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CULTURE & TALENT MANAGEMENT DEPT
User Guide Flow — Manpower Requisition Form (MRF)

Log in Wl Choose MRF e RN
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| Head of CTM HOS TA Head of Division
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Requisition User Guide

PHN FMS

PHN Forms Mﬂl‘lﬂg&ﬂ'l&l'lt System

Welcome back

Sign in to your account to continue

Staff Id

Staff ID

Password
Password (=)

Forgot Password?

Don't have an account? Sign up



https://forma.phn.com.my/login
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2) Form Selection
e Click on the Form tab and select

the Manpower Requisition tab.

HR Dashboard

B Forms
HR Forms
Solact a Torm o subimit YOI rcyuUast
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Man Poweor Requisition '%
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CULTURE & TALENT MANAGEMENT DEPT

Date of Submission

Division

HUMAN CAPITAL AMD ESG

Department

CULTURE AND TALENT MANAGLMENT

section

RECRUITMENT

Reporting To

No Requested

Current Headcount

Work Location

PHNSA

Workstation Avallability

Yes Mo

Employment Type

Permanent Contract

Manpower Plan

Budgeted Non-Budgeted

Approved AMP

Approved Requirerment
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3) Complete the Information
« Category — Select either Replacement or Additional.
« Submission Date — The date the form is submitted.
« Current Manpower — Current headcount as of the submission date.
« Approved Requirement — Indicate the approved headcount or refer to the Annual Manpower Planning
(AMP).
« Division, Department, Section — Select according to the organizational structure.
« Reporting To — State the position/person to whom the vacant position will report.
« Number of Request & Work Location — Fill in the number of positions requested and the work location.
« Work Station — Indicate whether a workstation is available or not available.
« Employment Type — Permanent / Contract.
« Manpower Plan — Budgeted (including AMP) / Non-Budgeted.

« Approved AMP — Approved annual manpower planning headcount.
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Key Requirements

Key Responsibility

Reason of Requisition

i L

Replacement Additional
[Please provide copy of resignation details for replocerment hiring) (Please provide justification for additional manpower requeast)

Incumbent Name

Last Working Day
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4) Fill in the Position Requirements
- Key Requirements — Main requirements of the position.
» Key Responsibilities — Main responsibilities of the position.
« Reason for Requisition — Select Replacement or Additional.
« Replacement - Fill in the name of the existing employee and their
last working date.

 Additional - Tick the relevant box and provide justification.
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File Attachment

Choose O Tk o drog & drop m




CULTURE & TALENT MANAGEMENT DEPT
Approval Workflow for Manpower Requisition

Form
Step-by-Step Approval Process

HR Dashboard ﬂ Approval

1) Log In to the System
- The Head of Division logs
in to the PHN Forms

Management system.

2) Access the Approval Menu.

« Select the submission you want to review.
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Last Working Day

2026-02-28

File Attachmment

Choose a file or drag & drop

i Download: ITTOTITI68141-Amir Amwar Syarifuddin g PHN industry Sdn Bhdlurl

Remarks







Pm CULTURE & TALENT MANAGEMENT DEPT

THANK YOU



