
New Employee Intergration
Top management decide to 

hire candidate

HR issue Offer Letter and 
email to candidate

Employee report to work

HR will explain about working 
culture, directions, directions, 

Employee Handbook

HR will obtain:
Bank account number

EPF number
Education level
Past salary slips

HR will guide on:
WorkPlace

Skype
Outlook
InfoTech

Catalog Bar

nfoTech
InfoTech self login

How to make a claim
How to apply leave
How to get payslip

HR key in details to EPE Core 
system, register for Mediviron 

medical card, TG Tenant 
access card and prepare office 

access card, Update Group 
Personal Accident Insurance, 

prepare laptop

Create email
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