FEU HUMAN CAPITAL MANAGEMENT SYSTEM (FEUHCMS)
Powered by Adrenalin

®FEU

Welcome on board!

adrenalin is herel!

ive Digital HR

Adrenalin is the FEU Human Capital Management System (FEUHCMS)
that allows FEU employees and faculty to view, file, and manage
their payroll, leaves, overtime, and schedule requests.




1. Schedule/Definition

Items

Coverage

Remark

Filing of Scheduled Leave

For future dates only
Cannot be filed for the current date or for
previous dates

e 5Sdays
e Mandatory

Filing of Sick Leave

For previous dates only

Cannot be filed on the day or for future dates
Ideally must be filed upon report back to work

Can be filed up to 15 previous dates from the
current date

HS validated medical certificate must be attached
for SL 3 days or more. 3 days or more SL application
without attachment will not be approved

Filing of Vacation Leave

For future dates only

Ideally must be filed at least 1 day before the VL
date

Can be filed on the current date for

emergency reasons

Cannot be filed for previous dates

Personnel Leave.
For Adrenalin:

Sch L 5
SL - 15
VL (min)-10

“Auto recovery”
applies when VL is
already zero(0). SL
credits can be used as
VL as long as you still
have available SL
leave credits.

If SLis zero (0) or
negative and you
need to apply for SL,
ensure to request
transfer, using Inititae
Query, of VL credits
to SL, provided you
still have VL credits.

If no SL and VL credits,
apply/use LWOP

Filing of Emergency Leave

For previous dates only. Cannot be filed on the day
or for future dates

Ideally must be filed upon report back to work

Can be filed up to 15 previous dates from the
current date

Valid documents (HS validated medical certificate,
death certificate, etc.) must be attached. EL
application without attachment will not be
approved

e 7 days per
school year

e Non-
convertible

e Non-
cumulative

Filing of OT/ Calamity
Premium Pay Request

Must be applied ahead of time
Can be applied for 15 future dates from the current
date

e For forecasting
purposes

Filing of OT/ Calamity
Premium Pay Entry

Must be applied right after the date of
oT

Can be applied for 15 future dates from
the current date

e Forinclusion of OT
payment in payroll




Shift Change Request e For future dates only e Change of
e Cannot be filed on the day of the change Schedule
of schedule
Attendance For previous dates only e Missed Log

Regularization

Can be filed up to 15 previous dates from the
current date

Attendance
Regularization

e For future dates only
If OCE is scheduled, it must be applied ahead of
time

e Can be filed for previous date for emergency
reason/s as justification

e Can be filed for OCE scheduled 15 dates from the
current date

e Off-campus

engagement-
(OCE)

Pulback Transaction

e Applicable for applications which are not yet

approved
Cancellation e Applicable for applications which are already
approved
Reset e C(lick to refresh the form (screen)
e To exit from saved item
Exit e Tolog out from Adrenalin

* (asterisk)

Means mandatory fields

Payroll (In progress)

Cut-off Attendance Payout
5thof each month| 16-30 attendance 15t payout
20th of each 1-15 attendance 30th payout
month

All applications must be filed and approved on or
before the cut-off dates to be included in the specific
payout

Employees to check
the applications
they raised through
Smart Approval —
Pending Workflow
Item (s)




2. Biometric Timekeeping Machine
e All non-teaching employees, with the exception of the FEU-ELU President, are required to use the biometric
machine to register their log-in and log-out.

Press the IN button before
you scan your fingerprint to
register your log-in

Press the OUT button

before you scan your

fingerprint to register
your log-out

e |IMPORTANT: Adrenalin will register you First IN and First OUT
Ex. IN—8:05 1% OUT —4:59 1
8:06 2" 5:00 2"



3. LOG-IN

® FEU

It is now accessible through the
Microsoft Office 365 Apps.

Office -

Apps

@ Outiook @ Onebrive From the Microsoft Office Home and
@ . Microsoft Outlook, click on All Apps

Word Excel .
: - and choose the Adrenalin Icon @

lt PowerPoint m OneNote

B sucront B Tesms Log-in using your FEU email account

and assigned password.

ﬂ Sway n Yammer

! Power Autom... ‘ Power Apps

E] TEAH (@ Adrenalin

All apps >

4. On-boarding
e For employees who are not done or have not completed their on-boarding or new employees.
e Ensure that you have already completed your onboarding. Otherwise you will not be able to use the system
properly.
e For assistance, please email mijtenorio@feu.edu.ph Local 402

mmalabanan@feu.edu.ph Local: 401- 403



mailto:mjtenorio@feu.edu.ph
mailto:mmalabanan@feu.edu.ph

5. Leave Application

1.
2.
3.

LN WU

Go to Self Service icon/tile > Absence or search Leave Request on the ZOLOG

Select Leave Type from the dropdown menu (Sched L, VL, SL, EL).

For zero(0) leave credit for SL, VL or EL, select leave type - Leave With Out Pay (LWOP). Policy on the type
of leave applies.

For Paternity /Maternity /Union Leave and other leave types, HRD (c/o Ms. Flor) will upload it.
Request must be course through Adrenalin helpdesk (Initiate Query).

Selectthe Fromand To Date>FullDay | AM | PM

State the Reason

Attach supporting document for SL (UHS validated medical certificate; 3 days or more) and EL
Click Submit to effect the application

Click Reset to apply for another leave type/date

* Mandatory Reset

- For hourly leave .5 denotes 30 minutes. Lg. 1.5 denotes 1 hour 30 minutes

L O
HQT L LAAB T
ER jsrrerson saumas aquino @ Logged in " Send SWS | Message | Emplayee Summary: 201101356 * JEFFERSC 145 4| Advanced
Leave Request © B &
Leave Type: | scheduled Leave - [3] 'I Phone No: [ \
From* | Leave Name Balance Valid Till } - Handed Over Work To
« | LworvL 1] - Employees to be Notified: | ‘

To
Paternity 0 B (Emplayee IDs should be separated by commas)
Leave

u
Support Document
Reasop) P [ choose File_ o file chosen | P
Scheduled 3
Leave Slick on AddAUpload after browse the fils. Recommended File uplnad size 18 File Types

V Allowed are doc. jocjpeq bmp2ip pg,pett
Leave Address:+ | Sick Leave 15
Union Leave o

Wacation 10
Leave -

A tatal of 10 items |

6. Overtime/Calamity Premium Pay Request — (to apply for OT/Calamity Premium Pay request)

1.

o B w N

GotoSelfServiceicon/tile>Workflow > Qvertime/Calamity Premium Pay Requestorsearch
Overtime/ Calamity Premium Pay Request on the ZOLOG

Select the From and To Date

Indicate the OT Hours (per day)

State the Reason

Click Submit

Click Reset to apply for another OT/Calamity Premium Pay Request

) = . - J
' @ @ a L a & 5 Overtime / Calamity Premium Pay Requesjik®§
IEFFERSON SALINAS AQUING @ Logged in " Send SMS [ Message Employee Summary: | 2011071356 # JLFFLRSON SALINAS A| Advanced
=] DEEE

" From Date Booked Hours

Mo records te display.

OT Request
L vohequest J
* - Mandalory
From Date* 03-0ct2019
To Date* 05-0ct2019
T Hours# 200

Reason* | Adrenalin Project]

View Workflow Information

submit | [ Reset




7. Overtime/Calamity Premium Pay Entry — (to apply for OT/Calamity Entry)

1. GotoSelfServiceicon/tile >Workflow > Qvertime/Calamity Premium Pay Entry orsearch

Overtime/ Calamity Premium Pay Entry on the ZOLOG
2. Select the From and To Date
3. Click Add button
4. Select by ticking one or more OT/Calamity Premium Pay details
5. Click Submit

6. Click Reset to refresh/apply for another OT/ Calamity Premium PayEntry

VRCROM W W -

BB MARYJANE JOSEF TENORIO

Overtime / Suspension

@ Logged in

Send SMS [ Message

=M Overtime / Calamity Premium Pay Entry KON

Employee Summary: | 200800996 *

MARY JANE JOSEF TEN| Advanced

From Date* [ 2019-Oct-01 ToDate* | 2019-Oct-16

Employee ID

Attendance : Shift Start
O
Employee ID Employee Name: i Overtime Type In Time Out Time s
o 'd '
MARY JANE JOSEF 02-0¢t:2019 02-0c1:2019 02:0¢1:2019
v -Oct-;
200800996 e 02:0ct:2019 Regular s s i
MARY JANE JOSEF 02-0c12019 020012019 020012019
4 g
200800996 o 02-0ct-2019 Regular s s e

200800996-MARY JANE 105 | [Add) [

J

Shift End Time

02-0c1-2019

1700 S
020c12019
1700 =000

System OT
Hours:

3.830

2.000

OT Hours

«- Mandatory

Break Hours (In
Minutes)

(00 vj(HH)
[00 ¥ Jmamy
(00w Jry
(00 Jpan

[‘submit ) [ Reset |

View Workflow Information

8. Shift Change Request (Change of Schedule) — to apply for change of schedule (for future dates only)

1. GotoSelfService icon/tile > Time and Attendance Management > Shift Change Request or search

Shift Change Request on the ZOLOG
Select the From and To Date

Select Change Shift

State the Reason

Click Submit

Click Reset to refresh/apply for another Shift Change Request

oukw N

E- Shift change request Q

QAT N XaaAB

JEFFERSON SALINAS AQUING @ Logged in

Send SMS | Message

Employee ID Employee Name: From Date

0 records 10 display.

Change Shift

Employee Summary: | 201101356 ~ JEFFERSON SALINAS A| Advanced

LEFE

Shift Change Request

— = 7

From Datex =]
To Date* | =]
- Select - v

Change Shift*

Reason*

[ submit | ( Reset |

View Workflow Information

+- Mandatory




9. Attendance Regularization (AR) — to apply for missed log or official off-campus engagement

1. GotoSelfServiceicon/tile > Time and Attendance Management > Attendance Regularization or search

Attendance Regularization on the ZOLOG

Select Regularization Category ( day based or time based)
Select Attendance Regularization (AR) Type

Select the From and To Date

State the Reason

Click Submit

Click Reset to refresh/apply for another AR

NoukwnN

§- Attendance Regularization 0\

a QAT N e dAE

Reason:* |pcE

I ' MARY JANE JOSEF TENORIO @ Logged in Employee Summary: | 200800996 » MARY JANE JOSEF TEN| Advanced
Attendance Regularization el o]
Regularization Category* [was on official Off Campus E (oce) ]
AR Duration Type: [Day based ]
From Date:* 2015 8ep27 ]
ToDate™ [,519.5epar =)

* Mandatory

Note: 1. OCE without OT, AR duration type is Day Based
2. OCE with OT, AR duration type is Time Based

3. Missed log, AR duration type is Time Based

10. Pullback Transaction - Applicable for applications which are not yet approved

1. GotoSelfServiceicon/tile > Workflow > Pullback Transaction or search Pullback Transaction on the

ZOLOG
2. Select Pullback Form from the dropdown menu
3. Select by ticking the application/s to be pulled back
4. Indicate Comments why you are pulling back the transaction
5. Click Pullback
6. Click Reset to refresh/pullback anothertransaction

A Pullback Transaction

nAQAT H 2t dAB

JEFFERSON SALINAS AQUINO @ Logged in

Send SMS | Message

Employee Summary: [ 201101356 * JLFFERSON SALINAS A| Advanceel

Pullback form [Leave Request (1) 2

hEEE

Employee Name Employee ID

To

JEFFERSON SALINAS

2019-Oct-04 2019-0ct-04

T 201502738 AQUIND 201101356 >

Pullback | Reset |

= mandatory

VL - Vacation Leave 1




11. Cancellation — Applicable for applications which were already approved

a. Leave Cancellation
1. Go to Self Service icon/tile > Absence> Leave Cancel or Leave Cancel-Partial (for partial leave

cancellation- i.e. to cancel 1 day of 3-day applied leave) or search Leave Cancel or Leave Cancel- Partial

on the ZOLOG

Select Leave Name from the dropdown menu
Select by ticking the application/s to be cancelled
Indicate reason for cancellation

Click Submit

Click Reset to refresh/cancel anothertransaction

oueswWwN

Leave Cancel

& ALEXANDER AGUIRRE ANDRADE

Send SMS | Message

r[ Leave Cancellation ]

* Mandatary

Leave Name:* [SHDL - Scheduled Leave v
=] LEEE
To Date

#. | From Date No. of Days Initiated On Approved By | Approved On

1 2019-Nov-15 2019-Nov-15 2019-Sep-20 EDWARD RAPADA KILAKIGA 2019-Sep-26

Reasan for Cancellation:

For hourly le:
View Worldlow

sinutes. Eg. 1.5 denates 1 heur 30 minutes

b. Attendance Regularization Cancellation
1. GotoSelfServiceicon/tile > Time and Attendance Management > Attendance Cancellation or
search Attendance Cancellation on the ZOLOG
2. Select From and To Date then click Go
3. Select by ticking the application/s to be cancelled
4. Indicate reason for cancellation
5. Click Submit
6. Click Reset to refresh/cancel anothertransaction

Q9N 2raldE

Attendance Cancellation

FFERSON SALINAS Af Advanced

R JEFFERSON SALINAS AQUINO @ Logged in

From Cale| 2019-0ct-01

| @ ToDate | 201900101

|8 @

| Send SMS [ Message

Employee Summary: | 201101356 *

E] hEED

Attendance Date Regularization Category

lo records to display.

Attendance Cancellation ]

Reason:*|

[ submit | ( Reset |

-~ Mandatory

Overtime/Calamity Premium Pay Request Cancellation

1. GotoSelfServiceicon/tile >Workflow > Qvertime/ Calamity Premium Pay Requestor search
Overtime/ Calamity Premium Pay Request on the ZOLOG

Select from the list of approved OT/ Calamity Premium Pay Request to becancelled

Click Cancel

OT cancellation must be approved by the Reporting Manager

Click Reset to apply for another OTRequest

vk wnN




L 2 6 2B - e

PR MMARY JANE JOSEF TENORIC @ Logged in | Advanssd
- v - -
1 20190t 02 2019.0ct.02 2 000
2 E 20155021 5.000
= 2019.00t.08 5000
a 20195ep1a 2019-5ep14 &.000
s 201950013 2010 50p.25. 5.000
W <[]z » M change Page: (1 ] or2 [@8] rage size: [ 6 | [Changs] | Displaying page 1 of 2. lema 1 10 & of &
| OT Request

o2c
[oz-ocizone | Em
[oz-0ct-zov1e | =

(oo

Aarrenain

Cancel | [ Aesst

12. Clock in clock out - (to view time entries) Time entries are uploaded and viewable the nextday
1. Search Clock In Clock Out Status on the ZOLOG
2. Select From and To Date then click Apply

|,g @ @ a 1‘. ‘,. % Clock in Clock out status

Clock in Clock out status  stowicecounns+ [P Ban

D | Name | Designation shitStaiTme  ShkEndTime | MTime  OuTime | TowlHows | Tadiness  Undatime | Ovetime
v v v B v ¥ v ¥ v v v

20080099 MARY JANE JOSEF TENORIO | HR ASSOCIATE|  2019-Aug-06 06-Aug-201908:00 06-Aug-201917:00 | OT:57 20:00 1203

200800996 MARY JANE JOSEF TENORIO | HR ASSOCIATE| | 201%-Aug-07  07-Aug-201908:00  07-Aug-201917.00 | 07:34 2010 1236

13. Attendance Calendar — (to view attendance for previous and current months)

1. Goto SelfServiceicon/tile > Time and Attendance Management > Attendance Calendar or search
Attendance Calendar on the ZOLOG

2. View yearly calendar or choose specific month to view calendar information

Click to
° . . .
nQATH 2raldBE view
Attendance Calendar (201101356-JEFFERSON SALINAS AQUING) a Calendar

= 2010 [=] g
u
M/D_D1 02 03 |04 o5 fos oz o0 oa [10 11 [z 13 [14 15 16 i7 18 19 [20 1 [22 [pa 24 25 [e6 o7 20 o [0 =
den &
Feb =

I
D o @ osent @) Presem @ weeliy orr @) Holiday () Multiple Events

Calendar Updated as on 2019-0ct-01 20:10 ([ Cliek here o Refresh )

10



14. Help Desk (to send query)
1. Goto Workforce Administrationicon/tile >Help Desk> Initiate Query or search Initiate Query
on the ZOLOG
Select Category Code
Select Sub category Code
State the Query
Upload file if applicable (choose file > click uploadfile)
Click Submit
Click Reset to refresh/apply for another query

NoUhs wN

Initiate Query

@ Logged in

" Send SMS/ Mcssage |

Initiated On Pending With

o records to display.

A

Initiate Query |

;

Category Code*

Sub Category Code:*

| Leave - HRD - LEAVE

M|

I ML - MATERNITY LEAVE

v

*-Mandatory.

Query*

e

| chosse Fie | Mo file chosen | (uploadfile |

Upload file:

Click on Add/Ugload afier brawse the file. Recommended File upload size 1MB. File Types Allowed are docjng jpegbmp zipeng pdf

[ Submit | [ Reset |

15. Shift monthly calendar (to view approved shift/schedule)
1. GotoSelfService icon/tile > Time and Attendance Management > Shift Monthly Calendar or search
Shift Monthly Calendar on the ZOLOG
2. View approved shift by placing cursor on chosen date
CQAT N xaB

Shift Monthly Calendar

[T "R Mary JANE JOSEF TENORIO @ Logged in ARY JANE TEN| Advanced
A Shift Monthly Calendar )
Employee Name: MARY JANE JOSEF TENORIO (200800996)
« < October 2019 > »
sun Mon Tue wed Thu Fri sat
~ ~ ~ ~ ~
( ' ( : ( : ( ‘ ( ° |
y,
~ ~ 4
6 ( 7 ( 8 ( 9 ( 10 ( n ( 12 |
/ /|
S S
13 ( 14 ( 15 ( 16 ( 17 ( 18 ( 19 |
% /|
5 4
20 ( 21 ( 22 ( 23 ( 24 ( 25 ( 26 |
/ ) Y
S
27 ( 28 ( 29 ( 30 ( 31 |
y,
@@ &vescHEDT3 B weskvorr

16. Leave Regularization details (to view leave status)
1. Search Leave Regularization details on the ZOLOG
2. Select From and To Date then click Apply

3. Click image ﬂ at the left side of the screen to refresh for another Leave Regularization details

Leave Regularization details

Qo e 2286

Leave Regularization details

| Employee Name

| - - ® N N I v v -
200800996 MARY JANE JOSEF TENORIO = 2019-Jul-03 2019-Jul-03  SHDL-Schedule Leave -1.00 Scheduled leave. Leave Regularised  Approved 20194
200800996 MARY JANE JOSEF TENORIO | 2019-Sep-04 | 2019-Sep-04 SHDL-Schedule Leave -1.00 To attend to school activity of my son.  Leave Reqularised = Approved 20194
200800996 MARY JANE JOSEF TENORIO | 2019-Sep-05 | 2019-Sep-05 SHDL-Schedule Leave -1.00 To attend to school activity of my son. = Leave Regularised = Approved 20194

| FromDate | o Date

| Leave Name

11



17. Smart Approval - to view all types of requests/applications
1. GotoSmartApproval-Pending Workflow Item(s) > View All> Forms raised by meorsearch Forms
raised by me onthe ZOLOG
2. Select Form Name

3. View workflow status
4. Click Resetto refresh for another Workflow status

You are viewing the forms raised by you for the past 30 days

Smart
Approval

E- Forms raised by me

*- Mandatory

Form Names |- Select - v

Leave Request (2)
Education Details (9)
Overtime / Suspension Entry (3)

18. Other Transactions ( New Employees)
a. Uploading of Education Details Credentials — Deadline October 31, 2022

1.

w

Goto HR Foundationicon/tile>Qualifications > Education Details or search Education Details on

the ZOLOG

Select/Add Degree

Upload copy of your diploma and TOR

Choose file from source then click Upload button (filename must not start with a number and must not
contain any special character; acceptable file types are doc, jpg, jpeg, bmp, zip, png, pdf; size must be less
than 1mb each).

Click Submit

Click Reset to refresh/upload another document

Education Details

R Jrrrerson saunas aquine @ Logged in Send SMS | Message | Employee Summary: [ 201101256 ~ JEFFERSON SALINAS 4] Advanced

= LE=EE

Name of Schoal

UNIVERSITY OF SANTO TOMAS Approved

2 BACHELOR OF SCIENGE IN GOMPUTER SCIENGE COLEGIO DE SAN JUAN DE LETRAN Approved
N Education Details i B
haandarory
Type of School Attended:* [uwversy i)
Name of School:= [UNIVERSITY OF SANTO ToMy ¥ | (1) Address of School SAMPALOC, HANILA
VRSt g :2005 ] Attendad To: .ZUUE-May-Z(
Under Scholarship ‘NO

Degree: (masTERAL v @D

CUM LAUDE
Honors/Awards Received

JAnuing MBA jpg ®
Upload ( Diploma, TOR) [ Chaose File |No file chosen | [ Upload ( Diploms, TOR) |

Click on Add/Uplosd after browse the file. Hecommended File upload size TME. File Types Allowsd are doc jpojpeg.bmp.zin png,pdf

((Submit | [ Reset ) [ Delete |

12



Uploading of Family Details Credentials — Deadline October 31, 222
1. Goto HR Foundationicon/tile > Personal Data>Family Details or search Family Details onthe

Select Name of Family Member

On the Marriage or Birth Certification field select YES
Upload copy of birth certificate or marriage certificate
Choose file from source then click Upload button (filename must not start with a number and must not

contain any special character; acceptable file types are doc, jpg, jpeg, bmp, zip, png, pdf; size must be less

Z0L0G
2.
3.
4,
5.
than 1mb each)
6. Click Submit

7. Click Reset to refresh/upload another document

Minor*

Name of Guardian

Address of Guardian

Relation of Guardian with Employee:

Centact Number*

Guardian Contact Number:

View Workflow Information

NO ¥ Comments:
Nationality* BRITISH
091273191327 Marriage or Birth Certificate:* (ves v
“Choose File |No file chosen | (Upload |
Upload Click on Add/Upload after browse the file. Recommended File upload

size TWB. File Types Allowed are doc,jpgjpeq.bmp.zip,ang pdf

("Submit ) Reset | Delete

§ FAR EASTERN UNIVERSITY

"y HUMAN RESOURCE DIVISION

IMPORTANT REMINDERS

Effective 1 September 2022, ALL timekeeping transactions such as leave,
overtime (OT), change of schedule applications and other timekeeping
related concerns must be applied through the Adrenalin System.
Timekeeping transactions applied through INSYS will NO longer be
considered for payroll purposes.

Leave, OT, change of schedule and other timekeeping related transactions
applied/approved in INSYS intended for 1 September 2022 onwards
must be "re-applied" in Adrenalin to be considered for the next payroll.

Pay slip will not be available yet in Adrenalin. For viewing and downloading
of pay slip, you may still use your INSYS account until October 31, 2022.

For assistance and inquiries, please contact the following:

Mary Jane J. Tenorio - mjtenorio@feu.edu.ph
Marilou S. Malabanan - mmalabanan@feu.edu.ph
Jefferson S. Aquino - jaquino@feu.edu.ph

You may also send an inquiry via Adrenalin System under

Workforce Administration Tab - Help Desk.
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