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How to create a F202 form submission on
the FRM App
F202 App Instructions for Data Entry (Clerks)

1 Navigate to http://gocdapps/FRM/F202

2 Click "New Submission - Unit:: {Your Unit Sub-Program}"
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3 First: Click the text field called "Name:" and enter the New Employee's full name
e.g. "Doe, John"

4 Click on the "Employer:" dropdown field to find the employer's sub-program for
the New Employee
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5 Enter the exact hiring date of the Employee

6 Enter the employees Full details in the ``Employee Name and Address`` segment
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7 For this segment, ``Employee Personal``: Enter the employee's DOB, Sex, Martial
Status and most importantly their `National ID:`

8 In the subsequent section select the Assignment from the `Assign To:` dropdown
field.
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9 The Assignment information can be looked up from the code i.e. "ACCTN003" or
it's description i.e. "Accountant Carib Affairs"

10 Choose an Assignment Reason.. Default is "New Hire"
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11 Enter the "Begin Date:"

12 and "End Date:"
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13 Next, select the "Rate Table:" dropdown to choose the appropriate Table

14 and select the corresponding code to pre-populate the "Period Salary:" text field
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15 Finally in this section, select the "Per:" dropdown

16 For this segment, ``Employee Employment:`` Select the appropriate information
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17 Finally, Submit the "Create" button to complete the submission

18 On the following page, attach all supplementary documents
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19 When done, "Go to Form" to preview your submission


