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❖ Manpower Planning 

❖ Vacant Requisition 

❖ Vacant Fulfillment

  



Manpower Planning 
❖ Create Manpower Planning =>  Employee >> Manpower Planning >> Create

      

  



Manpower Planning 
❖ Create Manpower Planning =>  Employee >> >> Manpower Planning >> Create

  

1. Fiscal Year 
2. Holding Business
3. GM/AGM Name
4. Related Chief Name
5. Sub Business 
6. ACHLO Name 

❖ Manpower of selected fiscal years will displayed.



Manpower Planning 
❖ Create Manpower Planning =>  Employee >> Manpower Planning >> Create

❖       

  

1. Fiscal Year 
2. Holding Business
3. GM/AGM Name
4. Related Chief Name
5. Sub Business 
6. ACHLO Name 

❖ Manpower of selected fiscal years will displayed.
❖ Target MP can edit.



Manpower Planning 
❖ Document number will generate automatically after finished ACHLO approve.



Vacant Requisition 
❖ Create vacant requisition => Employee >> Vacant Requisition >> Create 



Vacant Requisition 
❖ Create vacant requisition => Employee >> Vacant Requisition >> Create 

1. Holding Business
2. Manpower Planning 
3. Planning Line 
4. Planning Date 
5. Vacant Type 
6. Requested Date
7. Department 
8. Section 
9. Job Title 

10.Employment Type
11. Position Level
12. Specialist Employee
13. Direct Superior 
14. Min Salary 
15. Max Salary 

❖ Document number will generate automatically after finished ACHLO approve.



Filled Vacant
❖ After  approved ACHLO for vacant requisition, vacant can fill by transferring employee or creating new employee. 

❖ Must have Vacant requisition to transfer employee.

❖ Must be Same Business Unit & Department with vacant 

requisition.

❖ If there was not vacant requisition for transferring or creating 

new employee, department will not appear.



Filled Vacant
❖ After request transferred employee or inserting new employee, actual current MP count will increase.

❖ If request transfer employee is rejected, actual current MP count will decrease.



Vacant Fulfillment 
❖ After making employee transfer process or inserting new employee, must need to make vacant fulfillment.

❖ Go Employee >> Vacant Requisition. 

❖ Vacant requisition lists will appear. 

❖ Select and click on document number  to make vacant fulfillment.



Vacant Fulfillment 
❖ Select and click on document number that to make vacant fulfillment.

❖ Click Fulfill.

❖ Vacant Fulfill wizard will appear and select employee 

name.

❖ Click Fulfill then will change fulfill status.



Vacant Fulfillment 

❖ After making fulfill, total number of Vacant (Planned) count will decrease, and number of Vacant (Fulfillment Status) 

will increase.



Thank you !
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