User Guide for myHR2u Self Password Reset

Please ensure the prerequisites are fulfilled before proceeding to the next step

=  Your corporate email address is valid. Please check with your HR department if you are unsure
what is your corporate email address

=  Your personal ID, passport number or other valid ID is maintained in the system. Please confirm
with your HR department

1. Click on “Forgot Password?” link.

vyl-AIR 2L '

Userp - [
password - [N

Log on

Click here to reset
Forgot Password? myHR2u password
Need Help?

Click here to view
User Guide

2007 Maybank All Rights R

2. Apop-up screen will appear as shown below.

& Maybank myHR2u Self Password Reset Utilty - Windows Internet Explorer ‘lﬂlﬂg

I* 1 z 3 [ —

Enter Your PF Number Enter Y'our Email Enter Your ID Number Completed

myHR2u Self Password Reset
2) Click on 'Next'
PF Number: = 00000000 | [ Next] h:.lttul‘l
g 12345678

1) Enter 8 digit PF
number

2007 Maybank All Rights Reserve d
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3.

4.

Enter your valid corporate email address and click on “Next” button.
Example of corporate email address: myname@maybank.com.my

myHR2u Self Password Reset

1) Enter your valid
corporate emall address

r =
é@wm ybank myHR2u Self Reset Utility - Wi Internet Explorer = i
» 1 2 ey T —
Enter Your PF Number Enter Your Email Enter Your ID Number Completed

Emal Address: * | myname@maybank commy | [Next] 2) Click 'Next' Button
ey Yo“"\lmcmybﬂﬂk com.my

Click on the drop down for ID Type and select an ID type for authentication.

The ID type selected for this example is IC.

-
@ Maybank myHR2u Self Password Reset Utility - Windows Internet Explorer

w07 =

El

Enter Your ID Number

L=

Enter Your PF Number Enter our Email

myHR2u Self Password Reset

D Ty :e:—lT

Please s IC he dropdown lisf
- Select ID type to
validate identity

Paszszport
‘Work Permit

\

[

Completed

*Note: The dropdown list will display all ID types captured in the HR database.
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mailto:myname@maybank.com.my

5. Enter your ID number and click on Submit button. To exclude spaces and symbols, for example: enter
999999999999 for IC number: 999999-99-9999.

s N
@ Maybank myHR2u Self Password Reset Utility - Windows Internet Explorer =L —
— = = o
Enter Your PF Number Enter Your Email Enter Your ID Number Completed

myHR2u Self Password Reset

2) Click 'Submit'
1D Type: [IC ~ | [2988989888 | b]utton
Please enter your IC number witpfut any symbols and blank spaces between characters.

Any symbols or blank spaces, be ignored.

6. The following screen will be displayed upon successful password reset

~ N
& Maybank myHR2u Self Password Reset Utility - Windows Internet Explorer =_I—.
7 g
Enter Your PF Number Enter our Email Enter Your ID Number Completed

Reset Successful. Temporary password will be sent to your email shortly. — Display Help

7. Check your email for the temporary password

8. Login to myHR2u to change to a new permanent password
Note: Password is case sensitive. Please enter the temporary password exactly as it is given in the email.
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Frequently Asked Questions (FAQ)

Q1: With this enhanced myHR2u Self Reset Password feature, do I need to fill in the ID Maintenance
form and send to Maybank Helpdesk to reset myHR2u password?
No, you can now perform self reset password via myHR2u

Q2: What information is required to reset myHR2u password under this enhanced feature?
You are only required to provide your corporate email address and your official ID number that is
maintained in the HR database.

Q3: | have reset myHR2u password and the system has indicated that the reset was successful and a

temporary password will be sent to my email. However, | did not receive the email notification. What

should |1 do?

If you do not receive the email notification, please check your mailbox quota to ensure you have not

exceeded your quota. Perform housekeeping on your mailbox if necessary. However, if you still do not

receive the email notification, kindly contact the following:

e For users from Maybank Malaysia, please contact Maybank Helpdesk at 1800 88 1008

e For users from Maybank Singapore, please contact your User Admin for assistance.

e For users from Etiga Singapore / Maybank Kim Eng / Maybank International, please contact your IT
Personnel for assistance.

Q4: | received more than one email notifications with different temporary password after | reset the
password a few times. Which password should | use?
Please use the password in the last email notification.

Q5: My email address was changed due to inter-company transfer but myHR2u is not able to

recognize my new email address. What should | do?

e For users from Maybank Malaysia, please submit an online ID Maintenance Form to Maybank
Helpdesk to advise myHR2u administrator to update your email address in the HR database.

e For users from Maybank Singapore, please contact your User Admin for assistance.

e For users from Etiga Singapore / Maybank Kim Eng / Maybank International, please contact your IT
Personnel for assistance.

Q6: Can | use a third party email address to reset myHR2u password?
No, the system only allows corporate email address

Q7: 1 do not have a corporate email address. How can | reset my myHR2u password?

Please contact the following personnel to create your corporate email address:

e For users from Maybank Malaysia, please contact Maybank Helpdesk at 1800 88 1008

e For users from Maybank Singapore, please contact your User Admin for assistance.

e For users from Etiga Singapore / Maybank Kim Eng / Maybank International, please contact your IT
Personnel for assistance.

Note: Corporate email address is mandatory information for creation of myHR2u access.
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Forgot Password?
Need Help? N

w

R s

~

2007 Maybank All Rights

2. agimuuniniadinngdussleruaiy
& Maybank myHR2u Self Password Reset Utility - Windows Internet Explorer

I»

1 2 2l—q

Enter Your Email Enter ¥our ID Number Completed

myHR2u Self Password Reset

Emaidddress:= [ ]

e.g: yeurname@maybank. com.my
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5. nsanuunaa ID aavaanaradnilu Submit vitunsandavitvuardadnuaileq 1y nsan
999999999999 s nsununaay IC: 999999-99-9999

/= Maybank myHR2u Self Password Reset Utility - Windows Internet Explorer

- - 1 - - 2 -3 |
Enter Your Emal Enter Your 10 Number Comgieted

myHR2u Self Password Reset =

‘ i 2) AamJu Submit
O Type [ | »] [sssssssssssy [Sotme .
Prease enter your I sumter wiEnou! afy SymSois N0 BUSK 500009 Detw e Characiers

Ary SyTEOS Or Dank spales wil be gnored
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6. wihaadesa'llilazlsnngdudiavhnsdeasidsnulnigisa

E Maybank myHR2u Self Passwornd Reset Utility - Windows Internet Explorer |:||:,E|

Enter Your Email Enter Your ID Mumber Completed

Rezet Successful Temporary pazzword wil be 2ent to your email shortly. - Dizplay Help
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1) Minimum Hardware & Software Requirement for myHR2u

Hardware:
Processor Pentium 11 450 MHz CPU Processor
Memory 128MB RAM
Screen Settings 1024 x 768 Pixel Screen Resolution
Software:
Operating System e Windows XP / Windows 7 / Windows 8
e Mac OS (Snow Leopard / Lion / Mountain Lion / Mavericks)
\Web Browser e Microsoft Internet Explorer 7.0 & above
e Google Chrome (Windows 7 32bit only)
e Mozilla Firefox 15.0 & above
e Apple Safari 5.1 & above (Mac OS only)
Other Supporting Software Adobe Reader 7.0
U2RE 1.4.2

Internet Speed:
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2) How to run Compatibility View Mode for Internet Explorer 9 and above

Internet Explorer 9

Z7 https://myhrlumaybank.com.my/ir/portal P~ & C X |z sap NetWeaver Portal

2 About Internet Explorer

4

. Explorer9

' ,) Windows' Internet

Version: 9.0.8112,16421

g
“orgot Password?
Product ID: 03553.997-8992671-00437 Need Help?

Warning: This computer programis protected by copyright law and
international treaties. Unauthorized reproduction or distribution of
this program, or any portion of &, may resuk in severe civi and
criminal penalties, and will be prosecuted to the maximum extent
possible under the law.

© 2011 Microsoft Corporation

Internet Explorer 10

e & https://myhr2u.maybank.com.my/irj/portal P~aBc (& SAP NetWeaver Portal

vz P

About Internet Explorer

Internet <.~
e Explorer10 S

Version:
Update \
Product ID:

L] Install new versions automatically I

© 2012 Microsoft Corporation. All rights reserved.

Close

LT

pon [ 0

\
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2.1 Display Menu Bar

>> Click F10 button to display the MENU bar

| [ & https://myhr2u.maybank.com.my/irj/portal

Edit Vi Help

Favourites Tools

P~-a2c " & SAP NetWeaver Portal

User ID

Need Help?

2007 Maybank All Rights

2.2 Open “Compatibility View Setting”

>> Click ‘Tools’
>> Select -> ‘Compatibility View settings’

g AlAIRY > L

Password - [

Forgot Password?

o
iy
mn

QI & https://myhr2u.maybank.com.my/irj/portal

L~-aBc l| & SAP NetWeaver Portal | 1

File Edit View Favourites MEGIEN Help

Ctrl+Shift+Del
Ctrl+Shift+P

Delete browsing history...
InPrivate Browsing

Tracking Protection...
ActiveX Filtering

Fix connection problems...
Reopen last browsing session
Add site to Start Screen

View downloads Ctrl+)
Pop-up Blocker

SmartScreen Filter

Manage add-ons

Compatibility View

Compatibility View settings

Subscribe to this feed...

Feed discovery

Windows Update
F12 developer tools

Internet options

2007 Maybank All Rights
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2.3 Add URL for the Website

>> Internet Explorer will automatically add the current website to the list of
Compatibility View settings.

>> Click ‘Add’

>> Click ‘Close’

If you are not in myHR2u homepage

>> Change/replace the website URL to = maybank.com.my
>> Click ‘Add’

>> Click ‘Close’

e' ‘ |@ https://myhr2u.maybank.com.my/irj/portal P~aidc || (2 SAP MetWeaver Portal X ‘ ‘

File Edit View Favourites ools  Help

Im You can add and remove websites to be displayed in
m Compatibility View.

Add this website:

Websites you've added to Compatibility View:

Remove

[ Display all websites in Compatibility View
Display intranet sites in Compatibility View

Download updated compatibility lists from Microsoft

Learn more by reading the Internst Explorer privacy statement

Close

2.4 Restart Internet Explorer

>> Close Internet Explorer and then open it again
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3) Display PDF Form in myHR2u Portal

i) Procedure in Firefox
1. Login into myHR2U
>> For any PDF form that should be displayed, it will be automatically downloaded into default folder and the page
will be blank.

J;v- Salary Statement - -= Maybank myHR2u.. | + ‘ L]

o o5

€ hrmspéuat. maybank.com.my:500

/ SR N
|8 Most Visited | i IBM | | IBM | | IBM |_| IBM | | IBM /

PDF form is
mYVER,

downloaded -
Welcome IBM004, Personalize Logoff

Overview | Employee Search | Personalinformation | Life and WorkEvents | Clams | Leave | Payments | LTIP | MyCareer | E-Form
o 020 4

Detailed Havigation [l

= Payments
* EA (vear 2003-2008)
= EA (Year 2009 onwards} [ Previous Salary Statement | [ Next Salary Statement b
- Salary Statement

- Rewards Noffication

* View PCB Online

* B Lefters

* Branch ncentive (BF) Letter

m

2. Open the download folder and click the file to display its content.

myHR2u Self Reset Password User Guide | V2.0 | Last Update:26.06.2014




ii) Procedure in Google Chrome
1. Logininto myHR2U

>> For any PDF form that should be displayed, you will be asked whether you want to keep (download) it or discard
it.

>> Example 1 : Click "keep" button to download the form into download folder. Open the download folder and
click the file to display its content.

=2 MyAppeasal Documents x L8 =
(: @ BIC Documment - -z Maybank myHRIs UAT Portal =- - Google Cheome

roghedoust maybank.com.my

1 & rratcnotose o[ A AR RGN EE0G |9 e You Arven # Vew tocSeven @ Asoranal Compees |
& Core Values - Google Choome

Srve | | Commres || Cascoced Oeals 806 Supervisa

ryheeccust maybask commy

« Cotam

§ Please select document 1o be displayed - Google Chvome

myhreccust maybank comrmy

e gosts and targets et o
CONOVE 302 Medum Term (M monma)
Featectss ertectes rearratuast

Scopelet *

343 Long Term (36 monthe)

This type of fibe can harm yoor cofrputer. 0o you m I Decord
st 16 keep FSMCTACISELAF0) oot amywiry? - e

PV aSectecirerSectornterratonat
& showal donmios

Scopelee *

>> Example 2 : Download option at the bottom left-hand corner. Open the download folder, choose “Adobe
Reader” program to display the document content.

>> Open the download folder and click the file to display its content.

B ——
| vetailed Navigation W EssoffevAcceptance |

'm“’_ Personal Details
[ Ess offeriacceptance |

« ESS Exercie

« ESS Notice of Alstmant

« Visw by Laws.

+ View Instrution to Employee
P Help - LTR

Name Full Name 00023611
Org.Unit Technical Support Service
TelHo. 122458

Offer Status

Letter Creation Date Link

I: 23.06.2011

Acceptance Status

Acceptance Cate

[ 23082011

Nominee Authorisation Form

Acceptance Date Link

[ 12032012

Certificate
Certificate Date

I: 30.06.2011

Nominee Authorisation Form

Certificate No.
00023811/ESO1/2011111

Letter of Vestin
Vesting No. Link
00023611/ES01/2011/1/2 ESQS

Effective Date
25122011 ESO1 Adjusted
7 05 06 2017 ES01 Adinsted

4| . b
5 P

Compensation Plan Link

—-

& 7 WDA_ESO_ESS_....
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4) Deactivate Popup Blocker

Portal uses popup windows and there are circumstances where popup window are expected but does not appear.
This is generally caused by popup blocker.

i) Symptom in Firefox (based on Mozilla Firefox version 28)
>> A warning message “Firefox prevented this site from opening a pop-up window” appears.

€ @ https//myhr2uuat.maybank.com.my/i = e
8 Most Visited () Succeeding@1BM [ Expense Reimb IBM Professional Mark... | | Expertise Assessment { | IBM Learning 4% ESS | | 1BM || Forum
| [i@ Firefox prevented this site from opening a pop-up window. |
Welcome En

Performance Specialist | PMS Appraiser

Overview | Employee Search | Personalinformation | Life and Work Events | Claims | Leave | Payments | LTIP | MyCareer | E-Form

|+ RIR teeemerereererreeee———
i Employee Documents
» O3 Talent Management

¥ [ Performance Management

/ Status Overview (3) |
* MyAppraisal Documents —

= Performance Records [~ Hide Quick Criteria Maintenance
= Joint Review Conversation - Non-exe
» [ Job Description Document Category Group ID: [ =
» OJ Help Guide Category ID: [=]
Appraisal Template ID: [ [u]]
Enplyee: [—

ii) Procedure in Firefox

>> Click on Firefox > Options > Options.

i IZ." MvAppraisal Documents - -= Mavbank ... _

New Tab » .7 Bookmarks
portal
Edit 4 History %
- Downloads burseme... IBM Professioni
1dow.
Save Page As... #& Add-ons
Email Link... Options L4 Options
@, Print... 4
= i Hlelp £ Menu Bar
Web Developer ’ ¥ Navigation Toolbar

v Bookmarks Toolbar
Add-on Bar Ctrl+/

Full Screen
Set Up Sync...
Exit Toolbar Layout...

(%]
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>> Go to Content tab.
>> Untick Block pop-up windows checkbox.

>> Click OK to confirm changes

f— .:rjj ?;L— 35 .' n‘. P

General Tabs Content  Applications  Privacy  Security Sync Advanced

Block pop-up windows Exceptions...

Fonts & Colors

Default font: | Times New Roman '] Size: [16 '] [ Advanced...J

Colors...

Languages

Choose your preferred language for displaying pages Chgose...
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iii) Symptom in Chrome

A crossed-window image appears in address bar.

& C' | & https://myhr2uuatmaybank.com.my/irj/portal

Wherelempowermentibegins Welcome Employee Name 10443, Personaize  Log off

Employee Seif-Service [IIERES | Terms and Condiions | Performance Speciaist | PHS Appraiser

Overview | Employee Search | Personalinformation | Life and WorkEvents | Claims | Leave | Payments | LTP | MyCareer | E-Form
=

[ — l MyAppraisal Documen

+ My Career

o Employee Documents Help

O3 Performance Management ‘Siatus Overview @) =]
= Performance Records ~ Hide Quick Criteria Maintenance

= Joint Review Conversation - Non-exe

» L3 Job Description Document Cozory Goun D L fa]
» T Help Guide Category ID: | = )
AppraisalTemplate 0 [
Employee: 4]
Valid From: [ [ot012013 @ To [3t122020 [ &

Apply’

iv) Procedure in Google Chrome
>> Go to Chrome settings.

New tab Ctri+T
New window
| New incognite window

Bookmarks »

! Edit Cut | Copy Paste

~ =

Zoom - 100% + o

i Save page as...
Find...
Print...

Tools »

History

Downloads Ctri+)

Sign in to Chrome...

About Geogle Chrome
Help

Exit _trl+Shift+Q
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>> Click Show Advanced Settings.
Appearance
. Get themes
Show Home button

Always show the bookmarks bar

Search
Set which search engine is used when searching from the cmnibox.

Google ¥ | Manage search engines...

Users

You are currently the only Google Chrome user.

Add new user... Delete this user Import bookmarks and settings...

Default browser

7 Make Google Chrome the default browser |

Google Chrome is not currently your default browser.

+ Show advanced settings

>> Under Privacy, click Content Settings.

Privacy

I Content settings... I Clear browsing data... |

Google Chrome may use web services to improve your browsing experience. You may optionally disable these

services, Learn more

¥| Use a web service to help resolve navigation errors
¥| Use a prediction service to help complete searches and URLs typed in the address bar
| Predict network actions to improve page load performance
Send suspicious downloaded files to Geogle
¥| Enable phishing and malware protection
Use a web service to help resolve spelling errors
Automatically send usage statistics and crash reports to Google

Send a "Do Not Track” request with your browsing traffic

>> Under Pop-ups, select Allow all sites to show pop-ups radio button.

>> Click Done button to close the window.
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Content Settings ...

Manage exceptions...

Disable individual plug-ins...

Pop-ups

® Allow all sites to show pop-ups

(_) Do not allow any site to show pop-ups (recommended)

Manage exceptions...

Location

) Allow all sites to track your physical location

®) Ask when a site tries to track your physical location (recommended)

Do not allow any site to track your physical location

Manage exceptions...

Notifications

Allow all sites to show desktop notifications

@ Ask when a site wants to show desktop notifications (recommended)

) Do not allow any site to show desktop notifications

Manane evrentinne

Done |
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V) Symptom in Internet Explorer

A notification about blocked pop-up appears. Appearance of this notification differs based on IE version.

Internet Explorer blocked a pop-up from *.maybank.com.my. Allow once Options for this site ¥

Vi) Procedure in Internet Explorer
>> Click on Tools > Pop-up Blocker.

>> Select Turn off Pop-up Blocker.

6 OMRGELEICE =) hitps://myhi2uuat. maybank.com.my/i/portal

& MyAppraisal Documents - -...

File Edit View Favorites

® Delete browsing history... Ctrl+Shift+Del
InPrivate Browsing Ctrl+Shift+P
P Wy = = Turn on Tracking Protection
Employee Self-Servic ActiveX Filtering mance Specialist PMS Appraiser
Overview | Employee Search Leave | Payments | LTIP | MyC

Fix connection problems...

Wl ! .
. evyry Reopen last browsing session
Detailed Navigation

Add site to Start menu
= My Career
» (3 Talent Management View downloads Ctrl+J
~O Pgr—fgmaqioe. Mgn@gefne_ni Pop-up Blocker » Turn off Pop-up Blocker I
* I TRSENECE SmartScreen Filter 4 Pop-up Blocker settings
= Performance Records

= Joint Review Conversation - Manage add-ons

LIS D SaRan DO MBI Compatibility View settings
» [ Help Guide
Subscribe to this feed...

Feed discovery L4 -
Windows Update To |31.122020 [

Performance dashboard Ctrl+Shift+U

F12 Developer Tools EETE{_\ l Undo Offine Lock ] [Export
HttpWatch Basic Is

Send to Bluetooth Device... r Self Assessment by Employee

OneNote Linked Notes in by Supervisor

Send to OneNote by Employee

Report website problems

Internet options
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