HRIS, Payroll, and Attendance Monitoring Process Flows
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Shapes and Definitions
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Oval (Start): Represents the beginning a process.
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O Oval (End): Represents the end of a process.
Diamond (Decision): Represents a decision point.
@ Document: Represents a document or report generated during the process.

Trapezoid (Manual Operation): Represents a step performed manually by a person, not by the system.

Predefined Process (Subprocess): Represents a process that is detailed in a separate flowchart process.

Rectangle (Process): Represents a step executed within the system.




Manpower Request Process
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Budget Allocation For Manpower Request Process
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Acronyms and Abbreviations

FSD - Finance Services Division




Application for Manpower Posting Process

Requesting Manager

Manpower Posting
Form

Creates

) Manpower Request )
Manpower Posting

Start
Process

HR Supervisor

Manpower Posting
Form

Checks
Manpower Posting

General Manager

HR Admin Chief/

Manpower Posting
Form

Approves
Manpower Posting




m

Appointment Letter/Contract of Employment Process
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Promotion Process
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Discipline, Grievance and Office Order (Personnel Notice) Process
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Request For Leave Process
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Request for Overtime Process (Emergency/Not Emergency)
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Locator Slip Process
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Travel Order Process
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= Authority to Deduct
=

- .

g Authority to Deduct

= Form

=}

t

= Start Pr'epares

Y Authority to Deduct
=

3

2 Authority to Deduct

E Form A 4

a

=

7

% Checks Authority to Deduct Payroll Process




Compensatory Time Off (Accumulated Unpaid Overtime) Process
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=] Authority to Deduct - Adjustment
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Daily Time Record Process
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= Payroll Process
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Mandatory Remittance Addendum Process
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Remittances for Mandatory Contributions Process

=
5 Mandatory
é Remittance Form
=
,—°_ Mandatory Remittance Prepares
=S Start > E—— :
& Addendum Remittance
-
=
Mandatory A 4
- Remittance Form
e Approves
< Remittance

Finance Division [1]

AP Invoice - Others
Process




Application of Employee Power Bill Deduction Process
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Merit-Based Salary Increase Process
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Rank-Based Salary Upgrading Process
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