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1. Introduction:

The Online Leave Management Portal is an online portal and application where the employees can apply their leave
online, managers can approve or reject the leave application and HR can update leave status online.

The new Leave Management Portal streamlines the communication between the HR Team and all the employees; it is
simple to use to manage all associate’s leave matters.

2. Objectives:
2.1. To create all kind of leave request through online portal and reduce the paper work.

2.2. To generate and automate the process of the leave request and grant the required approval through a
workflow.
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Login page:
- Enter the Employee company ID in the “Employee ID”
- Enter National\IQAMA ID in the “Password field” for the first time login

Login

Enter Employee ID

Password

. Remember Me

Forgot Password
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After your first login, you will be able to reset your password

Employee Dashboard:
The dashboard displays a variety of options provided by WARAQ that serves the employee HR needs.

Waraq ePortal = ‘ (!) MASHAEL HAMAD ALSANAD

Dashboard
OPEN HR TICKETS CLOSED HR TICKETS VACATION FOR APPROVED VACATION ICT UNIFIED REQUEST ICT UNIFIED REQUEST

ke, okl APPROVAL
0 & o = 0 s | =
Open / In-progress Tickets Resolved Tickets Approved Request Resolved ICT Ticket Request Open ICT Ticket Request
My Personal Data Pending Request

1 Human Resouces

11T

System Administration

copyright © 2021 - Developed by WARAQ
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List of services:

A. My Personal Data:
This option provides three services:

Waraq ePortal

&2 Dashboard

My Personal Data

Human Resouces

ICT

System Administration

My Personal Data

Personal Data

Payslip
Personal Account Profile

Company Loans

WARAQ, ICT, June 2021
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1. Payslip:

¢ In this service you can display your own Payslip for each month and print it out
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Waraq ePortal

Dashboard

My Payslip Inquiry

Month February v

s My Personal Data

oo Year 2021 v

=] Human Resouces
2098 MASHAEL HAMAD ALSANAD

= ICT

System Administration _m

Basic salary

Housing allowance

Transportation Allowance

T |

=5

Print

i o

GOSI %10 (Emp)

Total Deduction . I

Net Pay

2. Personal account profile:

e This service is to display the personal employee information available with the HR; you can update your email that is
used to receive your Payslips. It is employee responsible to update & correct their personal information.

WARAQ, ICT, June 2021
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Waragq ePortal

@ Dashboard

Employee Profile
Personal Information

Personnel Number Arabic Name

First Name First Name
Middle Name Middle Name
Last Name Last Name
Birth Date

Hijri Birth Date

Marital Status

Gender

§
{
i

igama / Mational ID Nationality

Blood Group

Religion

Job Description / Sponsor
Position Sponsor

ob Title in Visa

E :
7
‘

Payment Type Has Bank Loan
BAN
Bank ID

Bank Account Number

Address Details / Contact Details
Building Number Mcabile Phone

Business Email

Street Name

Meighborhood Personal Email
City
Additional Numbers
Medical Class Gender RELATIONSHIP
| Edit | | Update |

3. Company loans:

WARAQ, ICT, June 2021

This service displays all the Employee provided loans by WARAQ since the hiring.
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@ Dashboard

B My Personal Data
E Human Resouces
B icr

B System Administration

My Company Loans

Mame

Start Date.

otoez0tz

O1Novizo13

O1Mari2014

otipr2014

OllAug2014

O1anzoE

Otikpr2015

01/May2015

1unzots

QimNevizats

o1/0e2018

OiNavizata

01Noviz018

1/De0z017

Q4Fbi20te

1m0

O1ruizo1e

O1/Feb020

01/Dsciz020

EndDate.

Otiann1800

otiannsoo

Otian1800

otianneoo

otiannieoo

Otiann1800

otiannsoo

Otian1800

otianneoo

O11an1900

oilJang00

otiannieoo

OtMariz01

omay2018

o4uizote

otmowz018

01/5ep2020

o1/0m2020

otimiayiz02t

Loan Amount

680000

650000

16,000,060

780000

202000

750000

500000

22200

288200

422000

080000

2000000

284000

1200000

800000

1500000

2000000

18.000.00

1800000

copyright © 2021 - Developed by WARAQ

Instaliment Amount

1.150.00

1.150.00

1,000.00

1.250.00

22000

1.250.00

300.00

22200

21800

30000

185000

200000

30200

200000

1.000.00

280000

200000

2000.00

300000

No. of Months.

Balance

2.000.00

status

B. Human Resources
This option provide several services related to leave request, HR helpdesk ticket and circular announcement

WARAQ, ICT, June 2021
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Waraq ePortal

@2 Dashhoard

My Persconal Data

Human Resouces

ICT

Human Resources

Systern Administration

Vacation Request
Create Vacation Request
My Vacation Request

Assigned to me

HR Helpdesk

My Requests Tickets

Organization Circulars and announcements
Circular Announcement

HR Helpdesk

All HR Tickets

WARAQ, ICT, June 2021

2021 Arab Paper Manufacturing Co. All rights reserved.
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1. Vacation Request:

= Create Vacation Request:
= choose the type of vacation
= Choose the from date and to date
= Choose the payment method (with payroll or advance payment)
=  Enter the number of requested ticket
=  Check the box with family if its applicable
= Check the box exit/entry visa if its applicable for you
= Choose the alternative employee ID
= Add comment if any

Waraq ePortal —
Dashiaard Create Vacation Request
Waiting otal Days Requesied 4
4666
ual Balance 42 66
Ema | oo
—. /3cati00 Typ .Vacatlan "l
— F 10m Dt 0G/06/2021 = Aftachment Choose File | No file choser Upload
—p 3 D5 0910672021 5 Vacation Plan
Return Dats 10/06/2021
(1]
Payroll hd
Visa will expire 10 days from the last vacation date
=n
WARAQ, ICT, June 2021 © 2021 Arab Paper Manufacturing Co. All rights reserved.
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2. My Vacation Request:
= To view all leave requests and preview the details of the request

My Vacation Requests

Name re Total days requested

0002 Absence WOR oarzzz021 032212024 1 Cancelled
0002 Vacation oarzwz021 3232021 1 Cancelled
o004 Vacation oarzaz0z1 32412021 1 Approved
0008 Vacation 037282021 032012021 H Approved
0008 Vacation 03222021 0412372021 22 In Pragress

Vacation Request Information

0006 33

D

0

490

198

150
2200372021 L] [Choos File | Ho il chosen [ Upload |
23/04/2021 fii i)
24042021
0

Advance Payment ~

KSA-DAMMAM
DAMMAM Sacond industrial city

Cancel Request

copyright © 2021 - Developed by WARAQ
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3. Assigned to me:
= To View All Leaves need to be approved and process

For Approval Assigned to me

Req. Ho. IDHo. Vacation Type Requested Department From Date To Date Return Date Total Days

Vacation 03212021 Infe, Tech, & Comim, 0372202021 047232021 0472412021 33

Vacation Request Approval

Request No 0006 iith Family

Employes 1D Ext/entry visa

Mame Atemative Employes 10

Position

Depanment Total Days Requested 33

“acation Type Vacation Total Wiorking Days 33

From Date 22iMarz21 Total Public Holidays o

To Date 23/Ap21 Fanual Balance 3493

Retum Date 240Ap21 Mew fonual Balance 1908

Requested Tickets 1] Forallable Ticket Balance 11.58

Payment Type Advance Payment

“Wisa Motes Ho Reguest Visa

Address During “&cation J -

Comments #

Atachment No Atachment

Fpprover Comments |

2
et APFROVED
Approve Reject
WARAQ, ICT, June 2021 2021 Arab Paper Manufacturing Co. All rights reserved.
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4. HR Helpdesk:

= My Request Tickets:
o Inthis service you can review your requested HR tickets & create new request by click on new button
= Choose the type of service required.
= Write your request details.
= Select the attachment if there is.
= Upload the attachment
Submit the request

@ Bashbeard My HR Request Tickets
@ Dashboard Create HR Ticket Back
My IDNo
ICT L
Job Title
—_—C ‘ -Select Category—
—p- C ot
le chosen mmmmmpf Upload
=
WARAQ, ICT, June 2021 © 2021 Arab Paper Manufacturing Co. All rights reserved.
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5. Circulars Announcement:

= This service is only for HR Employee to issue Circulars Announcement and share it with company employees and it
will archive all the circulars

Waraq ePortal

Dashboard

My Personal Data

Human Rescuces

ICT

B System Administration

Organization Circulars and Announcements

Search by Month |June V‘ Year : |2021 V| | View ‘
Circular # Date
[+ 2021_0057 01/Junf21 10:27:40 AM
[#] 2021_0058 01/Junf21 10:31:26 AM
3] 2021_0059 014Jun/21 10:36:55 AM
[+ 2021_0060 01/Junf21 10:38:00 AM
[#] 2021_0081 01/Juni21 4:23:00 PM

Subject

Test Circular ICT Department

Test Circular ICT Department

New Procedure for Housing Allowance

Temporarily Vacation suspension 2021

new baby

Message

WARAQ, ICT, June 2021

2021 Arab Paper Manufacturing Co. All rights reserved.
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This option provides two services:

Waraq ePortal

@ Dashboard . ..
Information Communication Technology
ICT Helpdesk

E My Personal Data ICT Unified Request

) ICT Support Request
= Human Resouces

Dashboard

5 IcT Helpdesk Dashboard

= System Administration

WARAQ, ICT, June 2021 2021 Arab Paper Manufacturing Co. All rights reserved.
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1. ICT Unified Request:

= Under this service you can review/follow-up with your requested tickets & create new ICT unified request by clicking new button

Waraq ePortal

WARAQ, ICT, June 2021

B My Personal Data

Usermame Mashael AlSanad Company Arab Paper Manufacturing
= Human Resouces UserID 2098 Local Ext Ext1626 Doha
Name Mashael Al Sanad Mobile No 1966
IcT Depariment IcT Email Address

=5 System Administration

Dashboard My ICT Requested Tickets

RO# Requestor Name Description Assigned To Status

202000271

2010 u00420 g acess atorkes o B cnplgees

201800235 Ny joinded ICT application taars HOD REJECTED

2018_U00234 Newly joined ICT applcation team

2010 voczsz S —

= Under ticket Category select from the drop list the category you raise this Request for.
= Under Assign to your HOD Manager, you can choose your department.
= |f your raising this ticket for new user check on “Requesting for new User?”

Waraq ePortal =

Dashboard

ICT Unified Request Form

Requestor Details - Information about the requestor

Mashael AlSanad@warag.com

————— P Select Ticket Category

Assign to your HOD Manager

—— Assign to your HOD

Ticket Category

Access Permission

AX Report

AX Security

Hardware Request

AX Change Request

AX Functional Issue

Web App. Access Permission
Web App. Change Request

1cTHM ghassan tayyem HOD

Ghassan Tayyem@warag.com

———» [JRequesting for new User?

Sign./Date Sign. Date

2021 Arab Paper Manufacturing Co. All rights reserved.
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2. ICT Support Request:
= Under this service you can review/follow-up with your requested tickets & create new ICT unified request by clicking new
button

Waraq ePortal

@ Dashboard My Support Request Tickets

New
[ My Personal Data

[ Human Resouces icket No Initiator = Open Date

em e ail s s status
® T 2021_00574
B system Administration

2021_00408

2021_00207

= Under Priority you can choose the type priority for your request
= Under category you can choose the type of category for your request & write down the problem details
= Submit your request

Helpdesk Request Back

Requestor Details - Information about the reguestor

Usemame Company
User D Local Ext.
Hame Mobile No

Problem Details - Descriptive Information about the request
Prioit

Immediate A

Category Select -

Service Request
Fault

Help / Assistance
Technical Incident

WARAQ, ICT, June 2021 2021 Arab Paper Manufacturing Co. All rights reserved.
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