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HURIS USER GUIDE MANUAL

for
Part Time Online Claim (Non-Academic)
(Guidelines for Part-Time Staff)

Username

Welcome | rassword

Please login to enter the system. _ el | |
| Login | | Reset |

e Url: https://huris.iium.edu.my/online/login
e Login using Username PT Staff No
e Your Password is either your IC/Passport/Staff No.

e If cannot Login, please email to msd_it@iium.edu.my
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1. InThe Home page: Go to Claim > Part Time

| Home MyPmofile Apply | Claim | Recommend Verify Approve Cancel Records Assess  Logout

Miscellaneous Allowance
\lelcome ANDI SHAFRIN BIN SEMAIL {F'TOOOM} part-Time & Extra Teaching

& Notification | Overtime

2. Below screen will appear.

Home My Profile Apply Claim

Welcome ANMDI SHAFRIM BIMN SEMAIL {F"Tm4}
Part-Time & Extra Teaching Claim

Category -- Please Choose ——|_'_|
1 - Please Choose —- I ¥
Extra Teaching (Academic)
Part-time Academic Cost Center f Descripton
Mo Record ol PRrE-Time Administrative

Create Mew Claim

3. Choose ‘Part Time Administrative’ and ‘Create New Claim’.

Create New Claim =
Claim Category |Part-Time Ad ministrative| =
Claim Month  |2015/12] ~ |
Cost Centre Management Services Division Lﬂ
Cancel | | Create

4. Pop-up Window will appear. Choose ‘Claim Month’ & ‘Cost Centre’.

Home My Profile  Apply Claim Recommend Verify  Approve Cancel Records — Asse
Welcome ANDI SHAFRIN BIN SEMAIL {P‘TO()()(H}
Part-Time & Extra Teaching Claim

Claim Month : 2015/12
Cost Centre : Management Services Division

Claim Type : Part-Time Administrative

134 804.00

Monthly
6 36.00

Daily

5. This setup can only be changed by the officer in charge in MSD.



Huris Payroll User Manual Ver 1.2

Daily & 36.00
Process 2 Process 1

| Add A Row ) £ Extract from Attendance

Tow.! (RM)

——— ™ S R
=X s e e i =

Nao Record Found.

To start adding data, please click "Add A Row" button
Or, you can also click "Extract from Attendance” button to import data from your attendance records.

Total ] 0.00

6. Process 1: Extract from Attendance
- Staff time in and time out will appear as illustrated below.
- Only 6 hours is allowed per day.

- A “ e -

omts || Present 0900 || 1400 || 5 30.00 Delete
Present }1}9;3(} [:Jl §F15;0(} [:Jl 5.5 5'55 6.00 33.00 Delete
Iosnmms |_| Present o0 [-] 150 || 65 i T 3%.00 Delete

=S

7. Process 2: Add a Row
- Staff can add new attendance row if the attendance system does not capture time in or out that day.
- Staff also can add attendance row if working more than 6 hours as illustrated below (for Special case only)

oartors | <] Present | 95 | 30 | 325 35 | W 950 Delete
f&}i}'{ébié_Ei ' Prasent ' .14_ 60'_?] '18_00_:i 4 4— 600 00 Delete
' Prasent ' 09:45 ,‘| ' 514;09 ‘v.| B '425 ] 60 15.50 ' Delete
Total i | | 168 |
o ]

8. Maximum total hours per month is 134.
9. Click ‘Save’ button.

10. Once submitted, no changes are allowed.
11. Click ‘Submit’ button if the claim is ready.

Claim Summary
Claim Month : 2015/12 Total Quantity : 28 Hour(s)
Claim Type : Part-Time Administrative Total Amount : RM168.00
Cost Centre : Management Services Division

Ara you sure you want to submit this claim? ‘ Confirm | Back ‘

12. Before Submit, please ensure you have supervisor & verifier claim in the KCDIO.
13. If no supervisor, please contact your LO in respective KCDIO.

The deadline of submission of claim is before 3™ day of the month.



