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Education Allowance Process Flow

l

Employee will have to update his/her Employee will have to attach Child’s Group HC verifies the details / documents
children's details in the ESAG People » Passport, Residency Visa, Emirates ID — and coordinate with the employee in case—
Experience System and School proof in one pdf file of any clarifications

Employee will start receiving monthly

: - Group HC Approves the Dependent Employee responds to the clarifications;
education allowance through payroll from <« Addition / Undate request < it asked «
September'23 to June’'24 P .
Completed ¥
Al Gurg Stationery Employee will have to visit AGS Employee will have to create Employee must send the AGS Team will verify the
Credit Voucher Portal by clicking on the below link ———»  an account or login to the ——» email address used forlogin 3 details and enable
http://Aww.algurgstationery.com/ existing account to the AGS WhatsApp employee’s Store Credit

number 050-1060475


http://www.algurgstationery.com/

Login To People Experience

Click on People Experience Home Page, you will be automatically logged in if accessing within the office network however if you are using outside the office network or
using another device that is not your laptop, you will have to log in via Windows login credentials as below.

« Username: your official email address
« Password: same as your system password

Home Page shows many tiles; each tile displays different types of information. Click on the My Profile tile.

ESAG PEOPLE E{PERIENCE Search for actions or people

Good afternoon!

Quick Actions

+ = O

Request Time Off My Time Sheet

(® e

Favorites

You can also access the Employee File tab from the Home drop-down (Global Navigation Menu)



U p d at e C h | I d Det a| I S (process to update existing children’s details)

After clicking on My Profile tile or Employees files link, the system will navigate you to your profile page

Click on Emergency Contacts & Dependents from the Personal Information Tab to update your children's details

GENERAL INFORMATION v/ CAREER v PERSONAL INFORMATION EMPLOYMENT INFORMATION TIME MANAGEMENT TALENT PROFILE TOTAL REWARDS v BE > T

Biographical Information

Personal Information

User Info Contict R Adidiesses Contact Information

Emergency Contact & Dependents ijif City Dubai
National ID & Personal Documents Location Diihal (10G5)
n Business Phone
Payment Details } Email
Employee Id
Title

Show More



U p d at e C h | I d Det a.| I S (process to update existing children’s details)

On Dependents portlet Click on the clock icon

Emergency Contact &

Primary Emergency Contact Dependents L
Dependents Y gency 4 P 7 D

Effective as of: September 7, 2022
Mo data

First Name

Last Mame
Middle Name
Relationship
Passport Number

Residence Number

(201/....0......)
Residency Visa (UID
No)

Visa Expiry Date
Emirates ID

Sponsored By

Frmnlmvao



U p d at e C h | I d Det a| I S (process to update existing children’s details)

After clicking on Dependents portlet clock icon, a new window will display;

Click on Insert New Record button  Insert New Record on the bottom left-hand side;

Keep the date as current date;

Click on Show 10 more fields

Insert History Record for Dependents

Aug 15, 2023 &)

v Dependents

&

Show 10 more fields



« Update all the details of the child, it is mandatory to update Class/Grade, Curriculum Year fields, leaving these fields unedited will impact the allowance payout

* On the attachment, please click on x to remove the existing attachment and upload the new attachment with latest School bills (It is mandatory to upload new attachment)

« After updating all the fields, click Save button, upon saving you shall receive a notification email from ESAG People Experience,;

« If there is any discrepancy found in the request, People Operations Team will contact you for clarifications, and when your request is approved, you will be notified through
ESAG People Experience email;

Insert History Record for Dependents

Aug 15, 2023 B

v Dependents 1oy
& & &
%k 3k 3 %k 5k 3%k >k 5k %k %k 3k %k %k %k % 3k sk sk sk sk 3k sk sk sk sk 5k sk 5k k k Child 2 hd
* *
sk sk sk ok ok ok ok ok sk ok ok ok ok ok ok sk sk sk ok ok ok ok sk ok ok ok ok sk ok ok sk sk sk ok ok ok ok sk ok ok ok ok sk ok ok Oct 13, 2023 £
& & &
*************** "-I"'es g "T;E'E- g "T;E'S LT
% 3k sk ok ok ok ok ok ok ok ok ok ok ok ok Al Quasis United Arab Emirates w Dubai w
&
FS1/KG1 v 2022 - 2023 v Jan 05, 2019 =

E’L_ Ahmad School Docs. pdf

Show 10 fewer fields



U p d ate C h | I d Deta| I S (process to add (new) children’s details)

After clicking on My Profile tile or Employees files link, the system will navigate you to your profile page

Click on Emergency Contacts & Dependents from the Personal Information Tab to add your children school details

GENERAL INFORMATION v/ CAREER v PERSONAL INFORMATION EMPLOYMENT INFORMATION TIME MANAGEMENT TALENT PROFILE TOTAL REWARDS v BE > T

Biographical Information

Personal Information

User Info Contict R Adidiesses Contact Information

Emergency Contact & Dependents ijif City Dubai
National ID & Personal Documents Location Diihal (10G5)
n Business Phone
Payment Details } Email
Employee Id
Title

Show More



U p d at e C h | I d Det a.| I S (process to add (new) children’s details)

On Dependents portlet Click on the Pencil icon

Emergency Contact &

Primary Emergency Contact Dependents L
Dependents Y gency 4 P 7 D

Effective as of: September 7, 2022
Mo data

First Name

Last Mame
Middle Name
Relationship
Passport Number

Residence Number

(201/....0......)
Residency Visa (UID
No)

Visa Expiry Date
Emirates ID

Sponsored By

Frmnlmvao



U p d at e C h | I d Det a.| I S (process to add (new) children’s details)

After clicking on Dependents portlet Pencil icon, a new window will display;

Keep the date as current date;

Dependents
Edit details
v Dependents |0}
* *
No Selection
*
MMM dd, yyvyy
* *
Ne Selection hd No Selection g Ne Selection hd
Neo Selection b No Selection w Ne Selection A No Selection
MMM dd, yyyy =]
Upload

No attachments uploaded

Add Dependents




U p d at e C h | I d Det a| I S (process to add (new) children’s details)

« Fill all the details as per the child Passport, under relationship drop down, choose Child 1 for the first child;

« On Eligible for Education Allowance field, choose Yes, if your child is going School in UAE / Oman;

« After choosing “Yes” system will refresh the window and display the Name of the School field and other School related information fields, all the fields are required to fill;
« Scan Passport, Residency Visa & School Payment Proof in one pdf file and Upload the file;

* For adding another Child click on the Left corner button Add Dependent and repeat the steps from 3 to 6;

« After completing the form, click Save button, upon saving you shall receive a notification email from ESAG People Experience;

« If there is any discrepancy found in the request, People Operations Team will contact you and when your request is approved, you will be notified through ESAG People
Experience email;

Note: If your dependent details are already available in system, no need to delete and enter them again, but it is mandatory to update the

School Details and the follow the existing process as outlined on page 5 to 8 to enable Education Allowance benefit



Important Points

The registration will be open from August 21, 2023, to September 30, 2023, for all existing employees;

Employees whose registration is completed by September 15, 2023, will get their allowance starting from September Payroll, and whoever is
registering between September 16 to September 30, 2023, they will receive their allowance from October Payroll and will be paid for
September (backdated), except for New joiners;

Employees who will register October 01, 2023, onwards, will receive Education Allowance from the particular month in which their registration

is completed before the cut-off date (i.e., 15" of that month), however there will be NO backdated allowance paid.
Up to two children per employee in Grade 16 and above are eligible for the Education Support Allowance, children should be under
employee’s sponsorship. Each child will be eligible from the age of 3 years to their 19" birthday or up to the end of Secondary Education,

whichever comes first. Children must be going to the Nursery / School in the UAE / Oman. Children going to Play Schools / Baby Sitting

are not eligible for Education Allowance.

If the children are not under employee’s sponsorship and the employee would like to get the Education Allowance benefit, then an updated
letter must be obtained from the children’s sponsoring parent’s employer stating that he/she is not receiving similar benefit

Al Gurg Stationery credit voucher must be used before June 30, 2024.

Note: to view Grade wise eligibility amount and other information, please refer to the ESAG Education Support Policy
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