The eco way to manage

PC Mart Sdn Bhd (374159-W)

TCO01, 3th floor Sg Wang Plaza,
Jalan Sultan Ismail, 50250 Kuala Lumpur

%, 03-2148 7670

04-40 Skudai Parade Shopping Complex,
Jalan Skudai, Batu 10, 81300 Skudai, Johor

Y, 07-558 7670

4A , Jalan Maju, Taman Maju 83000
Batu Pahat , Johor

Ss 07-433 7670




€idleave

The eco way to manage

CHAPTER 1: HR
1.1 DEPARTMENT
1.1.1 Create Dept/ Cat / Branch
1.1.2 Edit Dept/ Cat/Branch

1.2 APPROVER
1.2.1 Create Approver
1.2.2 Approver Permission
1.2.3 Edit Approver

1.3 EMPLOYEE
1.3.1 Create Employee
1.3.2 User / Employee Permission
1.3.3 Edit Employee

1.4 MESSAGING
1.4.1 Send Message
1.4.2 Edit Message

1.5 HOLIDAYS AND LEAVE
1.5.1 Add Holiday
1.5.2 Edit Holiday
1.5.3 Rest Day
1.5.4 Leave Entitle
1.5.5 Edit Leave
1.5.6 Leave Replacement
1.5.7 Past Leave
1.5.8 Compulsory Leave
1.5.9 Leave Control

User Guide

o O1

© 00

10
11
14
15

18
19
19

20
21
22
23
24
25
26
27
28
29



€ivleave

The eco way to manage

CHAPTER 2 : E-LEAVE

2.1 EMPLOYEE
2.1.1 Personal details permission
2.1.2 Edit Personal details
2.1.3 Message Permission

2.2 LEAVES
2.2.1 Apply Leaves
2.2.2 Self Leaves
2.2.3 View All Leaves
2.2.4 Yearly Entitled

CHAPTER 3 : SETTINGS

3.1 COMMUNICATION
3.1.1 E-mail Server
3.1.2 SMS Setting

3.2 Sync Path
3.2.1 UBS Payroll Path

3.3 Backup & Restore
3.3.1 Backup
3.3.2 Restore

3.4 Company Information
3.4.1 Company Details
3.4.2 Company Logo

3.5 User & Access Management
3.5.1 Permission

User Guide

30
31
32
33

34
35
36
36
37

38
39
39

40
41

42
43
43

44
45
45

46
47



Etleave :
The eco way to manage User Gulde

CHAPTER 1

HR
( 1. DEPT / CAT / BRANCH )



leave

The eco way to manage
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1.1.1 Create Branch / Department / Category
e Select the [Setup] tab.
e Click the [Create Branch / Department / Category] .
=
< leave
Welcome L Amir Sign Out O
Create New Department Create New Category
=g Department Name Category Name :
Dashboard Depariment Description : Category Description
Setup - —J £ ‘ - _J i
List/Reports _ (,-
;
Create New Branch
State - |Click to Choose nna\l>— =]
Branch Description | E i _JI

Create Department
1. Key in the department details .

2. Click [Apply] button to create the department.

Create Branch
3. Key in the branch details.
4 Click [Apply] button to create the branch.

Create Category
5. Key in the category details.
6. Click [Apply] button to create the category.
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1.1.2 Edit Branch / Department / Category
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Edit Branch

Branch * Description * State % Edit *

S5 Sungsi Wang \ Kusls Lumpur Edit Delete

Dashboard Branch ISG 1 State IKuaIa Lumpur 2
Setup . /
Description |Sungai Wang Plaza CGhange State | Click to Choose one M

List/Reports

Update  Cancel
EY] Subang Jaya Subang Jays

P Ipsh Ipsh
R Brunei Brunsi 3
sD SUDAN SUDAN

Edit Department
Department * Description * Edit *
Admin Admin
Marketing Warketing
G Management
HD Head of Depanment

TL | Tesm Lesders |
a4 5
Department ITL 7 Description |Taam Leaders

T% O Eail Delete

AD Admin/HRAT/Oparstions 6 £
AC Accounts/Finance E
Pl Froject Management/Quantity Survayer Ed
™ Trainess E
T null Ed ete
Previous n Next »
Edit Category
Category * Description * Edit *
ugs 7 | ugs 8 | Edit_Delete
Category UBS / Description : UBsS / Updatg Cancel ]

ﬂ «Previcus n Mext »
Edit Branch

1. Change the branch details.
2. Select the state of branch
3. Click [Update] button to save the change.

Edit Department

4. Change the department name.

5. Change the description of department.

6. Click [Update] button to save the change.

Edit Category

7. Change the category name.

8. Change the description of category.

9. Click [Update] button to save the change.
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1.2.1 Create Approver

N\
€soleave
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® Select the [Setup] tab.

® Click the [Create Branch / Department / Category

Dashboard

Setup

List/Reports

PowbdPE

Select Employees

- Firdaus

- Nellisha
- Nadia Karman

- Fazrinah
- Farahdila

L

Select the approver details.

Select the employee for your approver.
Click [add] button to add the employee.

Click [Apply] button to submit.

Sign Out O
Map Approver Map Managers
Select Approver : Click to Choose ope Select Managers . Click to Choose Jne [~
Select Branch Click to Choose dhe =] Select Branch Click to Chaass dne | [-]
Select Depariment Click to Choose dhe Select Department Click to Choose dne [~
|
Select Category [Click to Choasa ghe = Select Category [Click to Choose gne [~

Select Employees

- Firdaus
084 : Nellisha

085 : Nadia Karman
- Fazrinah
- Farahdila

—

Select the manager details.

Select the employee for your manager.
Click [add] button to add the employee.
Click [Apply] button to submit.

No gas
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1.2.2 Approver Permission

<
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Navigation Welcome X Amir Sign Out ©
Edit Approver
E-Leave
Approver * Branch = Department % Category = Employees Edit *
HR 1 56 null uss 1,2, null, null, null, null, Anis Nis, Syazs, f1, Edit Delete
Dashboard Sysza Imki null ues n&. Syaza, Amir, Edit Delete
Setup 5 s6 null uss ng, Edit Delete
2 56 null uss 3, Edit Del
List/Reports
Aniz Nis, Nellishs, Fazinah, Atzsinizam . Fatinsh, Ayumi, 1, 2, nf,
Amerul Mizam Imbi ull uss Amir, Nadis Karman, Hazel Hanel, Arya Danisha, Shasha, Ainie Edit Delete
Mustsphs, 2, n, Firdsus, Amslina, Hezizsh , Farshdils, Syszs, Amirsh,
i 56 null null 2, Ecit Delete
] s6 Admin Fingertec . Edit Delete

=

If you want edit an existing user, click [Edit] button at the employee.

2. If you want delete the approver, click [Delete] button at the employee.

1.2.3 Edit Approver

N
leave
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Edit Approver
Approver * Branch % Department # Category * Employees % Edit %
1 S8 null uBs 1,2, null, null, null, null, Anis Nia, Syaza, 1, Edit Delete
Dashboard Syszs Imbi null UES nE, Sysza, Amir, Edit Delete
Setup 5 S8 null uBs n8, Edit Delete
z 56 null uBS 2 Edit Delete
List/Reports AV
Employees 080 : Anis Nia Current Approver IZ \
081 - Hazel Hanel
082 - Farid Change Approver : | Click to Choose ane
083 : Firdaus \

ate Cancel

1. Select the employee.

2. Key in the current approver .
3. Select the approver.

4. Click [Update] button to save .
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1.3.1 Create Employee

® Select the [Setup] tab.
® Click the [Create Branch / Department / Category

N
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Personal Details

E-Leave

m Employee No I Highest Education I \
HR
|
Dashboard Employee Code I Working Experience I
setup Employee Name I IIC No. (Old) I
List/Reports IIC Na. (New) I

Address
IIC Calor : \ Q

] Passport No I K’/
Postcode I

Sex [Male =]

Town

| Race : |Chinese =]
Nationality | Click to Chaose one [-] Bumiputra : [ves [
State i

| Click to Choose one [-] Marital Status : |single ]
Phone Na

| Email ID
Date of Birth :

Spouse Particular Permanent Address/Contact

Spouse Name [ Name I ]
SpUC NG : < Address : | |L' I/‘|_
Mo. of children I I -
| Phone No : |
Spouse Working : [1o — [-]
ot 1)

1. Key in the employee details.

2. Key in the spouse patrticular.

3. Key in your permanent address and contact.
4. Select the user role for your employee.

5. Click [next] button to continue.

Continue at the nest pages. . ..
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Pay
Jab Title [ —~ PayRate Type Monthly 1 IE2
Branch - Pay Wethod A
Dashboard rancl Click to Choose one ayhietnod - Bank =]
—
setup Department Click to Choose one Pay Stalus [Active | =]
|
List/Reports Category Click to Choose one Contract [Yes ) =]

Date Commence I =]

Date Promoted © I

&
£
E

Date Resigned : I A

1. Key in your job details.
2. Key in your pay details.
3. Click [next] button to continue.

= <) g"f;’
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Goverment Insurance

\I Socso No I —_—
L B SocsolC [Use the new IC number | E
S
~ —
] | IEY

Bank Code

Branch Code :

I
Dashboard I
Setup Bank AC No I Tasle [Mormal Contribution
List/R s Category : ‘1 El Category : ‘1
ist/Repor
Payment Mode : I Socso Initial © I
EPF TAX
EPF Mo : I ~ Branch : I I
EPFIC I TaxNo I F 1) —
Table ‘1 L El Category : ‘1 I El
Category : ‘1 El —
EFF (Yee) Formula I M|‘-
EPF (Yer) Formula I

Key in your government details.
Key in your EPF details.

Key in your insurance details.
Key in your tax details.

Click [next] button to continue.

ahrwDdE

Continue at the nest pages. . ..
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Employee Mapping - Restday Add
J—
Appraver Mapping [Click to Chaose ane | Seled Restday Group [Click to Chaose one i
Category Mapping 1
e ‘ —
Setup

List/Reports -

1. Select your employee mapping details.
2. Select your employee restday.
3. Click [submit] button to create employee.
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1.3.2 User / Employee permission.

e Select the [Setup] tab.
e Click the [Edit employee] .

W\
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¢

De\ete

Instant Search |Staff [zme

Emp Ho # Name * Date of Join & Phone No: # Department # Branch # Category # State & Eaits  [)
Dashboard 080 Anis Nia 260712 017871841 Marketing Musr uEs Selangor Edi ]
081 Hazel Hanel 280711 0178714841 Marketing Musr uEs Selanger Edi B
Setup
. 082 Farid 26-07-11 0178714641 Marketing Musr Fingertec Selangor Reset Edit ||
List/Reports
083 Firdsus 270711 0178714841 Marketing Imi Fingsrtec Selanger Reset Edit
084 Nellisha 260812 0178714641 Admin Imbi Fingertec Selangor Reset Edit
085 Nadis Karman 260812 0178714641 Admin Imbi Fingertsc Selangor Reset Edit ]
0se Fazinah 270812 0178714841 Admin Imbi Fingertec Selangor Reset Edit B
087 Farandils 01-08-08 0178714641 Admin Imbi Fingertec Selangor Reset Edit ||
088 Selinns 21-1009 0178714641 Marketing Imi Fingsrtec Selanger Reset Edit ]
089 Shasha 311210 0178714841 Marketing Imi Fingsrtec Kusls Lumpur Reset Edit ]
090 Amerul Nizam 25-08-12 017-8714841 Admin Imbi uBs Selangor Reset Edit ]
091 Amalina 010110 0178714841 Admin Imbi uEs Kusla Lumpur Reset Edit B
082 Ayumi 010111 0178714671 Admin Imbi uEs Kusls Lumpur Reset Edit =
093 Arya Danisha 010112 0178714641 Admin Imbi uBs Selangor Reset Edit |
094 Fatinsh 010113 0178714841 Admin Imi =53 Kusls Lumpur Reset Edit ]
095 Amirsh 010610 0178714641 Admin Imbi uBs Kusle Lumpur Reset Edit ]
090 Alif Bin Ahmed 010209 0178714641 Admin Imbi uEs Selangor Reset Edit ]
087 Ainie Mustapha 010510 0178714841 Marketing Musr uEs Selanger Reset Edit B
098 Afzsinizam 010710 0178714641 Marketing Musr uBs Selangor Reset Edit ||
099 Hazizsh 06-07-09 0178714841 Marketing Musr =53 Selanger Reset Edit ]

Previous n 2 || Next

1 If you want to reset the password, click [Reset] button at the employee.
2 If you want edit an existing use, click [Edit] button at the employee
3. If you want delete the employee, tick and click [Delete] button at the employee.
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1.3.3 Edit Employee
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Personal Details Pay Third Mapping

E-Leave
P —
57\ = Personal Details
HR
Dashboard Employee No I7 Highest Education Idipmma
Setul
p Employes Cads |uaswauru1 ‘Waorking Experience IGrapm‘c designer
List/Reports G Mo, (Old)
Employee Name : Imm‘r I
. IIC Mo. (New)
Address B-01-22 APARTMENT CEMARA |"3” 19
BANDAR SRI PERMAISURI
IIC Color : Ihlue
| Passport No.
Postcode I
56100
| Fl
Male
Town [ereras
Race ‘
Malay [~]
Mationality -
Malaysia
| El Bumiputra ‘Yes |z|
State -
[uata Lumpur -] Warits! Status [singte I
Phone No :
|n1234ss759 Email ID Isyamir’@gmait.:nm
Date of Birth I
19-11-1993 JEc| User Rale ‘
Setting [~
Spouse Particular Permanent Address/Contact

a Spouse Name I Mame : IAmiV’ B
Sp. I No [ Address B-01-22 APARTMENT CEMARA
BANDAR SRI PERMAISURI

MNo. of children In =
Phone No

Spouse Working |No El |mza45sm

1. Change the employee details .

2. Change the spouse patrticular .

3. Change your permanent address and contact.
4. Select the user role for your employee .

5. Click [Pay] button to continue .

Continue at the nest pages. . ..
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Welcome X Amir Sign Out O

Personal Details Pay Third Mapping

Personal Details

Dashboard Branch [imbi -1 Job Title : video Editor —~

Setup Department [admin Pay Rate Type © Monthly

List/Reports
Category [Workingoay Pay Methad Bank =
Date Commence : Im_m_2013 = Pay Status | Active [~]
Date Promoted FE—U&—ZUB ] Contract ‘YE: _ El
Date Resigned : Ign,m,zmg ]

1. Change your job details.
2. Change your pay details.
3. Click [Third] button to continue.

- =
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Personal Details Pay Third Mappingd
E-Leave

=
m Goverment Insurance
HR

Dashboard Bank Code |va Socso Mo IDEF&'IBDO

Setuy .

P Branch Code - Wang Table [ Mormal Contribution |

List/Reports |4 V) —

Bank AIC No [Frrnsrrrm ﬁ- SocsoIC |Use the new IC number — —— [~|
Cateqory : [2 ] = Category © [2 ]I [=]

Payment Made ICheque Socso Initial © I

EPF TAX

f—
EPFNo : ooz ~ Branch [ [ E
EPFIC [pamon1sens Taxho [mz34567 ﬁ'
-1
-]

Table : |1 Category : |1 |z|

Category : |1

EPF (Yee) Formula I

EPF (Yer) Formula © I

Change your government details.
Change your EPF details.

Change your insurance details.
Change your tax detalils.

Click [Mapping] button to continue.

akrwDdE

Continue at the nest pages. . ..
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Welcome X Amir Sign Out O

Personal Details Pay Third Mapping

E-Leave
m Employee Mapping Restday Add

HR
Dashboard Current Approver : ISyaza j Select Restday Group Sunday
Setup Approver Mapping ‘Sym I/-,rm—
List/Reports | Camech| [Snbmik

Category Mapping : m

- 1 \'

1.

Change your employee mapping details.
Change your employee restday.
3. Click [submit] button to save employee.

n
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1.4.1 Send Message

1. Select the [Setup] tab.
2. Click the [Send Message] .

leave
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Sent Message
SelectBranch : [Click to Chaose one ) = Message
|
Dashboard Select Dapariment ‘Chckln Choose one

Select Category

|
\Chckm Choose one J EI

Setup

List/Reports Employee 080 : Anis MNia
081 - Hazel Hanel
- Farid
- Firdaus

N
—

Select your employee details..

Select your employee.

Key in the message.

Click [Apply] button to send the message

PonNPE

1.4.2 Edit Message

<
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Sent Messages

Message Content * Recipient * Date Ll

That is me email . smirsysfighsmid@gmail.com o088 20120816 12:25:28

Dashboard

That is me email . sminysfighsmid@gmail.com 085 20120816 12:28:24
Setup " .

That is me email . sminsysfighzmid@gmail.com 088 2012-08-18 12:25:18
List/Reports That is me email . aminysfighamid@gmail.com 99 2012-08-16 12:25:12

That is me email . smirsysfighsmid@gmail.com 7 20120816 12:25:04

That is my email smirsysfighamid@gmsil com 4 20130816 12:24:07

1. If you want to delete the message, Tick at the message.
2. Click [Delete] button to delete the message.
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1.5.1 Add Holidays

1. Select the [Setup] tab.
2. Click the [Add / Edit Holidays] .

Vo
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User Guide

¢

Dashboard

Setup

List/Reports

NookrwdbDE

Sign Out O
Add Holidays Public Holidays Filter
Date % Description % State = Edit
Select Date : I
01-01-2013 Wew Year Kuala Lumpur, Ssiangor, Edit Deiste
Haoliday Description ©
4 Prophet Muhammad's
24.01-2013 Mational Edit Deists
Birthday {Maulidur Rasul)
Select Country : ‘ Malaysia
27-01-2013 Thaipusam Johor, Kuala Lumpur, Ssiangor, Edit Deists
Select State : All 7
01-02-2013 Fedsral Territory Day | Kusla Lumpur, Edit Deiste
Johar
Kedah 10-02-2013 Chiness New Year | Mational Edit Deiste
Kelantan Chinese New Year (2nd
Kuala Lumpur 11-02-2012 . Mational Edit
v
Labuan
Melacca 01-05-2013 Labour Day Mational Edit Delete
Negeri Sembilan
g 24-05-2013 Wesak Day National Edit Deiete
Pahang e
Perak 01-06-2013 Agong's Birthday Mational Edit Delete
Perlis
10-07-2012 Awal Ramadan * Johor,, Edit Delete
Penang
Putrajaya 26-07-2013 Huzul Al-Quran Sslangor, Edit Delete
Sabah
08-08-2013 Hari Raya Puzsa | Mational Edit Deiste
Sarawak
Selangor 09-08-2013 Hari Raya Pussa National Edit Dsiste
Terengganu
= 31.08-2013 Mational Day Mational Edit Deiste
16-09-2013 Malaysia Day Mational Edit Deists
Apply | | Cancel yata bay e "
Ly 15-10-2013 Hari Raya Haji * Mational Edit Deiste
- 02-11-2013 Deepavali Mational Edit Delete
Awal Muhar ram (Masl
05-11-2013 Mational Edit Delete
Kijrah)
22-11-2012 | Sultan of Johor’s Birthday | Johor, Edit Delete
Hari Hol Almarhum Suitan
09-12-2013 Johor,, Edit Delete
Johor
Sultan of Selangor
1-12-2012 . Sslangor, Edit Delete
Birthday
25-12-2013 Christmas National Edit Deiete

Select the date.

Key in the holiday description.
Select the country.

Select the state.

Click [Apply] button to submit.

If you want to editing an existing holidays, click [edit] button to edit the holidays.

If you want to delete the holidays, click [delete] button to delete the holidays.
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1.5.2 Edit Holidays

leave
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Navigation

E-Leave
=== Date 4  Description & State e Edit
ﬁ Select Date
HR

Welcome X Amir Sign Out ©

Add Holidays Public Holidays Filter

01-01-2012 New Year Kusla Lumpur , Selangor
Dashboard 5
Select Country : alaysia El Select Date |2ma-m-n1
Setup
Select State Holiday Description ew Year p
List/Reports -
Updai Cancel
Kelantan Chinese New Year (2nd
Kuala Lumpur 102202 e National Edit Delete
y
Labuan
Melacca 01-05.2012 Labour Day National Edit Delete
Negeri Sembilan 24-05-2012 Vesak Day National Edit Delete
Pahang
Perak 01.06-2013 Agong's Birthdsy | Mationsl fdit Delets
Perlis )
10-07-2013 AwslRamadan®  Johor, Edit Delets
Penang
Putrajaya 26-07-2012 Muzul Al-Quran Selangar, Edit Delete
Sabah
08-08-2012 HariRaya Puasa | Mational Edit Delete
Sarawak
Selangor 09.08-2013 Hari Rays Puasa Hationsl Edit Delets
Terengganu
bl 34-06-2013 Hational Day Hationsl Edit Delets
-09- ?
Agpl 16092012 Malaysia Day National Edit Delete
15-10-2012 Hari RayaHaji * | Mational Edit Delete
02412012 Deepavati National Edit Delets
Awal Moharram (Maal
05.11.2012 National Edit Delets
Hijrah)
22-11-2013 | Sultan of Johor's Birthday | Johar, Edit Delets
Hari Hol Almarhum Suitan .
05-12-2013 Jehor, Edit Delets
Johor
Suitan of Sslangor .
11122002 Setangor, Edit Delete
Birthaay
25.12.2012 Christmas National Edit Delete

Select the Country.

Select the state.

Select the date.

Key in the holiday description.

. Click [Update] button to save the changes.

g rwN P
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1.5.3 Rest days
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E-Leave Rest Day O Employee @ Group | Click to Choose one |« | | Select Day =]
fbed [ Jan 12| a3 4|5 & 7|8 | 9|1 1| 12|13 14| 15| 18|17 | 18 15 20 21 22 | 23 | 24| 25 s | 27 | 28 | 28 | 30 | 31
mHR FEB 1 2z | 2 | & | 5 & 7 & | 8 10 11|12 13 14| 15 16 17 | 18 18 20 31 323 23 | 324 35 27 | 28
Dashboard MAR 1 2 3 4 5 [} 7 8 9 |10 11| 12| 13 | 14| 15 | 18 | 17 | 18 18 20 21 22 23 | 24 | 25 27 | 28 | 29 30 | 3
Setup APR 1 2 3 4 5 & T | 8 8 10 11 12|13 14 18 18 17 18 18 =z 21 22 23 24 35 26 27 | 23 28 30
List/Reports MAY 1 2 | 3| 4|5 & 7|8 | ®|10|1 | 12|12 |14 15| 1e|17 | 18 19 20 20 22 23| 24| 25| 26| 27| 28| 28| 0| N
JUN 1 2| 3| 4|5 e 7|8 | % |10|11|12|13|14 15|18 |17 |18 | 18 20 21 22 23| 24| 25| 26| 27 | 28 | 28 | 30
Ju 1z |2z | &| s e 7 | 8| ® 10|11 12|13 14|15 18|17 1 18 2 ;| 33 33 | 3¢ 35| 26 37| 2 3B | W A
AUG 1 2 | 3| 4|5 8 7|8 | 9 |10|1n| 12|13 |14 15 18|17 18 18 =20 21 22 23| 24| 25| 26| 27| 28| 29| 30| 3
SEP 1z | 2z | 4| 5 e 7 | 8| ® 10|11 12| 13 14| 15 18| 17 18 18 320 21 | 23 23 | 34 35| 36 27 | 38 28 | 20
octT 1 2 | 3| 4|5 8 7|8 | 9 |10|11| 1213|1415 18|17 18 18 20 20 22 23| 24| 25 27 | 28 | 29 | 30 | 31
Mov 1t 2z 2 4| 5 & T | 8 & 10 11 12|13 14 18 18 17 18 18 2 =20 22 23 24 | 325 26 27 | 23 28 30
DEC 1 2z | 2| &| 5 e 7 | 8| ® 10|11 12|13 14|15 18|17 1 18 2 ;0 323 33 | 3¢ 35| 26 37| 2 3B | W A
Edit Rest Day ) Employee @ Group [ Click to Choose one : Select Day :
Map Employee Create Group
Select Branch

| Click to Choose ome—~ Group Name : I

Selact Department \ Click to Choose one

Select Category Click to Choose one

o

Employee : 080 - Anis Nia =
081 - Hazel Hanel __J E u
082 : Farid
083 : Firdaus 2

Group Mame

‘ Click to Choose one

()
]

Mapping List Group List
Category Name Employees Delete Group Name Delete
Sundsy Hazel Hanel, delete Sundsy Delete
Sat-Sun Anis Nis, delate Sat-Sun Delete
Test delate Test Del

Select the employee details.

Select the group name.

Click [Apply] button to submit.

Key in the group name.

Click [Apply] button to create the group name.

. If you want to delete the employee rest day or group name, click [delete] button

oOUAWNPE



The eco way to manage

1.5.4 Leave Entitle

leave
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Dashboard

Setup

List/Reports

1. Key in the annual leave and medical leave per year.

Welcome X Amir

Leave Entitle: Annual Leave

User Guide

Sign Out ©

Years 1st 2nd 3rd 4th 5th 6th 7th sth ath 10th

1 ]le |12 12 12 |16 |18 |[18 |16 \

2 o |10 |14 | [14 |14 | 18 |18 |18 | 18 |[18 |

3 2 |12 | 12 |18 |18 | 18 |20 |20 | 20 |20 |

4 0 |10 | 10 |10 |14 | 10 |10 |10 | 10 | [10 |

5 |12 |12 | 12 |18 |18 | 18 |20 |20 | 20 |20 |

[10 |10 | 18 |10 |12 | 10 |10 |10 | 10 | [10 |

Leave Entitle: Medical Leave
Years 1st 2nd 3rd 4th 5th Bth 7th 8th 9th 10th

1k |[6 |6 s IE E i |10 | 10 |10 |

z b |[6 E s |10 | 10 i 12 |12 |[12 |

b |[6 |6 |6 |6 | |6 |6 | |[12 |

4 |2 |[12 | [12 |[12 |[12 | [12 |[12 |[12 | [12 |[12 |

5 I |2 E 4 I | Jd I[e | J[14 \

s 12 [[12 |12 |12 |12 |12 |12 [[12 |12 1B ]

2. Click [Generate] button to generate the leave.
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1.5.5 Edit Leave
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F\Iter Delala

Instant Search |Stzff [z

EmpNo # Hame + Leave Type * Date * Days # Status + Reason * a +*

Dashboard B Syazs Annuzl Leave 08108/2012 1 _ Past Leave gait [
setup 2 2 Annusl Leave 12/08/2012 1 _ Testing cat £
List/Reports 2 2 Annusl Leave 2000712013 1 _ Testing |

z z Annuzl Leave 210072012 1 _ Tasting gait [

2 2 Annusl Leave 05/08/2012 1 _ Testing car

2 2 Annusl Leave 08/08/2013 1 _ Testing + O

2 2 Annusl Lesve 07/08/2012 1 _ Tasting cait B

01 Amaling Megical Leave 18102/2012 1 _ Tasting gait [

092 Arya Danisha Annusl Leave 250712012 1 _ On Leave cat £

092 Arya Danisha Medical Leave 1510712012 1 _ [¥le] |

0z Arya Danisha Annuzl Leave 021042012 1 _ Annuzl Leave gait [

{
Leave Type IAnnuaI Reason nnual Leave
Change to |Annua\ Leave Status Rejected Izl
Update _ Cancel

052 Arya Danisna Wedical Leave 091082012 1 C

092 Arya Danisha Annusl Leave 231052012 1 _ v O

092 Arya Danisha Annusl Leave 11/06/2012 1 _ : B

0z Arya Danisha Megical Leave 19/08/2012 1 _ MC gait [

052 Arya Danisha Medical Leave 250082012 1 _ uc car

080 Anis Nis Annusl Leave 2410712013 1 _ tews Edi

list per page - 20 [ «Frevious n 2|[3] Nexts

Select the leave type.

Key in the reason.

Select the status for the leave.

. Click [Apply] button to create the group name.
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Welcome X Amir Sign Out O

Leave Replacement

Select Branch ‘ Click to Choose one I Search Employees I_-‘)‘ ch
A Searc
|
Dashboard Select Department - [Ciick to Choose one Il x Select Employess | Click to Choose one
Setup Select Category ‘Chckln Choose one  ___J El Work Date i)
List/Reports Mo of Leave Granted I
? - E
Replacement Leave List
EmpNo # Name * Department + Branch ¥ Category # Date ¥ Days Granted + Edit + D%
1 1 Admin sG uBsS 10072013 2 it B
080 Anis Nis Marketing Musr uBsS 04082013 2 Egit B
LEES Arys Danisha Admin Imbi uBs 12.082012 2 Esit B
null il null null null 10:072012 1 Eqit
list per page : 20 [=] erevious | Q] ve

1.
2.
3.
4.
5.
6.
7.

Select the department of employee.

Select the employee.

Select the work date

Key in the no. of leave granted.

Click [Apply] button to submit.

If you want edit an existing user , click [Edit] button at the employee.

If you want delete the employee leave, tick and click [Delete] button at the
employee.
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1.5.7 Past Leave
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Dashboard

Setup

List/Reports

User Guide

Welcome X Amir Sign Out O
Past Leave

Search Emplayees : I;_:a.;_. HalfiFull Day : ) HalfDay ) Full Day

Leave Date -
Select Employees [Click to Chaose one I
. Total Leave Days
Leavs Type nnual Leave =]
(g
\aEn
Past Leave List
Emp No# Name + Department Branch ¢ Category 4  LeaveType Daté Days # Edit ¢ [s
4 Syszs Admin Imbi uBs Annusl Lesvs

list per page : 20 []

ONOOhODNE

employee.

Select the employee.

Select the leave type.

Tick one of half day or full day.
Key in the leave date.

Key in the total of leave days.
Click [Apply] button to submit.
If you want edit an existing user , click [Edit] button at the employee.

If you want delete the employee leave, tick and click [Delete] button at the

08-08-2013 dit
Previous n Next
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Compulsory Leave

Leave Type

Half Day / Full Day
Leave Start Date

Dashboard

Setup

Annual Leave

@ Hafpay @ Full Day

. Leave End Date :
List/Reports I

Total Leave Days I

Reason

‘Compulsory Leave List

EmpHNo # Name ¥ Department
1 1 Admin
null null

list per page © 20

Select the leave details.

Select the employee.

ONOORWODNE

employee.

Category + Date + Days

Key in the reason for ur leave.
Select the employee details.

Click [Add] button to add the employee.

Click [Apply] button to submit.

If you want edit an existing user , click [Edit] button at the employee.

If you want delete the employee leave, tick and click [Delete] button at the

Sign Out O

Select Branch | Click ta Choose one
Select Department :

Click to Choose ane

—t
Select Category [Click to Ghoose oné -]

080 - Anis Mia

081 - Hazel Hanel
082 : Farid

083 - Firdaus

084 - Mellisha

085 - Nadia Karman
086 - Fazrmah\ bl ©

[

Reason * Edits

02072012 10 Testing Eqit
10-07-2013 10 Migrain dit o
evovs | e
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1.5.9 Leave Control
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Welcome X Amir Sign Out O

BF Leave Adjustmest

Assign BF Adj

Categary Search Employees

[Click to choose one Iaeamh

Leaves Granted Employee : - "
Dashboard [Use Full 5F Leawes [ 080 - Anis Nia E{\
Leave Type E|

nnual Leave
‘- BF Adj Granted : gp B
-

Apply
B

Setup

List/Reports

Select the category.

Select the leaves granted.
Click [Apply] button to submit.
Select the employee.

Select the leave type.

Key in the BF Adj. granted.
Click [Apply] button to submit.

Noohs~wbhPE
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2.1.1 Personal Info Permission
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Welcome X Amir Sign Out O

Personal Details

E-Leave

Dashboard

Employee Code |UBSWSUTU1 Highest Education }dlp\oma
Personal Info

Employee No IT Working Experience |Graphic designer
self Leave

Employee Name lAm\r 1/C No. (Old) I
Apply Leave

Address B-01-22 APARTMENT CEMARRA VG No. (New) |931”9

View All Leaves BANDAR SRI PERMAISURI

I'C Color
Yearly Entitled -
early Entitle Postcode [s&100 I
PassportMNo.
Messages
Town [cHERAS s I
. ex ‘Ma\e El
Mationality ©
|Ma|ays|a Race [Malay I~
State
[iuala Lumpur Bumiputra : [es -1
Phone No [0123456789
Warital Status : [single -]
Date of Birth [19-11-1983 ] EmaillD [syamir@gmail. com
Spouse Particular Permanent AddressiContact
Spouse Name I Name lAmir
Sp.IC Mo [ Address B-01-22 APARTMENT CEMARA
. BANDAR SRI PERMAISURI A
No. of children In
Phone No )
Spouse Working © |Yes Izl Imzads

Change Password

Current Passward I

New Password I

[Apply |

1. If you want edit your personal info, click [Edit] button.
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2.1.2 Edit Personal Info
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v
ﬁ E-Leave
Dashboard
Persanal Info
Self Leave
Apply Leave
View All Leaves

Yearly Entitled

Messages

O~ WDNPEk

(2}

B .
Personal Details

Employee Code :
Employee No
Employee Name

Address

Postcode

Town

MNationality
State
Phone Mo

Date of Birth

Spouse Particular

Spouse Name :
Sp. IIC No

Nao. of children
Spouse Working

Change Password

Current Password

New Password :

password.

|UESWBHTU1 Highest Education :
IT Working Experience
= IIC Mo (@16) ©
5-01-22 AEARTMENT CEMARA IC No. (New)
BANDAR SEI PERMAISURI P
= IiC Calor @
IEETOB Passport No. :
|cHERAS Sex
|Ma|ays\a Race
IKua\a Lumpur Bumiputra
123455789 Marial Status -
[t5-11-1593 = EmailD :
Permanent Address/Contact

I Mame

Address :
o

Phone Ma :
|Yes — El
| —J
(Aobly |

| W

. Change the employee details.

. Change the spouse particular.

. Change your permanent address and contact.
. Click [Save] button to save the change.

. If you want to change the password, insert your current password and new

. Click [Apply] button to submit.

||:I|plnma \

IGraph\c designer

Joat113
|b|ue B
| >

‘Male

‘Malay

‘Yes

EIREIRENREY

N

‘S\ng\e

|syam|r@gma|\,cnm

P—‘\m\r

B-01-22 APARTMENT CEMARR
BANDAR SRI PERMAISURI

|
[0123456789 J
-

g
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ﬁ E-Leave ~JEELED Delete
Dashboard Message Content + Sender & Date £ +
Personal Info Tomarmow meeting st 1 o'clodk 1 2012.08.15 14:14:07
Self Leave That is me email . smirsysfighamid@gmsil.com 7 2013-08-18 12:25:04 )
Apply Leave -

Wiew All Leaves
Yearly Entitled

Messages

=

mHR

T Setting

1. Tick or select the message
2. Click [Delete] button to delete the message.
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2.2.1 Apply Leaves
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h = 0o 0 August 2013 [ moms |
E-Leave

Apply Leave
Sun Mon Tue Wed Thu Fri Sat
Dashboard 28 1 2 3
Aoprover [Syeza
Persanal Info
Leave Type |Annua\ Leave
Self Leave - - 4 3 [] 7 8 0 10
Half Day /Full Day O HalfDay @ Full Day W Rays Pusa b Ras Puass.
Apply Leave Leave Start Date I :
view All Leaves Leave End Date | | 1 12 13 14 15 16 17
Yearly Entitled
Total Leave Days I J
Messages 18 e 20 21 22 23 24
Reason :
25 26 27 28 29 30 31
Matorsi Day
Annual Leave Summary Medical Leaves Summary
Brought Forward: 0 Leaves This Year Entitle: & Leaves
Entitle: 8 Leaves Taken: 0lLeaves
Eamned: 45 Leaves Balance: 6 Leaves
Claimable: 4.5 Leaves
Adjustment: 0Leaves
Taken: 9 Leaves
Balance: -1Leaves

Select the approver.

Select the employee details.
Key in the reason for your leave.
. Click [Apply] button to submit.

1
2
3.
4
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2.2.2 Self Leaves
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L L Slefusie s
'fl Bl |y teave detai
e details
E-Leave v

Dashboard Leave Type & Date Apply % Leave Date # Days # Status % Reason * Cancellation Reason $ *
personal Info Annual 290712013 010712013 1 _ Holidsy —
Self Leave Annual 2800712012 02/07/2013 1 _ Holigsy —
Apply Leave Annusl 2800712013 0200412013 1 _ Picnic —
View All Leaves Annusl 290712013 21022012 1 _ Knuzuz —
Vearly Entitied Annual 280712012 22022012 1 _ Khusus —
Messages Annual 290712013 10/10/2013 1 _ holiday —

Annual 290712013 11/10/2013 1 _ holiday —

Annual 2800712012 30/07/2013 1 _ khusus —

Annusl 2800712013 2100712012 1 _ khuzuz

list per page: 20 7]

1 If you want to cancel your leave, tick at the leave and click [Cancel] button .

. 2.2.3 View All Leaves

-

o
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(=]

U
Leaves Applied
”

Dashboard o o0 August 2013 m

Personal Info

Sun Mon Tue Wed Th

soply Leave

View All Leaves

2
H]
=

Sat
Self Leave

4 5 ] 7 8 9 10
et Rgsamaa
Yearly Entitled

1 1 15 16 17

2 13 14

Messages

20

18 19 21 22 23 24

25

26 27 28 29 30 31
[T

null (Examination) null (Examination) null (Examination) null (Examination) null (Examination) null (Examination)}

e At this pages, user can see all the employee leaves and public holidays.
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2.2.4 Yearly Entitled

~ __%
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h 8 My Ls S
y Leave Summary

E-Leave
Dashboard Leave Type BF BF Adj Adj Entitle Earn Claimable NPL Taken Balance
personal Info Annual Leave: a o a & 55 55 1 L] ]

i 2 [ o 0 L} 4 4 0 0 )
Self Leave Wedical Leave:
Apply Leave

View All Leaves Replacement Leave

Yearly Entitled Date No of Days Granted

Messages

e This pages has been view the total leave of your employee at yearly.
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3.1.1 E-Mail Server
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Welcome X Amir

Sign Out O

¥

Email Settings Email Preference
E-Leave

ﬁ SMTP Server [rsllecoleave’c Choose Employees
HR

- Email ID
.

& c ——

Password

- Firdaus
084 : Mellisha

- Madia Karman
- Fazrinah

(V%

1. Key in server setting. 3. Select the employee.
2. Click [Apply] to submit. 4. Click [add] button to add the employee.
5. Click [Apply] button to submit.

3.1.2 SMS Setting

P

leave
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7

Welcome X Amir

Sign Out O

SMS Settings SMS Prefrences
E-Leave

—
mHR Senedrid |hnp:/fwvwv.un aysm /api2.asp

- UserID
.

¥ setting

|APICDOINY3V]

Password I ................. I.

(%

« Arya Danisha

084 - Fatihah

095 - Amirah

096 - Alif Bin Ahmad
© Ainie Mustapha

- Afzainizam i

L

-
1. Key in the SMS setting. 3. Select the employee.

2. Click [Apply] to submit. . Click [add] button to add the employee.
. Click [Apply] button to submit.

(G2
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3.2.1 UBS Payroll Path

"':" /,?
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UBS Payroll Path

Browse Path - Choose Files | Mo file chosen

-
N\

1. Choose file from your desktop.
2. Click [Submit] button.




User Guide

CHAPTER 3

SETTING
( 3. Backup & Restore )



User Guide

3.3.1 Backup

4

leave
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Sign Out O
J
ﬁ Take Backup

E-Leave

m Click here to take backup
HR

.

' Setting

1. Click [Apply] button to download the backup data.

3.3.2 Restore

=\

leave
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Sign Out O

Restore Data

Upload File

Choose File | No file chosen

(oo
1. Choose file at your desktop.
2. Click [Apply] button to restore the data.
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3.4.1 Company Details
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Sign Out O
‘Company Details

Title -

Details - |

-
1. Key in the title of your company
2. Key in the details about your company.
3. Click [Apply] button to restore the submit.
3.4.2 Company Logo
‘-‘.‘,{?
Tesleave
Welcome X Amir Sign Out O
h E-Leave R &—l
ﬁHR Browse Logo Choose File | No file chosen
.
r Setting E

1. Choose image file for your company logo.
2. Click [Apply] button to submit.
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1.
2.
3.
4.
5.
6.
7.
8.

Individual Permission

SelectBranch :
Select Department :
Select Category
Search Employees :

Employee :

Employee Role

Permission List
Role Name
Approval

E-lesve

HR
Setiing

Approvel (Recommend)

|Chcktn Choose ong
S

|Chcktn Choose one

|Chcktu Choose one

——

080 : Anis Nia

082 : Farid
083 : Firdaus

081 : Hazel Hanel _“

i »

i

|Chcktn Choose one

E

Select your employee details.

Select your employee role

Click [Apply] button to submit.

Key in your role name.
Select your permission.

Click [Apply] button to submit.
If you want edit an existing use, click [Edit] button at the permission role.
If you want delete the employee, tick and click [Delete] button at the permission role.

E-Leave, Approval [Approve),

E-Leave, EClaim, E-Fayslip, Approval [Approve), HR, Setting Edit
E-Claim Edit

E-Lzave, HR, Edit

E-Leave, HR, Setting Edit

E-Lesve. Approval [Recommend] Edit

Permission Roles

Role Mame | 4
[
Permission [ E-Leave
O E-craim
] E-Payslip

[T] Approval (@ recommend ) Approve )

O Hr

[7] setting
f =\

Roles Edit

v v Edit
E-Leave, dit

DDDE&:‘]DD



