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IPOP Log in & User Settings W

IPOP User Settings — Customize home screen

@ v kuTO1 KUTON n F

IPOP User Settings

Switch Employee

B my nbox Favorite Menu : 2 .
To customize user’s Home screen:

& My Request

KM
1pop!

Logout

i Leave Request || ClockIn/Out || Team Calendar 1. Click on username button on the top right-hand
o s ook 2. See the menu and select <User Settings>

My Schedule

i Organization

® Time Management
3 Background Monitor
X Import Data

% Configuration

@ General Setting s .

[ _Eﬁiill{ T

Project Code

Number Range

E-mail Template

Workflow

Home

Parameter Configuration

Home Configuration
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IPOP Log in & User Settings 61“4

‘ IPOP User Settings — Customize home screen

Home Setting

’—? ' IPOP User Settings — Leave Quota

Home Setting To customize user’s Home screen to show user’s

leave quota:
9 1. Press tab in Home Setting

2. See the menu and select <User Settings>
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IPOP Log in & User Settings 61“4

‘ IPOP User Settings — Customize home screen

Home Setting x IPOP User Settings — Leave Quota

og ...E.LJJT\_H & UDUALIEoIU 4 Home Setting

. Switch to show or not to show leave quota

. Click plus sign to add row into leave quota menu

. Select favorite menu to choose the option to
show from the menu

. Click bin icon to delete row

. Click <Save> to save edited leave quota
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IPOP Log in & User Settings 61“4

‘ IPOP User Settings — Customize home screen

T , IPOP User Settings — Favorite Menu

pepe RO | S To customize user’s Home screen to edit

Home Setting user’s favorite menu:
1. Press tab in Home Setting

2. Select User Settings from the menu

>age 1 of 1
Reset Setting
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IPOP Log in & User Settings 61“4

‘ IPOP User Settings — Customize home screen

Home Setting , IPOP User Settings — Favorite Menu

% Cromastanouae & Delse | @ Home setting 3. Change (switch) to show or not to show
Favorite Menu Items favorite menu

Click plus sign to add row into favorite menu
. Select favorite menu to choose the option to
show from the menu

Click bin icon to delete row

. Click <Save> to save edited favorite menu

Home Tile Group

o

N o

Home Tile ltem

My Schedule

Leave Request

Clock In/Qut

Team Calendar

7
==
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* IPOP Log in & User Settings

' e Location Check in

* My Schedule

Leave request
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Location Check In N
UTT

’ Location Check In/Out — To save data of check in/out for employees’ working/leaving time

Menu Path: Home > Self Service > Location Clock In/Out

Check In/Out

To set up Check In/Out times of employees via
Mobile Web Application

Check In/Out

Clock In/Out 1. You can check in/out when it shows on your
Thursday, May 16, 2020 mobile that you are in the available check-in
area

You are in area for clocking

Click to see history of Clock Data

The example when you click to see history
of Clock Data

. Notify your reason in Check in/Out from the
150082020 Out  15:3509 options such as Check in/Out, Onsite,
15/05/2020 In 152932 training

Notify additional details

Clock In for working time

Clock out for leaving time

Ll

History Clock Data A

History Clock Data v

o Lo

Reason*

Clock in/Qut x v

Description

Now

QoL
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* IPOP Log in & User Settings

' * Location Check in
* My Schedule

* Leave request
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My Schedule — Show working time of employees in Bar Chart

Menu Path: Home > Self Service > My Schedule

. My Schedule KM
® )

Iﬁ Home

i My Schedule My Schedule
= e Filter Criteria ~ To show employee's working timetable in
o seffsenvos e Bar Chart divided by colors in each item,
you can create Leave Request, OT Request
or Attendance request in this window.
My Schedle 1. Select menu My Schedule
2. You can select filter to show data. The
el R ——— 4 example of selecting method is in the
Attendance Request neXt Slld e
Hocation Clock n/Out N T e e e 3. Select pattern to show results in period
R A
o o  EEEE— 4, Thle sysdtem \g/_lll_ sh?w dazta according to
o ] selected condition from 2-3
5204/01/2020 P .
o R Ip case you check for work!ng _tlme and
. flnq _<Absen’§> because of joining the
Mo 06/01/2020 " - training/seminar, please save the data of
anovzszo | S E— training/seminar in WTE system, and the
we o320z - ——— data in IPOP system will show
I — “training/seminar” on that day.
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. My Schedule KM
( i

My Schedule — Show working time of employees in Bar Chart

Menu Path: Home > Self Service > My Schedule

My Schedule — Filter Criteria

My Schedule
Calendar — Criteria for holiday calendar and
Filter Criteria ~ working timetable
Calendar Work Schedule Break Day Off Public Holiday Wﬂrk SChE‘dUIE Worklng tlmeta ble
Actual Shift Change Late Early Absent Brer]k Break time InC|Ud|ng break
Clock In Clock Out Clock In Request Clock Out Request Clock In Maobile Clock Out Mobile . R
Request Attendance Overtime Leave tlme -before Overtlme (OT)
Status Pending Select All Worklng
Day Off Day off

Public Holiday ~ Public holiday
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My Schedule — Show working time of employees in Bar Chart

Menu Path: Home > Self Service > My Schedule

My Schedule — Filter Criteria

. My Schedule KM
> Ot

My Schedule Actual — Criteria for actual work activity
v . .
Filter Criteria R M shift Change Shift change
Late Late/clock in after working time
Calendar Work Schedule Break Day Off Public Holiday . .
Actual Shift Change Late Early Absent Early Early/clock Out before Ieavlng tlme
Clock In Clock Out Clock In Request Clock Out Request Clock In Mobile Clock Out Mobile v Absent
Request Attendance Overtime Leave . Absent
Status pending Select Al Clock In Check in from card machine or
finger scanner
Clock Out Check out from card machine or

finger scanner
Clock InRequest Check in from clock in request
Clock Out Request Check out from clock out request
Clock InMobile  Check in by mobile phone (GPS)
Clock Out Mobile - Check out by mobile phone (GPS)
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My Schedule — Show working time of employees in Bar Chart

Menu Path: Home > Self Service > My Schedule

My Schedule — Filter Criteria

. My Schedule KM
> Ot

My Schedule Request — Criteria for types of workflow in the system
Attendance  Attendance Request had been requested
Filter Criteria ~ and approved. It can be training, off-site
Calendar Work Schedule Break Day Off Public Holiday Work or Work from home.
Actual Shift Change Late Early Absent EEEN Attendance Request is in process to be
Clock In Clock Out Clock In Request Clock Out Request Clock In Mobile Clock Out Mobile approved
Request Attendance Overtime Leave
pending Select Al Overtime Overtime request had been requested

and approved

Overtime Request is in process to be
approved

Leave Leave Request had been requested and
approved. It can be sick leave, personal
leave, and annual vacation leave

Leave Request is in process to be
approved

© | AM Consulting Company Limited 2020



My Schedule — Show working time of employees in Bar Chart

Menu Path: Home > Self Service > My Schedule

My Schedule — Filter Criteria

. My Schedule KM
( i

My Schedule : — _
Status — filter criteria to check request in
Filter Criteria ~ pending status, select all filter criteria or not
select all
Calendar Work Schedule Break Day Off Public Holiday .
Actual Shift Change Late Early Absent F’El'ld II'Ig ShOW Attendance, Overtlme
Clock In Clock Out Clock In Request Clock Out Request Clock In Maobile Clock Out Mobile and Leave status that are not
Request Attendance Overtime Leave
Status Pending Select All yet approved

Select All - Show all filter criteria in this
window
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* IPOP Log in & User Settings

' * Location Check in

* My Schedule

* Leave request

* Attendance request

* Overtime request

* My request

* Time statement
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Leave Request

Leave Request — employees request for leave in the system

Menu Path: Home > Self Service > Leave Request
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Self Service
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Steps of Leave request

1. Select <Leave request> in menu or enter
in favorite menu



Leave Request "

‘ Leave Request — employees request for leave in the system

Menu Path: Home > Self Service > Leave Request

M o kutozkutos (@ F Ste S Of Leave re uest

@mﬁusn
e A 2. Select desired leave type
4 sofservie Swn  Oustmsn B sumeondo a 3. Notify starting, ending date and period as
uurinanth/oan Ussanmsan® f0| IOWS :
o il - - All day, select all-day leave
e o (] - First half, select first half day leave
ST - Late half, select late half day leave
T os/01/202 s os/ov202 s 4. For many days-leave, you can select period of
: starting and ending dates on leave
Suarionua ansntsiu giz::; O awoar
HLEkH 05/01/2021 & OG/O;/ZOQ‘\ &
lonaisuuu
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Leave Request KM
UTT

‘ Leave Request — employees request for leave in the system

Menu Path: Home > Self Service > Leave Request

® e kutoskutos () SteI!S Of Leave reg uest

@y SOUDaT () Lo

(A nnusn
Sy — 2 . 5. Notify notes of the leave
4 selrservie 6. Choose type of attached file
o oon 7. Choose file to attach with leave request
8. Click <Attach> to confirm the file

9. Click <Submit> to confirm

KU

Lonansuuu

Us:LAN@nNansiuy Twa
- donlwa Browse m
U F1SILLI unalwa

Tidienaisuuu

m € enian

© | AM Consulting Company Limited 2020



Leave Request "
UTT

‘ Leave Request — employees request for leave in the system

Menu Path: Home > Self Service > Leave Request

Steps of Leave request

maoaoiwoal

s csun 202, cose 10. The system will display window for employee
Uszinnmsat: aos (She)

Dote 03 . 2071 s to check on the data. Then press <Yes> to

Suarionua: 135u

T continue leave request procedure.

KLBLKA.
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Leave Request "
‘ Leave Quotas — to check leave quotas U'IT

Menu Path: Home > Self Service > Leave Request

J;o ue KUTO3 KUTO3

KM
1P0P 17
@ rUusn

To check leave quotas

doa

a fvouoodu 2

. Select <leave request> in the menu

. Press tab in leave quota

. Select data filter according to date. The
. stz default setting is the current month
— : oo svoveon (=] 4. The system will show data according to
S conditions

£ vpan © us:3amsan B Suanmowmdn

1
4 Self Service

2

3

dufinaudn/aan

consovlola ~

wvaan

SWOUETAMSLIUAGGD U Ussnnsuan Anon3un Finfiosun FuouansAo FuouansAs Fwuouanshindo
aninHeuUs=hd (She) 01/10/2020 30/09/2021 2000 0.00 20.00
afio 01/10/2020 30/09/2021 10.00 0.00 10.00
s 01/10/2020 30/09/2021 10.00 0.00 10.00
arhkdu 01/10/2020 30/09/2021 10.00 0.00 10.00
104,04 wh 1 o0 1
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Leave Request KM
‘ Leave History — To check leave history U-IT

Menu Path: Home > Self Service > Leave Request

ooolll = B vorroswros ] To check leave history
@Hmusn
doal .
ER— 2 . Select <leave request> in the menu

1
@ safSorve g B 2. Press tab in leave history
3. Select data filter according to date. The default
setting is the current month

duiinaudn/ae

consovlola ~

wvaan

doidendun’ SufiEudu® Surduga’

waddooan . .
. oviz/2020 8 22020 * [ anao | 4. The system will show data according to
wvasusaDa1
conditions
Ussnnmsan Surdudu sunduga pausudu panduga Swouansnts
aloa () 28/12/2020 30/12/2020 &3 18§udu 335u

Tdoiomni w1 o 1
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IPOP Log in & User Settings

Location Check in

My Schedule

Leave request

» Attendance request

* Overtime request

* My request

* Time statement
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Attendance Request

Attendance Request — Employees request for Attendance Request

Menu Path: Home > Self Service > Attendance Request

nanusn

Auouovdu lUL‘j'IUSO

Self Service

guiinawg/ean msIvawovau uoan
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Attendance Request steps

1. Select <Attendance request> in menu
or enter in favorite menu



Attendance Request

Attendance Request — Employees request for Attendance Request

.
nnnn

Menu Path: Home > Self Service > Attendance Request

mMuDsSuUsovLDan

£ vpsusooan @ us:3amssusaola ® us:ﬁﬁmstjuﬁmja'nmb
Ussnnmssusoooan®

DusU/duULn

uUs:anwean®

‘© sounan o quoan

J:_,o ue KUTO3 KUTO3
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SufiEudu” Sunduaan®
1/01/2021 & 11/01/2021 &
souLa”
163U -
Ussinnioan®
asUFusuMsUasUsDaE ®) souom O awoar
s SufBudu® Jufduga”
Py 05/01/2021 & 06/01/2021 &
ousy Lansudu” uaa®
16usu - Ago3uusn -
Uszini:
g O sauoan @ cwoa
Sunisudau” Junduga®
lonansuuv 11/01/2021 & 1/01/2021
_ Lawsudu* Laduga*
Ussnenaisuuy Twa
08:30 ® 12:00 ®©

Attendance request steps

2. Choose type of attendance request

3. Notify starting, ending date and period as
follows:

- All day, select all-day leave
- First half, select first half day leave
- Late half, select late half day leave
4. For many days-leave, you can select period
of begin and end dates on leave
5. Notify related notes such as Work from Home



Attendance Request N
Ut

‘ Attendance Request — Employees request for Attendance Request

Menu Path: Home > Self Service > Attendance Request

J;o ue KUTO3 KUTO3 | - Auendance re ueSt Ste S

Iﬁ Knusn

o Fupsusovdan Attendance request of check in and leaving
S £ vasusooldan @ Us=3EMsSUsanal @ ussansuulnoaitin/oan tlme Can be nOtified Only On the date and
4 Self Service S S . .
[re— time needed to be edited.
06/01/2021 =]
08:30 ®©

IKOWAUDONSE0LHOMSNILDaT*

audas x v
Hugma
audas
i
lonaisuuu
Ussnenaisuuy Twa
- &@onlwa Browse m
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Attendance Request N
Ut

‘ Attendance Request — Employees request for Attendance Request

Menu Path: Home > Self Service > Attendance Request

® oorozuros @ Attendance request steps

&y ST () L

@Hmusn .
e o . 6. Notify notes of the Attendance request
2 e o oo : 7. Choose type of attached file
R . 8. Choose file to be attached with attendance
oast asUduoumsupsUso0LIE req Uest
o 9. Click <Attach> to confirm the file
10. Click <Submit> to confirm
lnaisuuu
? @onlwa Bmg m?

a.D
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Attendance Request N
utt

‘ Attendance Request — Employees request for Attendance Request

Menu Path: Home > Self Service > Attendance Request

Attendance request steps

gugunmsasioAwasusovidal

n':a‘u_a'u:i‘maiusauu-m 11- The System Wi” display WindOW for employee
P to check on the data. Then press <Yes> to
LI, continue attendance request procedure.

ALNELKC: DUSL
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Attendance Request N
Ut

‘ Attendance History — To check attendance history

Menu Path: Home > Self Service > Attendance Request

B o o kutos To check attendance histo

@ rUusn

& s ﬁwa?’”sa’ﬂ? 1. Select <Attendance request> in the menu
o setseves S uosusonom _ |Oussomssisonom | ussamsoutnomayosn 2. Press tab in attendance history
T . 3. Select data filter according to date. The default
setting is the current month
. - . - . = 4. The system will show data according to conditions
B
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Attendance Request KM’
® UTT

Clock in/out History — To check Clock in/out history

Menu Path: Home > Self Service > Attendance Request
ipop(!

® 0 kuTO3 KUTO3 To CheCk CIOCk in out Histo
(A mausn

AuoSusovLDaN ,
Ep— ’—9 1. Select <Attendance request> in the menu
] TS Zuasusaonar  Ousamssusavoa | © ussSamsdurinoanin/son 2. Press tab in ClOCk in/out history
3

donsovdoya N . Select data filter according to date. The default
dodoanJunRt SuRiEucu* SuAduga* Setting is the Current month
R A SRV S S .. 4. The system will show data according to
conditions
Laud 01/12/2020 08:30:00 IAgooUufnaouAaUNd  walseda

1doi2n1 K1 o0 1
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IPOP Log in & User Settings

Location Check in

My Schedule

Leave request

Attendance request

* Overtime request

* My request

* Time statement
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Overtime Request

Overtime Request — employees request for overtime in the system

Menu Path: Home > Self Service > Overtime Request

= @ ue KUTO3 KUTO3 n

nanusn

AuduDYIU lquIUSO
Self Service

duhoml/eon aswaWoLAU voan gufnandn/o... yasusovLdal
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Overtime request steps

1. Select <Overtime request> in menu or enter
in favorite menu



Overtime Request

‘ Overtime Request — employees request for overtime in the system

Menu Path: Home > Self Service > Overtime Request

® voroskuros @) B Overtime request steps

e AuoMsitoviuasvan

@ oo 2. Choose type of overtime request

@ sor sonics e e 3. Notify starting, ending date and period of

* overtime

4. For cross organizational working, please
os/o1/200 - os/oy/200 notify organization where you work
overtime in Cost Center
16:30 ® 20:00

asuduoumsrioiugonoan

3 3oluo 30 uA

Augdunu*

10103004 - Office of the President Treasury Office Busar a... *

KLIEILHO

lonaisuuu

Ussanenansuuy wa
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Overtime Request "
UTr

‘ Overtime Request — employees request for overtime in the system

Menu Path: Home > Self Service > Overtime Request

® o kutozskutos ()

- S . Overtime request steps

S — S . 6. Notify notes of the overtime request

a so Sorvco 7. Choose type of attached file
8. Choose file to attached with overtime request
e | 9. Click <Attach> to confirm the file

10. Click <Submit> to confirm

KU

Lonansuuu

Us:LAN@nNansiuy Twa
- donlwa Browse m
U F1SILLI unalwa

Tidienaisuuu

m € enian
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Overtime Request "
UTr

‘ Overtime Request — employees request for overtime in the system

Menu Path: Home > Self Service > Overtime Request

gugumsasioAwodivloal —overtime reg ueSt SteES

IELENUGERL Y]

et un 207 008 11. The system will display window for employee
oo o to check on the data. Then press <Yes> to

5uf: 05 u.A. 2021 - 05 u.A. 2021

continue overtime request procedure.

asudusumsriouasoan: 3 §3luo 30 wf

KLBLKA.
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Overtime Request KM’
UTT

‘ Overtime History — To check Overtime history

Menu Path: Home > Self Service > Overtime Request

® vo kutoskutos (] To CheCk Overtime histO! !

KM
1P0P 1]
Iﬁ ranusn

& e demsmuvitiasviod . To check Overtime history

1
P N 2. Press tab in Overtime history
3. Select data filter according to date. The default

donsovlpya ~ - ;
| setting is the current month
N _ 4. The system will show data according to
fouloouu - 01/01/2021 [} 31/01/201 =] m L
conditions
Ussnnmsrhoiuad.. SuriEudu 3urduga ausudu Laduga asushuoumsrhon...
FEDvIDan 06/01/2021 06/01/2021 17:00:00 21.00.00 4 8210
Ttolof1 Page 1 of 1
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IPOP Log in & User Settings

Location Check in

My Schedule

Leave request

* Overtime request

* My request

Attendance request

* Time statement
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My Request

My Request — to manage my request

Menu Path: Home > My Request

= @ ue KUTO3 KUTO3 n

nanusn

AMuduDvaU lquIUSO

Self Service
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My request steps

1. Select <My request> in menu or enter in
favorite menu



My Request — to manage my request

Menu Path: Home > My Request
@Hmusn —

(o kuTo3 kuTo3 () Ste S to CheCk my re ueSt
NMISUoUo,

u
_mmmg e — ? 2. Press tab in request in process to show the
requests which are in process to be approved
3. Press tab in completed request to show

. My Request ¥
( i

KM
1PoP T

4 Self Service

dufinaudn/aan

donsovdoa

requests which have been approved

Sp—— s - 8 - 4. Select data filter according to date, searching
term, status and type of request

5. Select desired request to show details
6. The system will show details of the selected
request

fokua: 1sems a 1 we KUTO3 KUTO3 (80000002) Q7

Leave Reguest

ue KUTO3 KUT03..07:04
Leave Request

Jssnnmsan® Manager In process

awne (5 v

GAEE uoan KUT02 KUTO2
Us:innioan®
® sovom G o Rocuester
SunEuaU* Sufduaa®
e KUTO3 KUTO3
18/01/2021 18/01/2021 douda: 07:04

soula”®
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My Request — to manage my request

Menu Path: Home > My Request

L_'.o e KUTO3 KUTO3 @& &

. My Request ¥
O Ot

Steps to withdraw in process request

@ rawsn okua: 1518ms il- 1 e KUTO3 KUTOZ (S30000002) 07:04

Leave Request

Leave Request

4 Self Service

| Press tab - in process request to show the

i rocess requests which are in process to be approved
/o202 o202 1. Select request desired to withdraw
2. Select withdraw to continue the withdraw

SIS N Requester [ initiated J d
Suarionua ansasiu ™ o KUTOS KUTOS p
13u 13u . dowde: 07:04
KBk
Wuuwne
#
lonaisuuu

tususoouwnd.jpg (ususaviwngLHudoaUduukdv) P
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. My Request ¥
O Ot

My Request — to manage my request

Menu Path: Home > My Request

‘ Steps to withdraw in process request

3. Notify notes of withdrawing
4. Press <Yes> to continue the withdraw procedure

© | AM Consulting Company Limited 2020



My Request

My Request — to manage my request

Menu Path: Home > My Request

1popf
ﬁ mihusn

fokua: 8 s1wnis

Fwpuoodu
Self Service @
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" OT Request
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Auddunu®
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une KUTOT KUTO1

=W suuade: osm
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uwan KUTO2 KUTO02
=W auuade: os29
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Steps to delete approved request

Press tab in approved request to show the
requests which have been approved

1. Select request desired to delete

2. Select delete to continue the delete procedure



. My Request ¥
O Ot

My Request — to manage my request

Menu Path: Home > My Request

‘ Steps to delete approved request

Corerart 3. Notify notes of deleting
4. Press <Yes> to continue the delete procedure
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IPOP Log in & User Settings

Location Check in

My Schedule

Leave request

Attendance request

Overtime request

* My request

* Time statement
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Time Statement

Time statement — Time statement report

Menu Path: Home > My Request
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Steps to check time statement

1. Select <Time statement> in menu or enter
in favorite menu



Time Statement
‘ Time statement — Time statement report

Menu Path: Home > My Request
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4 Self Service

 soraros s @ | Steps to check Time Statement

1. Select the year desired to report. The
system will display period in each month
below

¢ 2. Select the month to report

2020
dufinaudn/aan
vaan . L
sauan SuniBudu Sunduga
waddua
| 12 01/12/2020 31/12/2020
wasusaVIDA
n 01/1/2020 30/1/2020
SRV
10 01/10/2020 31/10/2020
seouatiamsuguao
9 01/09/2020 30/09/2020
8 01/08/2020 31/08/2020
7 01/07/2020 31/07/2020
6 01/06/2020 30/06/2020
5 01/05/2020 31/05/2020
4 01/04/2020 30/04/2020
3 01/03/2020 31/03/2020
2 01/02/2020 29/02/2020
1 01/01/2020 31/01/2020
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Time Statement KM

Time statement — Time statement report

Menu Path: Home > My Request
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KM
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Steps to report Time Statement

srgvluafamsuidnuadviu

= e 1. Select the year desired to report. The

system will display period in each month
below

Q 2. Select the month desired to report

2 01/12/2020 31/12/2020 3. The System W|” Create tlme statement report

4 Self Service
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