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INTRODUCTION 

Employee Performance Management System is a cloud-based software and consists of important modules 

to manage employees Performance Management using Balanced Scorecard, Appraisal and Other 

Contributions.  

OfficeCentral Employee Performance Management System has been designed and developed specially for 

businesses and organizations to help them manage their companies and employees’ performance easily, 

effectively and timely. 

This user manual has been written as Systems Administrator User Manual, focusing on functionalities that 

are used by System Administrators in setting up and using this system. 

 

Contact Us 

Authentic Venture Sdn. Bhd. (470336-H) 

906B, Level 2, Block D 

Diamond Complex, Bangi Business Park 

43650 Bandar Baru Bangi 

Selangor, Malaysia. 

P: +603-2724 3826 

E: support@ventures.com.my 

 

If you have any questions or support enquiries, please contact us at support@ventures.com.my.\ 

Our support site is http://help.OfficeCentralCloud.com, containing: 

 Download link to PDF version of our manual 

 Tutorials 

 Help Articles 

 Frequently Asked Questions 
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1 – EMPLOYEE PERFORMANCE MANAGEMENT SYSTEM 

Employee Performance Management System is used to manage Employees’ Performance. There are three 

types of performance that we track in the system which is KPIs, Appraisals and Other Contributions.  

There are a few modules available in the Employee Performance Management System, arranged to ensure 

that it is easy for you to navigate. This modules for staff used. 
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1.1 LOGIN 

There are two way on how to log in into KPI system. First from the HR Click system and another one is 

from the KPI system URL which is kpi.officecentral.asia. Before we proceed to the system’s 

configurations and details, firstly you need to have your own account 

1. Please enter your username and password given. 

2. Please click on the “Login” button to login to the system. 

3. If you forgot your password, do not worry, you will just need to click on the “Forgot Password” 

link to reset your password. 

 

 

4. After you login, you will see the following page: 

 

  



© 2019 - Authentic Venture Sdn Bhd. All rights reserved.  5 
 

1.2 CHANGE PASSWORD 

You may change your own password to access this system. 

1. In the Home page, go to right corner and click on the username button. Then click on My profile. 

 

 

 

2. The page shows the Staff Profile. Here, you may not able to change the information. To change 

the password. Click on Change Password button. 

 

 

 

3. Fill the information needed and click on Save Changes. 

1 

2 
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Note: You may try to log out and log in again to the system. 
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2 – TO DO 

In To Do you can access Update Measure, Submit Contribution, Pending KPIs, Pending Appraisals and 

Pending Contributions.  

2.1 UPDATE KPI MEASURE 

In this sub-module, usually the staff that become the supervisor will access to this function. This function 

is to show the performance by each of the staff within their team. 

1. Go to “To Do”, move your cursor to “Update KPI Measure” and click on “Performance name”. 

 

 

2. After you click the button, you will see the following page. You can key in the result at actual 

measure column.  
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Descriptions: 

1 Here you can change month. 

2 
Here you can key in actual measure. 

 

2.2 SUBMIT CONTRIBUTION 

By each of the staff can submit their own contribution that will contribute some percent to the company 

KPI. The admin already add the contribution categories that will be calculate with the company KPI. As 

user we just need to submit our own contributions. 

1. Go to To do, and click on Submit Contribution. 

 

 
 

2. After you click on “Submit Contribution”, you will see the following page. This is the lists of 

your submitted contribution. 
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3. To add new contribution, click on “Submit” at “A”. After you click “Submit”, you will see the 

following page.  

 

 
 

4. Choose your contribution at B, and click on “Submit Contribution”. 

  

A
7 

B
7 



© 2019 - Authentic Venture Sdn Bhd. All rights reserved.  10 
 

2.3 PENDING APPRAISALS 

For the Pending Appraisal also only the supervisor will receive this notification. The supervisor need to 

appraise all of their team’s members or called as supervisee. 

1. To access this page, go to “To Do” and click on “Pending Appraisals”. After click on “Pending 

Appraisal”, you will see the following page: 

 

A Here, the supervisor will get the list of the staff that he / she need to appraise. Click on 

Appraise Now and will direct to appraise page. The supervisor need appraise each of 

staff member in the team. 

 

 

B The supervisor need to answer all the questions and click on Submit button. 

 

A
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B
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3 – MY PERFORMANCE 

In this submodule, you be able to view your own current result of your KPI, update KPI measure and also 

view your Personal KPIs setting. In Personal KPIs setting is where you may update or change your KPI. 

You will be allowed to update or change the KPI if the admin Unfinalized and Allow for Modify your KPI. 

Supervisor will received the new KPI if you Finalized the new KPI and it will automatically sent 

notification to the supervisor.  

3.1 MY KPI  

1. Go to “My Performance” and click on “My KPI”. After that you will see the following page: 

 

 
 

2. After that, you will see the following page: 

 

 
 

 

Descriptions: 

A You may go the the Quick Action column to choose the view. 

You may click on  to view your current KPI result. 

A
7 
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You may click on  to update the KPI measure. To update KPI measure, please 

refer to 2.1. 

You may click on  to view your personal KPI setting. 

 

3. You may click on this button   to view or update your KPI settings. After you click on this 

button, you will see the following page. This is view if the admin already Finalized and Disallow 

for Modify the KPI. 
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3.2 MY COMPETENCIES 

In this My Competencies will view your score that give by the supervisor. You may download that report 

by your own. 

1. Go to My Performance and click on My Competencies. 

 

 
2. After click on “My Competencies”, you will see the following page: 

 

 
 

Descriptions: 

1 Select period here. 

2 After that, click on “Filter Analysis”. 

 

3. You will see the following page after click on “Filter Analysis”. You may click at “A”, if you want 

to download a chart. 
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3.3 MY CONTRIBUTIONS 

In this sub-module, you get access to your own list of contributions. Here, you may also to submit your 

contributions. 

1. Go to “My Performance” and click on “My Contributions”. 

 

 
 

2. You may see the list of your own contributions and the actual score given by your supervisor. 

To submit new contributions, you may click on “+ Submit” button. 

 

 

 

3. After click “+Submit”, you may see the page as follow. You may choose the contributions 

categories and click on Submit Contributions button. 

 

 
 

4. Here, you may give the Description and give the score to your contribution. And click on 

Submit button. 
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Descriptions: 

1 Enter your description of a contribution here. 

2 Choose expected score. 

3 Lastly, click on “Submit” button. 
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4 – DASHBOARD MODULE 

In the dashboard module, you will see the dashboard of your personal KPI, your own competencies and also your 

contribution.  

4.1 HOME 

1. Go to Dashboard click on Home. You may see your own KPI. 

 

 
 

2. Here you will see the achievement of your own. 
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4.2 PERSONAL 

In personal, you can see performance, trend and competencies gap analysis. 

4.2.1 PERFORMANCE 

In performance, you can see the progress of current performance. 

 

 

4.2.2 TREND 

In trend you can see trend of your performance. 
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4.2.3 COMPETENCIES GAP ANALYSIS 

In competencies gap analysis, you will see the expected result with the current result. 

 


