employer Detail

Field Functionality
Employer Code ®  Key in Employer Code . (eg.
[SANE ZOl X9999999X)
<Employer Screen ®  This field is mandatory
“Emplayes Screens
Company ®  Key in Company Registration
<Reset Salary > Registration Number
No.
Click [Main Menu] -> <Employer N
] mployer Name ° i
Screen> to insert New employer Key in Employer Name

details e  This field is mandatory

: Address

®  Key in Employer Address.

®  This field is mandatory

Contact Person .
®  Key in Contact Person.

Tel Number .
®  Keyin Employer telephone number.

Email

®  Key in Email Address

EMPLOYER SCREEN

Friday, Oct 25 2013 9:48:50 AM

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

PERTUBUHAN KESELAMATAN SOSIAL . .

MENARA PERKESO 281, JALAN AMPANG 50538 KUALA LUMPUR 2) Then the message box will appear. Click OK

3) After that click Close

Employer Code : |43700051757F

Compeany Registration MNo. |)<t2123456 |

Employer Name : |ABC CAHaYA SDM BHD

Address ; [LETTER BOX MO:25, 13TH FLOOR, ABC TOWER
10 JALAM P RAMLEE

S0250 KUALA LUMPLR

Contact Person : |BAEK KWW SUNG

15iem Laruman

Mgzl - |ahc@gma|\.mm

‘!1) Mew Record is already update!

1 Add Update Delete Find Close ‘ 3 2




2.3.1.2 TIPS: How to Edit/Delete existing employer details

[SAVE Ol

“Employes Screens
<Reset Salary =

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

to edit existing employer record

EMPLOYER SCREEN

Friday, Feb 23 2018 11:16:46 AN

2) Click Find to displ | d
PERKESO ) Click Find to display employer records

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

Company Registration No : | ‘

Employer Name : |

Address :

Contact Person : | ‘

Email: | / |
y
Add | Update | Delete Find | Close |
INFORMATION OF EMPLOYER RECORDS FOR MONTHLY CONTRIBUTION )@ 1ol %= o]e RY=I [Tl <l 0q o] o}¥/<I o wlo]o SR Vo)
~Find Record By display employer record

Employer Code :| 43700051757F jl

Emplover Name : |

| Display ALL ‘ Close

EMPLOYERS

Employer Code Company Registration Mo, | Address 1 Address A Address 3|
A3700051757 AG s [ JLETIERH 17T [ 10 J8LAN F RAMLEE 50250 KL,
A3T000581757P . LETTER BORH MO8, 17T... 50250 KL
B3500010788W MHMAGEMNSI PEKERJAAN .. 11N NN Mz LETTER BOX MO8 17T... 10 JALAM P.RAMLEE 0240 KL
E1100040406Z ABCDEF SDH BHD LETTER BOX MO:15,17T... 10 JALAN P.RAMLEE 50240 KLU

] ] 4) Click here if you need to display ALL
5) Select and Double Click here to display Employers  record

and edit employer record




EMPLOY ER SCREEN

Friday, Oct 25 2013 10:25:23 AM

6) The selected employer record will display on employer screen
7) After edit employer details, click Update to save the record and

MENARA PEF a message box below will appear
| .
8) Click OK
9) You can also delete the employer record by click Delete button.
Employer Code : ‘EllDDD4D4DE|Z ‘
Company Registration No.: ‘2\;2}3&312123 ‘
Eraployer Name : ‘ABCDEF SOM BHD / ‘
/
Address ; [LETTER BO¥ NO:15, 17TH FLOOR, UBN TOWER /
10 JALAN P.RAMLEE /
50250 KUALA LUMPLR, /
/
Contact Ferson : ‘E.AEK YUMG SUMG /
Tel Number : ‘03—27155525 | /
Bzl - |abcdef@gmail.c0m /
7
Add ‘ Update | Delete Find Close ‘

Sistem Caruman E3 9) Then click Close and
— return to the main screen

\lf) Record is already update!

8

.................................




2.3.2 EMPLOYEE Screen

2.3.2.1 TIPS: How to insert New Employee Records

Field Functionality

Employer Code

® Select employer code .
®  This field is automatically display by system
Employer Name ®  Will automatically displayed after the Employer Code selected
®  This field is computed for display
IC Number .
® Keyin Old IC or New IC.
®  This field is mandatory
Employee Name .
® Keyin Employee Name
®  This field is mandatory
Date Employment .
Commenced ® 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 ®  Key in Date Employment Ceased
®  Resign Date
Salary All remuneration payable in money to an employee is wages for purposes of SOCSO contributions.
This includes the following payments : -
®  Salary
®  Qvertime 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.
Option: ®  Payment of the contribution both by employer and employees ;
Jenis Pertama o All employees who have not attained 60 years of age are required
to contribute under the first category, except those who have attained
For CARUMAN 55 years of age and have no prior contributions before they reach 55
PERKESO years
®  Default by system
Option: ®  Payment of the contribution only by employer;
Jenis Kedua o  All employees who have attained the age of 60 years or;
o  New employee who has attained 55 years of age and have no prior
For CARUMAN contributions before they reach 55 years
PERKESO
Deduction: Employer . .
®  Automatically display by system after the salary entered.
®  Computed for display.
Deduction: Employee . .
®  Automatically display by system after the salary entered.
®  Computed for display.
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Field Functionality

Deduction: Total

®  Automatically display by system after the salary entered.

®  Computed for display.

Option: ®  Payment of the contribution both by employer and employees ;
LAYAK SIP o All employees who have not attained 60 years of age are required
to contribute, except those who have attained 57 years of age and have no

For SIP prior contributions before they reach 57 years
®  Default by system

Option: ®  No contribution by employer and employee;

TIDAK LAYAK SIP

o  All employees who have attained the age of 60 years or;

For SIP o  New employee who has attained 57 years of age and have no prior
contributions before they reach 57 years

®  Default by system

Deduction: Employer
ploy ®  Automatically display by system after the salary entered.

®  Computed for display.

Deduction: Employee
ploy ®  Automatically display by system after the salary entered.

®  Computed for display.

Deduction: Total . .
®  Automatically display by system after the salary entered.

®  Computed for display.

SISTEM PEMNJANAAN TEXT FILE - CARUMAN PERKESQ AND SIP

CARUMAN PERKESO

JENIS
PERTAMA  Payment of the contribution both by employer and employees - All employees who have not attained 60 years of

(BENCANA  age are required to contribute under the first category, except those who have attained 55 years of age and have

PEKERJAAN o prior contributions before they reach 55 years
DAN ILAT)

JENIS
(:E%‘:M Payment of the contribution only by employer - All employees who have attained the age of 60 years or New
PEKERJAAN employee who has attained 55 years of age and have no prior contributions before they reach 55 years

SAHAJA)

[SAWE COn SIP

wEF SCFERD

LAYAK SIP Payment of the contribution both by employer and employees - All employees who have not attained 60 years of
I age are required to contribute, except those who have attained 57 years of age and have no prior contributions

<Employ =12

before they reach 57 years
<Reset Salary = |
<Deduction Table = ) )
T ARATRTAR No contribution by employer and employee - All employees who have attained the age of 60 years or New
<hrea Code = I sIP employee who has attained 57 years of age and have no prior contributions before they reach 57 years

[wigw,..] 3 I
[Print Repart...] k

L
Status 01/03/2018 10:16 AM

h

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

2) CARUMAN PERKESO AND SIP page will display on the screen. Please read and understand the
term for CARUMAN PERKESO and SIP option before proceed to Employee Screen

3) After that click Proceed




EMPLOYEE SCREEN

Wednesday, Feb 28 2018 2:42:33 PM
PERKESO
PERTUBUHAN KESELAMATAN SOSIAL . =]
MENARA PERKESO 281, JALAN AMPANG 50538 KUALA LUMPUR 2) Click jl here and select employer code
Please select Employer Code | — /
o 3500058126 - / |
PO (53200058126 = |
ame °
— Please Insert Emplo
IC Numb|
Employed |
Date Employment C . T T Date Employment Ceased :l:l fl:l }'l:l
oD MM Yy oo MM Yy

Pleasze Key In Employee Salary :

— Please select Employer Code

PERTUBUHAN KESELAMATAN SOSIAL

AKTA 4 AKTA SIP

@ JENIS PERTAMA (BENCANA PEKERJAAN DAN ILAT) ? @ LAYAK SIP ?

o JENIS KEDUA (BENCANA PEKERJAAMN SAHAJA) ? o TIDAK LAYAK SIP ?

Employer : Employer :

Employee : Employee :

Total Total

Add Update Delete | Find | Close
EMPLOVEE SCREE _
Wednesday, Feh 28 2018 & 2:44:33 PM
PERKESO

MENARA PERKESO 281, JALAN AMPANG 50538 KUALA LUMPUR 3)

Code : |B3200058126X

-

Name - |ABC SDN BHD

— Please Insert Employee Details

Date Employment Commenced - j' ,f
i

IC Number : 911030106074
Employee Name CHWWYY KYYR XIN

Please Key In Employee SBalary - |

|15
3,Dnn.oo|!_

Date Employment Ceazed I:M:
DD MY

\

4)

5)

Key in all employee details -
Mandatory fields:
i)IC Number
ii)Name
iiijDate Employment Commenced
iv)Employee Salary

Not Mandatory fields:
i)Date Employment Ceased

Keyin Employee Salary and press

FARIAS AKIA 5P [Enter] then Deduction amount will
JENIS PERTAMA (BENCANA PEKERIAAN DAN ILAT) P LAYAK SIP . .
© ‘ )j © automatically displayed by system.
O JENIS KEDUA (BENCANA PEKERJAAN SAHAIA) ? O TIDAK LAYAK SIP A
1 6) Click Add save new employee
Empl - |51.85 Empl : . .
P P”&/ record and a message will display
Employee : (14.73 mployee : |53.90
Total 66.40 Total 11.80 bE|OW
Update | Delete |  Find | Close |
\ AN
— o
aruma 7) Click OK 8) Click Close and return to

-
\li) Mew Record is already updak€!

the main screen
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2.3.2.2 TIPS : How to Edit/Delete Existing Employee Records

[SAVE COn

<Employer Screens=

<Emplovees Screenz

<Reset Salary =

1) Click [Main Menu] -> <Employee Screen>
to edit existing employee record —

EMPLOYEE SCREEN

Wednesday, Feb 28 2018 & 2:48:29 PM

PERKESO

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

'&— Please select Employer Code

Code - | FEPITETEEN B

Name : |

2) Click Find to display
employee records

Please Insert Employee Details
'[ IC Number : | | / I
| Employee Name - | / |
|
Date Employment Commenced - | | j'| | j'| | Date Employment Ceased - | W |,f| |
DD MM Yy DI MM ey

Please Key In Employee Salary - |

| ~AKTA 4 AKTA SIP
(@) JENIS PERTAMA (BENCANA PEKERJAAN DAN ILAT) D ® LAk sIp ?
\ O JENIS KEDUA (BENCANA PEKERIAAN SAHAJA) j IDAK LAYAK SIP ﬁ
! Employer : Employer : /
Employee : Employee :
Total : | Total : |

Add Update | Delete | Find | Close |

b ] -
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INEQRRATICN OF ERPLOYEE BRECORDS FOR MOMTHIY COMNTRIBUTION

~Find Record by
Employee IC No : | Employee Name : A ‘ Find ‘l
— hzplay Hecord by
\ |83200058126}( j OR All Employee Close

IC Number \ Name

SAWWYY KYYR XIN
911030106074 WYY KYYR XIN
101126105066 CHY | PWWCK ...
771102145151 EEUNYYEEEEYYD WIDYY...
920727145457 EEUHXYEEEEYYD YYEEIR.
155528105483 EEXCGXHD FYYRID BIN Y
911009145158 EEXCCHND HYYFIDZ IXO.
881223015545 EEXCOCCHE SHYYFIQ BIN
871121985255 EEXCCHHD Y YUFIK BIM
940627106062 KWWWWW FUL NG

4) Double Click here to display
employee details

Employer Code Employer Mame

B3200058126X | ABC SDN BHD

B3200058126X  ABC SDN BHD
B3200058126X  ABC SDN BHD
B3200058126X  ABC SDMN BHD
B3200058126X  ABC SDMN BHD
B3200058126X  ABC SDMN BHD
B3200058126X  ABC SDMN BHD
B3200058126X  ABC SDMN BHD
B3200058126X  ABC SDMN BHD
B3200058126X  ABC SDMN BHD

m

Salafy Employer Employee =
| 5165 14751 ]
3,000.00 51.65 14.75
3,000.00 51.65 14.75
15,000.00 51.65 14.75
2,600.00 4465 12.75
3,750.00 51.65 14.75
2,190.00 48.15 13.75
3,000.00 51.65 14.75
3,700.00 51.65 14.75
2,300.0p0 39.35 11.25

3) You can find record by Employee IC No or Employee Name :
i)Click Find to locate the record
ii)Then double click the selected record to view employee details.

5) You also can display record according to Display Record by employer code OR [All Employee]

EMM"EE SCREEN

o ——

Wednesday, Feb 28 2018

o

PERKESO

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

2:49:26 PM

—Please select Employer Code

Code - | j
Name : |ABC SDN BHD |
—Please Insert Employee Details

Employee Name - |[CHWWYY KYYR XIN

Date Employment Commenced : ,f,f
(nln] MM Y

Date Employment Ceased l:lfl:lfl:l
(nln] MM Y

Pleasze Eey In Employee Salary - |

3,000.00

rAKTA 4

AKTA SIP

(s} JENIS PERTAMA (BENCANA PEKERJAAN DAN ILAT)

(0} JENIS KEDUA (BENCANA PEKERJIAAN SAHAIA)

3

(s} LAYAK SIP

-~

(O} TIDAK LAYAK S|

Sistem Caruman

Employer : |51.65 Employer : |0,
I Employee : [14.75 e 0.00
I Total 66.40 Total - |0.00
' 7 10 9
i Add update [[| Delete Fmd Close

%]

1 ,) Records have been successfully updated!

6) After double click, the selected
employee record will display on
employee screen

7) After edit employee details,

click Update to save the record

and a message box below will

appear

Click OK

Click Close and return to main

screen

10) You can also delete employee
record by click the Delete
button




2.3.3 RESET SALARY

-

[SAYE COMN

<Employer Screen s
<Employves Screen s

12

information for all employees

You can delete All Employee Salary from <Reset Salary> menu.

This menu will make it easier for you if you want to remove salary

1) Select Employer Code

AN

2) Click on RESET SALARY button to reset the Employees Salary . After
that all employees salary and deduct'\ons will reset to 0.00

\

\RESET SALARY FOR EMPLOYEE RECORDS *

\

r Please Select Employer Code

AW

\

Employer Code - | FEFTTE W51

| |

x

2.3.4 AREA CODE

AAAAARAACAER L R LRI T o AV

[[MAIN MENU...] | [SAVE CONTRI

<Employer Screen>
<Employee Screens

< Reset Salary>

/

II <MArea Code>

[View...]
[Print...]

FAARANE R RS

AFS SR P

A ARR AR

amodE

4n7E

Employer Name :[48C SDN BHD | L= AT L ‘ Hoee
IC Number | Name Employer Code | Employer Name | Salary|  Employer| Employee | 1
994444406074 AAWWYY KTYR XIN B3200058126X  ABC SDN BHD 3,000.00 51.65 1475 B
911030106074 CHWWYY KYYR XIN B3200058126X  ABC SDN BHD 3,000.00 51.65 1475 B
101126105088 CHXCO00000000 PWWCK .. B3200058126X  ABC SDN BHD 3,000.00 51.65 1475 B
771102145151 EEUHYYEEEEYYD WIDYY..  B3200058126X  ABC SDN BHD 15,000.00 51.65 1475 B
920727145457 EEUHYYEEEEYYD YYEEIR..  B3200058126X  ABC SDN BHD 2,600.00 44,65 1275 5
155528105483 EEXXCOHD FYYRIDBINY..  B3200058126X  ABC SDN BHD 3,750.00 51.65 1475 B

" information because all the
provided. Just ignore this menu

For <Area Code> menu, you do not need to fill in

information has been
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2.3.5 VIEW

2.3.5.1 TIPS: How to display employer records

SISTEM PEMJAMAAN TEXT FILI

! [MAIN MEML...] [SAVE COMTRIBUTION TO TEXT FILE...] [SEC
Select [MAIN MENU..] -> [View..]

<Employer Screen=

—

and click <Employer Details>
<Employee Screens

<Reset Salary> ®
<freg Codex
[View...] 2 <Employer Details>
[Print...] 2 <Employee Details=
Close ‘

mployer Code EmployerName Registration Murmhber Add1 Add2

AZ7000 \ ... | 10JALAN P.RAMLEE LA LUMPLUR
AZTOO05175TF AGENSI PEKERJAAN JA LE'I'I'ER BOXKMO15, 1TT... 10.JALAM P.RAMLEE 50250 KUALA LUMPLUIR
B2500010788WY  RMHAGEMNSI PEKERJAAN... 1T NN LETTER BOX MO:15, 17T, 10.JALAN P.RAMLEE A0250 KUALA LUMPUR

E11000404062  ABCDEF SDM BHD

QBOX MNO1E, 17T 10JALAN P.RAMLEE 50250 KUALA LUMPLIR

All Employers Details will be displayed on the
screen.Click Close and return to main screen

2.3.5.2 TIPS : How to display employee records

SISTEM PEMJAMAAN TEXT FILI
[MAIMN MEML...] ] [SAVE CONTRIBUTION TO TEXT FILE...]

[l"'l‘l"'l

Select [MAIN MENU..] -> [View..] and

<Employer Screen=
®1 click <Employee Details>

<Employee Screen>

<Reset Salary=

<frea Code»

[View..]

[Print...] 3 <Employee Details>
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DISPLAY EMPLOYEE DETAILS %

,

Select Employer Code

|Bszuuuaa1zﬁx

E

2) Click =l here and select employer code

3) Click OK to display employee records

This screen displayed employee
details. Click Close and return to

2.3.6 PRINT REPORT

2.3.6.1 TIPS : How to print Deduction Table - CARUMAN PERKESO

<Employer Screen>
<Employee Screen=
< Reset Salarny>

<Area Codex»

[MAIN MENU..]|  [SAVE CONTRIBUTION TO TEXT FILE...] [SECURITY] [BACKUP..] [REST

i [View...] DDA
| [Print...] CARUMAM PERKESC 3 < Deduction Table=
SIP v FANG 50538 KUALA LUMPUR

Select [MAIN MENU..] -> [Print...] -> CARUMAN
PERKESO -> <Deduction Table>
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A DeductionTable - AKTA

PERKESO

2810212018 JADUAL POTONGAN PERKESO - CARI]\IM Tof2

FIRST CATEGORY EMPLOYMENT INJURY & INVALIDITY | SEWMC“M Click % |to pri nt th e
nﬁﬂ@l l\é-\gh.‘gu‘;h[ Ehtgl}.l?ﬁn's El\{gﬁ)&‘i}i‘s TOTAL Total mnﬁh:‘:i:;hyi:mployer Ded u ction Ta b|e

000 30,00 040 010 050 030
30.00 50.00 070 020 090 050
50.00 70.00 110 030 140 080
70.00 100.00 150 040 1.90 110
100.00 140.00 210 0.60 270 150
14000 200.00 295 085 380 210
200,00 300.00 435 125 5.60 310
300.00 400.00 615 175 750 140
400.00 500.00 785 225 10.10 360
50000 600.00 265 275 1240 690
600.00 700.00 1135 325 1460 810
700.00 800.00 13.15 375 16,50 940
800.00 900.00 1485 425 19.10 10.60
900.00 1,000.00 1665 475 2140 11.90
1,000.00 1,10000 1835 525 2360 13.10
1,100.00 120000 20.15 575 2590 1440
1,200.00 130000 2183 623 2810 15.60
1.300.00 1.400.00 2363 675 30.40 16.90
1.400.00 1,500.00 2533 725 3260 18.10
1,500.00 1,600.00 2715 775 3400 19.40
1,600.00 1,700.00 28.83 825 3710 2060

Pages: |44 |1 P M

2.4 SAVE CONTRIBUTION RECORD TO TEXT FILE

There are 2 options for this process:

1) By All Records:
- This option will save all employee records in one file for each scheme of
CARUMAN PERKESO and SIP:
o For CARUMAN PERKESO - filename: brg8a.txt
o For SIP —filename: brg8aSIP.txt
2) By Employer Code:
- This option will save employee records according to the selected employer.
The file created is based on employer code:
o For CARUMAN PERKESO —filename: E2303381K.txt
o For SIP —filename: E2303381KSIP.txt
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2.4.1 TIPS : How to Save Contribution Record To Text File - By All Records

[SAVE CONTRIBUTION TO TEXT FILE...] |

CARUMAMN PERKESD and SIP

-—— —
SAVE ALL CONTRIBUTION RECORD TO TEXT FILE
-

Keyin CONTRIBUTION an'HI 01/2018 mm/yyyy

| Please Selact Drives:

Click YES to load data / NO to Cancel ?

Sistem Caruman

Keyin CONTRIBUTION MONTH

I Please Select Drives:

e [BACKUR Click [SAVE CONTRIBUTION RECORD TO TEXT FILE...] —>
' <By ALL Records> || cARUMAN PERKESO and SIP > <By All Records>
} <By Employer Codex
e e~ J
1|
F— E | 5 1) Key in Monthly Contribution (eg: 01/2018)
2) click !l to select drive
_ 3) Click Yes to continue load data
. Sistem Caruman
Click Yes
3 Job completed. .Record saved inta Drivel! Click OK
SAVE ALL CONTRIBU'I'IDN'R.EC-ORD Tls T&T FILE
T2 gy After the process finished, Total
of Record Processed will be
|2 d: [DATA] =l
/ displayed on the screen. Then
CIYES o load data [0 to Cancel = i click No and return to main
_mw | screen
Total of Record Processed = 54 records

|| Brg8A.te
|| BrgB8ASIP.bt

These 2 files Brg8A.txt and Brg8ASIP.txt will create your your drive
| 8 [ youry
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2.4.2 TIPS : How to Save Contribution Record To Text File - By Employer Code

[ [SAVE CONTRIBUTION TQ TEXT FILE...] |

[SECURITY] [Backup..] Click [SAVE CONTRIBUTION RECORD TO TEXT FILE...] —>

CARUMAN PERKESO and SIP

Y <Py ALL Records> CARUMAN PERKESO and SIP = <By Employer Code>

<By Employer Code>
A&y EmoloyerCode> | )

.
SAVE CONTRIBUTION RECORD "IEDRIVE BY EA‘LH EMPLOYER

1) Keyin MONTHLY CONTRIBUTION
Keyin MONTHLY CONTRIBUTION (MM/YYYY) 017208 1 mm/yyyy (eg: 01/2018)
Please select EMPLOYER CODE 83200058126 =l f 2 2) click =l to select employer code
Please Select Drives: | = d: IpATAl E‘i 3) click =l to select drive
| 4) Click YES to continue
Click YES to load data / NO to Cancel ?

Sistem Caruman

Click Yes Sistem Caruman _ Click OK

——
SAVE CONTRIBUTION RECORD L{DR{VE BY EA‘£H EMPLOYER

Keyin MONTHLY CONTRIBUTION (ubfvew) | 772010 mm/ vy After the process finished, Total of
Please select EHPLOYER CODE [B32000581 26 =l Record Processed will be displayed
|| | Please Select Drives: | S d: [DATA] =] / on the screen. Then click No and
return to main screen
I Click YES to load data [ NO to Cancel ?

Total of Record Processed = 29 records

| B3200058126X5IP txt

|| B32000581 26K, bt —————

These 2 files (employercode).txt and (employercode)SIP.txt will
create your your drive




18

2.5 SECURITY
2.5.1 CHANGE PASSWORD

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

2.5.1.1 TIPS : How to change password

(@]

lick [CHANGE PASSWORD]

1) Key in Old Password
2) Keyin New Password

Change Password

Userid : perkeso 3) Key in Confirm Password
Old Password |*=-==-==-= 1 4) Click OK
ENGGLUMAKAN DISKET
Mew Password |*=Mn|m= 2
[SECURITY] [BaCKUP...]
Confirm Password : |*MM| 3 Password Changed Successfully,

<Reset Password =

<iChange Passward ‘

Click OK

(@VAL\ 4 oK ‘ Cancel

2.5.2 RESET PASSWORD

2.5.2.1 TIPS : How to Reset password

IMI [BACKUP...]

< hange Password =

Click [Reset Password]

<Reset Password =

8o |

For safety reasons, please contact

PASSWORD PERKESO(1-300-22-8000) to get a

‘ password, so you can continue to reset

the password

Continue | Cancel |
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SISTEM CARUMAN BULANAMN MENGGUNAKAN DISKET

[MAIMN MENL...] [LOAD DATA TO DRIVE...] [SECURITY] [BACKUR,..] [RESTORE...] [EXIT]
1) Keyin New Password

2) Keyin Confirm Password

&' Reset Password Screen 3) Click OK
Change Password w
Userid : perkeso I
New Password  : IM*M* ¥ | ——————

Confirm Password : IM*M*

DK Cancel

The message below will be display on the
screen. Click OK

caruman

COMGRATULATICNS! IPassword Changed Successfully, Please enpef Lserid and Mew Password to login to the syskem

Status
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2.6 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...]:

1) <Employee> - Will backup all employee records and save into a text

[REST

file name as employeebak.txt
<Employes =

<Emplovers 2) <Employer> - Will backup all employer records and save into a text

file name as employerbak.txt

2.6.1 EMPLOYEE

2.6.1.1 TIPS : How to Backup for Employee Records

From main screen click [BACKUP...]

‘ then click <Employee>

<Emplover =
1) Click =l and Select destination for
AELILUATA D i 5 backup data
DRIVES: 2) Click Backup
Backup ‘ Close ‘

3) Then this message will appear. Click Yes to
proceed the process.

Sistem Caruman fg|
9 4) After the backup process successfully
\ ob Completed |
N) e comeet finished, a message ‘Job Completed’

will appear. Then click OK

EMPLOYEE DATA BACKUP

5) Then the screen will display the Total of
Pt Empl Records back d th
Crommmm - sow || cose | mployee Records backup and  the
location of backup file
‘ Total of Employee Records Backup : 46/46 6) Then click Close and back to main screen
5
’_ Your Backup Data was here : ' employeebak.txt
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2.6.2 EMPLOYER

2.6.2.1 TIPS : How to backup Employer Records

m From main screen click [BACKUP...]

W then click <Employer>

EMPLOYER DATA BACKUP

1) Click ~ll and Select destination for
backup data
2) Click Backup

Sistem Caruman

3) Then this message will appear. Click
Yes to proceed the process.

Sistem Caruman r5_<|

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

EMPLOYER DATA BACKLIP 5) Then the screen will display the
Total of Employer Records backup
DRIYES: . .
R and the location of backup file
=c ________ } Backup 6 |Close . .
6) Then click Close and back to main
| Total of Employer Records Backup : 1/1 screen
5

r Your Backup Data was here : ' employerbak.txt
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2.7 RESTORE

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

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

1) <Employee> — This feature will copy all employee records from employeebak.txt file
[E into employee database.

<Emplavee > ‘ 2) <Employer> - This feature will copy all employer records from employerbak.txt file

<Emplover» into employer database.

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

2.7.1 EMPLOYEE

2.7.1.1 TIPS : How to Restore Employee Records

W From main screen click [RESTORE...]

then click <Employee>

<Employer =

RESTORE DATA FROM ‘employeebale.txt' 1) Click =l and select the location

of backup file

Drives:

EE =]

Directories:

2) Double Click here and select
location of the backup file

[

[ Bundlefia,

([ caruman

[ Caumantl ew

[ carumantewCrystali0

3) Select backup file employeebak.txt

|

Filename:

DISKETSA mdb ~ ]
E2303313K tut L |_{ 4) Then click OK
employeehak. txt

employverbak, txt

EMUMTCFG.MAL

FILES zip

Manual Setup windows 7.docs

MewFilzzCaruman. zip b

EXIT / 5) Click Yes to confirm restore the
/ employee records
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- RESTORE DATA FROM ‘employeebak.txt’

Drives:
EE =l

Directories:

[ Bundlef,

1 £ camuman
[Z3 CarumanMew :
[j_‘l L= E RIS EEENE Sistern Caruman &l
Filename: -y
DISKET 824, mdb - ) Job Completed ! 7 v

E 2303318k tat
emplopesbak. bt =

emploperbak, bt

ENUNTCFG.MRL

FILES.zip
Marual Setup windows 7.docx
MewFilezCaruman. zip b

Job Processing...! Records : 46/46

% 6) After the process completed click
OK

7) Total of records restored will
L display here
8) Click Exit and back to main screen

2.7.2 EMPLOYER

2.7.2.1 TIPS : How to Restore Employer Records

W From main screen click [RESTORE...]

<Employee 1| then click <Employer>

RESTORE DATA FROM ‘employerbak. txt*

Drives:
| (=

Directories:
£l

[_ BundleBs, 1=
(2 camman

(23 CarumanM ew

(2 cammanMewCrystal10 w

Filename:

db1_Wer2000_2003.mdb
DISKET 84, mdb
E2303318K. txt

employesbak. tat

|

EMUMTCFG.MAL
FILES.zip
Manual Setup windows 7. dock

oK A/y/r EXIT |

6 The existing data in database will be replace. Would you like to continue the process? Click YES ta canfirm

|

1) Click ~ll to select the location of
backup file

2) Double Click here to select the
location of backup file

3) Select backup file employerbak.txt

4) Then click OK

5) Click Yes to confirm restore the
employee records




RESTORE DATA FROM ‘employer bak. txt*

Drives:

Igc'

Directories:

[_] BundieBa
(23 canurnan
(L) Carumantl ew

Filename:

DISKET8A mdb
E2303318K bt
employeebak. tit
employert £
ENUNTCFG.MAL
FILES zip

_D carumanM ewCrystall0

db1_Ver2000_2003.mdb

Manual Setup windows 7.docx

[=]

Sistem Caruman |z

.
\ 1 ) Job Completed |

£

UK | EXIT |

Job Processing...! Records : 1/1 x

| 18/05/2011
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6) After the process completed click
OK

here

/ 8) Click Exit and back to main screen

7) Total of records restored will display




