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SECURITY
1.1 Onboarding

Once the app is launched, the onboarding page will be shown to the user. The onboarding page

consist of the introduction to the app. In addition, user is able to select the language for the app and
know more about EmplX system as well.

1.1.1 Landing

[< <]

Approval through mobile phone

Go to Login

More

@ Language

1. This is the onboarding page for the EmplX app
2. User cantap on “Go to Login” to go to login page
3. User can know about updates for EmplX products by tapping on the “More” link. There are 5

options
a. Privacy
b. Website
c. Rateus
d. Request Demo
e. Like Us in Facebook



Privacy
Website
Rate Us
Request Demo
Like Us in Facebook

Cancel

4. User is able to change the language for the app by tapping on “Language” link. Currently
there are 4 languages available in the app.

Change Language

+/ English(us)
(M)
R (%4E)

Bahasa Melayu

5. User able to find the app version on the bottom for the onboarding page.



1.2 Login / Forget Password
User able to login to the EmplX app by authenticating through login ID and password. The app also
utilises device authentication (fingerprint and Face ID) after the first-time login.

1.2.1 Login

1. Insert the user ID and tap on “Next” button.

Forget Password

2. Tapon “Next” after inserting the password. User is able to view the password entered by

tapping on “ putton.

Passwonrd
[ all °

&

Forget Password

3. User will be redirected to Dashboard or Company Selection (if more than 1 company) if the
authentication is successful.



1.2.2 Forget password

Forget Passy

User ID
o

‘ Email

Insert the login ID and email for the account

Click on “Submit” button

Reset password email will be sent to respective valid email account

User can reset the password by following the instructions from the email

PwnNne

1.2.3 Login with local device authentication (Fingerprint & Face ID) / Auto Login

EmplX app also provides local device authentication such as fingerprint or Face ID. This feature is
only applicable for the devices which support local authentication.

1. To turn on the local authentication, please go to “Profile” tab and tap on “Security”
About
@ Security
@ Language

Support

& Help & Support

Legal

B Privacy Policy
B Eua
[ About

Connect

[Z Apps Feedback



2. The local device authentication will be shown if applicable. Switch on the local device
authentication to use it.

-E| Auto Login O

et
&, FacelD

(@ Change Password >

3. The local device authentication button will be shown each time the user opens the app.
User can skip the login by authenticating using local device authentication.

<

Forget Password



1.2.4 Multiple companies

( Search Company

Q. Search Company

MYwave

1. Select company page is only applicable for users who have more than one company

account with EmplX.
2. User can search the company name using the search bar on the top of the page

3. Tap on the company name to confirm the selection.



DASHBOARD
2.1 Dashboard

Dashboard is the landing page after user login. The user can view various information from the app

including user profile, selected company, pending action, health declaration, timecard error, leave
and claim balance. User is also able to switch company in this page as well.

2.1.1 Switch company

MED MYwave Sdn. Bhd.

Good Evening

001 YIN MEI

Pending Action
MYwave Sdn. Bhd.

Leave 2item(s)

Claim litem(s)

Health Declaration

Stay safe.

Declare Now

Time Card Error
3] a8 w @

Dashboard Application Calendar

1. Click on the top right company icon to switch company

2. The company list will be shown. User is able to search for the company name as well. Tap on
the company name to confirm the selection.



Search Company

Q  Search Company

MYwave Sdn. Bhd.

3. After that user will be redirected to the dashboard of the selected company.

2.2 Pending Action
To avoid missing any pending action, user is able to view pending action items from different
companies in the pending action section.

2.2.1 Pending Action

Pending Action

MYwave Release Testing Company |

Leave litem(s)
Claim 20 item(s)

Overtime 123 item(s)

1. User can tap on the pending action item and the app will redirect the user to the respective
approval pages

2. User also can swipe left or right for viewing different company’s pending action items.

3. By tapping on pending action items from different companies, the app will auto switch to
the respective company.



2.3 Health Declaration

The health declaration module is only applicable for users that subscribe to this service. The “Declare

Now” button is a shortcut to the health declaration module.

2.3.1 Health Declaration

1. Tap on “Declare Now” button will redirect user to health declaration page.

Health Declaration

Stay safe.

2.4 Timecard Error
Timecard error will appear if there is absent or error record on the day.

2.4.1 Timecard Error Summary

Time Card Error

Today Absent Today Error
Record Record

1. Useris able to view the summary for the timecard absent record or error for current day.

2. By tapping the button, user is able to view the detailed information.

10



2.5 Leave/Claim Balance
This section consists of the summary for the leave balance and claim balance.

2.5.1 Leave and claim balance

Leave Balance

2242
Day(s) C
2h timeoff Annual & An
12Hour{s) expired on B.420ay(s) expired on aDayis
Decamber 31, 2021 Decembar 21, 2021 Dacem

Claim Balance

YR MYR
9,997.00 1,000.00 No

20200310 Car Maintenance Hot
Allowance
Daily 4 Monthi(s)

1. Useris able to view the balance and expiry date for leave and claim entitlements.
2. User will be redirected to the respective application screen by tapping on the leave/claim
type cards.



APPLICATION
3.1 Application Home

Application home is the menu for the various modules. User is able to find the respective modules
and functions on this page.

3.1.1 Home

User Admin

Search

Leave

Application Approval History

Claim

Approval

) s L S @
Dashboard Application Calendar CMS Profile
N

1. Switch to supervisor mode on top of the search bar.
2. User able to search the modules using the search bar
3. Tapping on a button will navigate user to the respective page

12



3.2 Leave

3.2.1 Leave Application
1. Tap on Leave “Application” on the application menu. Then, select the employee you wish to

apply on behalf of.

m [ ACTIVE

. EMP009 5
@) JOYCE WONG

Engineering

Sup: EMP010 - KHOO SIEW LING

End of Content

2. Tap “Start Date” or “End Date” to select the leave dates. Then tap on “Next” to continue.

X Leave Application

Please select the date you want to apply

Start Date End Date
2021-09-21 2021-09-21 Today 6
2021-09-21- 2021-09-21
X 2021 September
Duration
1days

23

30

A R

3. The entitled leave type and days will be shown. Select the leave type to proceed.

4

13



*x Leave Application

Select leave type

All Applicable Not Applicable
2 hours No Li...
annual leave cw No Li...
Contract AL 0
Day(s)

Contract Hospital Leave 0
Day(s)

Unpaid Leave 0
Day(s)

4. Then select the leave method (Full Day, Half Day and Hourly), session (First session, Second
session) and hour for the leave. Tap “Next” after selecting leave method and session.

x Leave Application

Start Date: End Date:
2021-09-21 2021-09-21
Leave Type:

Unpaid Leave

Method

Full Day N

\

14



5. The duration, crash and emergency leave count will be displayed. User can exclude the leave

dates by pressing X, Press “Next” button once confirmed.

Start Date:
2021-09-30

Leave Type:
Unpaid Leave

Duration
1

Day(s)

Date:

30 Sep 2021 (Thu)

2021-09-30 16:00:00

A

End Date:
2021-09-30

Clash Ei

Day(s)

X

Next J

6. User can insert leave remarks and add attachments through file explorer, gallery or by taking

photos.

Remarks

Attachment

Add Attachment

Back

Next

15



7. User can review leave details before submitting. Tap the “Submit” button to proceed.

x Leave Application

Summary

—

Start Date

2021-09-30

End Date

2021-09-30

Leave Type

Unpaid Leave

Session

Full Day

Start Time

2021-09-30 08:00:00

End Time

2021-09-30 16:00:00

Duration

1 Day(s)

Remarks

Emergency

Submit

8. There are 3 options for submission which are “Submit actual leave
“Add to list”.

Choose how your leave will do

Submit actual leave
Save plan leave

Add to list

Cancel

9. Submission notification will pop out once user submit successfully

Draft submit successfully

Done

n o u
7

Save plan leave” and

16



3.2.2 Leave History

1. Tap on Leave “History” from the application menu. Then, select the employee to be viewed.

<
“ [ ACTIVE |

JOYCE WONG
Engineering

& EMPO09

Sup: EMPO10 - KHOO SIEW LING

End of Content

Employee Selection

Q

2. Alist of leave history will be displayed. User can browse through the history of applied leave

here.

» Approved

( Leave History

Approved |l Application

EMP009 JOYCE WONG
(BUSINESS) - Business Leave
2020-11-30 until 2020-11-30

Pending Supervisor | Application

EMP009 JOYCE WONG
(ANL) - Annual Leave
2020-11-25 until 2020-11-26

Pending Supervisor | Application

EMPO009 JOYCE WONG
(ANL) - Annual Leave
2020-11-18 until 2020-11-19

Pending Supervisor | Application

EMPO009 JOYCE WONG
(MED) - Medical Leave
2020-11-16 until 2020-11-17

Pending Supervisor

(o}

Pending

>

17



3. User can tap on three dots on the top right to sort or filter through date range for the leave
history. By tapping on “Sort”, user is able to sort based on the provided list.

Sort by: Clear
©® sort to oldest first
® sort by recent first
13 Sort by employee no (A-Z)
1 Sort by employee no (Z-A)
12 Sort by employee name (A-Z)
1% sort by employee name (Z-A)

Sort by leave type {A-Z)
=1 Sort

m Approved Pending SUE 7 Date Sort by leave type (Z-A)

4. By tapping on “Date”, the date filter will pop out. User is able to filter the leave history
based on the date range.

Date Range

2021-01-01

2021-12-31

5. To clear the date range filter, user just need to tap on the close button.

2021-01-01 until 2021-12-31

6. Useris also able to filter the leave status by tapping on the badge menu on the top of the
page.

m Approved Pending Supervisor Pendint

18



7. User can search for the history by tap on magnifying glasses icon. By inserting the search
information in the search bar, the relevant leave history items will appear in the search
result.

{  LeaveHistory

| business Iﬁl

Approved | Application >

EMPO009 JOYCE WONG
(BUSINESS) - Business Leave
2020-11-30 until 2020-11-30

>

EMP009 JOYCE WONG
(BUSINESS) - Business Leave
2020-11-10 until 2020-11-10

>

EMP009 JOYCE WONG
(BUSINESS) - Business Leave
2019-10-24 until 2019-10-24

>

EMP009 JOYCE WONG
(BUSINESS) - Business Leave
2019-10-21unt 2019-10-21

8. By tapping the leave history item, user is able to view details for the leave history item. User
can withdraw / cancel the leave by tapping the Cancel / Withdraw button at the bottom.

< Leave History Info

Information

Employee
EMP0OS - JOYCE WONG

Leave Type
(BUSINESS) - Business Leave

Date
2020-11-30 until 2020-11-30
Total: 1 Day(s)

Remarks

Application Type
Application

Leave Information

2020-11-30 (Mon)

|2020-11-30 08:00:00 | s | 2020-11-30 17:00:00

Submitted on September 21, 2021

End of Content

19



9. Click on the check box on top right if user want to select specific leave date to withdraw and

cancel.

Information

EMPO09 - JOYCE WONG

(BUSINESS) - Business Leave

2020-11-30 until 2020-11-30
Total: 1 Day(s)

Application

Leave Information

2020-11-30 (Mon)

2020-11-30 08:00:00 n4j) | 2020-11-30 17:00:00

Submitted on September 21, 2021

Cancel (1) n

10. Tap the “ button to pop out the remarks panel for filling in the leave remarks. User can
apply or clear the remarks in this panel as well.

Insert Remark

Remarks

|

Clear Remarks

)

[

Cancel

)

20



3.2.3

Approval

1. Tap on Leave “Approval” from the application menu. A list of pending leave approval items

2.

will be displayed. User can browse through the list of pending items here.

@ oo

8

EMP001 ABDUL RAHMAN
(ANL) - Annual Leave
2020-01-16 vt 2020-01-16

EMPOO1 ABDUL RAHMAN
(TRAINING) - Training Leave
2019-08-011ntil 2019-08-01

EMPOO1 ABDUL RAHMAN
(UPL) - Unpaid Leave
2019-12-26 unti 2019-12-26

EMPOO02 BEN TAN
(ANL) - Annual Leave
2020-01-22 until 2020-01-23

4

User can tap on three dots on the top right to sort or filter through date range for the leave

history. By tapping on “Sort”, user is able to sort based on the provided list.

=1 Sort

¥ Date

P

Sort by:

® sort to oldest first

(© sort by recent first
15 Sort by employee no (A-2)

1 Sort by employee no (Z-A)

4 Sort by employee name (A-Z)
£ Sort by employee name (Z-4)
Sort by leave type (A-Z)

[iill sort by leave type (Z-A)

= |

Clear

21



3. By tapping on “Date”, the date filter will pop out. User is able to filter the leave history
based on the date range.

Date Range

2021-01-01

2021-12-31

4. To clear the date range filter, user just need to tap on the close button.

2021-01-01 until 2021-12-21

5. User is also able to filter the leave status by tapping on the badge menu on the top of the
page.

» Approved Pending Supervisor Pending

6. User can search for the approval item by tapping on magnifying glass icon. By inserting the
search information in the search bar, the relevant approval items will appear in the search

result.

EMPO02 BEN TAN
(AML) - Annual Leave

2020-01-22 until 2020-01-23

22



7. By tapping on the pending approval item, user is able to view details for the applied leave.
User can approve / reject all leave dates by tapping on “Approve All / Reject All” button at

the bottom of the page.

£ leave Approval Info

Information
nploye
EMPOO1 - ABDUL RAHMAN

(ANL) - .Mnual Leave
Balance: 19 Day(s)

2020-01-16 until 2020-01-16
Total: 1 Day(s)

\pplication Ty
Application

pproval State >
Pending Approval

Leave Information

2020-01-16 (Thu) .

2020-01-16 07:00:00 ;| 2020-01-16 15:00:00

Submitted on January 15, 2020

Approve All Reject All

8. Tap on the check box on the top right if user want to select specific leave date to approve or

reject.

< Leave Approval Info x

Information
ploy
EMPOO1 - ABDUL RAHMAN

(ANL) - Annual Leave
Balance: 19 Day(s)

2020-01-16 until 2020-01-16
Total: 1 Day(s)

abpicaton |

Fending Appro >
nding Approval

Leave Information

2020-01-16 (Thu) O
2020-01-16 07:00:00 | ,ny| 2020-01-16 15:00:00

"

Submitted on January 15, 2020

Approve (0)

23



9. Tapthe “ button to pop out the remarks panel for filling in the leave remarks. User can
apply or clear the remarks in this panel as well.

—

Insert Remark.

Remarks

Apply Selected (0)

Clear Remarks

—

—

Clear All Remarks

—

Cancel

—_——
—

24



3.3 Claim

3.3.1 Approval
1. Tap on Claim “Approval” from the application menu. A list of pending claim approval items
will be displayed. User can browse through the list of pending items here.

ID: 282

EMPO001 ABDUL RAHMAN
January 2020

MYR 280.00
Submission Date: 2020-0-15

2. User can tap on three dots on the top to sort or filter through invoice/receipt date range for
the claim history. By tapping on “Sort”, user is able to sort based on the provided list.

| —

Sort by: Clear
G) Sort by amount asc
® sort by amount desc
1 Sort by employee no (A-Z)
11 sort by employee no (Z-A)
-1 Sort 1% Sort by employee name (A-Z)

¥ Date 1% sort by employee name (Z-A)

3. By tapping on “Date”, the date filter will pop out. User is able to filter the claim history items
based on the invoice/receipt date range.

Date Range
Start Date
Clear
End Date
Clear
( Close

25



4. To clear the date range filter, user just need to tap on the close button.

2021-01-01 until 2021-1;

5. User can search for the approval item by tapping on magnifying glass icon. By inserting the
search information in the search bar, the relevant approval items will appear in the search

result.

ule)

ID:282

EMP001 ABDUL RAHMAN
January 2020

MYR 280.00
Submission Date: 2020-01-15

6. By tapping on the pending approval item, user is able to view details for the applied claim.
User can approve / reject all claim items by tapping on “Approve All / Reject All” button at
the bottom of the page.

Information

EMPOO1 - ABDUL RAHMAN
282

MYR 280.00

January 2020

2020-01-15

Claim Information

Optical (Dental / Optical)
MYR 180.00

Invoice Date: 2020-01-02
Description: -

View Approval Hierarchy

Medical for Self / Spouse [ Children - CR -
(Medical)

MYR 100,00

Invoice Date: 2020-01-07

Description: -

View Appraval Hierarchy

Approve All Reject All

26



7. Tap on the check box on the top right if user want to select specific leave date to approve or
reject.

< leave Approval Info b 4

Information
Employes
EMPOO1 - ABDUL RAHMAN

kANL} - ;\nmal Leave
Balance: 19 Day(s}

2020-01-16 until 2020-01-16
Total: 1 Day(s)

Anplication
e >
Leave Information

2020-01-16 (Thu) D

2020-01-16 07:00:00 ny 2020-01-16 15:00:00

Submitted on January 15, 2020

Approve (0) Reject All

8. Tapthe “ button to pop out the remarks panel for filling in the claim remarks. User can
apply or clear the remarks in this panel as well.

—

Insert Remark.

Remarks

Apply ted (0]
[ Clear Remarks ]

[ Clear All Remarks ]

[ cancel ]

27



CALENDAR
4.1 Calendar (Leave, Shift and Public Holiday)

User able to view the leave, shift and public holiday events in the calendar.

4.1.1 Agenda
1. User can scroll to browse the calendar events.

19 @ 2 22 23 24 25

20 No Event

hon

MYO0023 - YEE HEN CHOONG
21 2021-09-21 - 2021-08-22
Tue  Annual A

08:00:00 - 10:00:00

No Event
27
Wed
28 No Event
Thu

No Event
24

Fri a

Dashboard apglication Calendar

3
8s
[]
: A
©®

a

2. User can swipe down the knot to jump to specific date for the events

19 20 0 22 23 24 25

28



22 23 24 25 26 27 28

29 30 31

September 2021

213 4 15 8B 7 18
19 20 0 2 23 24 25

26 27 28 28 30

October 2021

3 4 5 6 7 8 9
10 1 12 13 14 15
17 18 19 20 21 22 23

& a5 w &

Cashboard apglication Calendar CMS Prafile

4.1.2. Filter

1. By tapping the fab icon on the bottom right, the calendar filter screen will pop out. User able
to filter calendar by leave status or selected employee

Show [ Hide My Own Leave

° RESIGNED | [ ACTIVE

ISearch

Leave Status EMP0O1

Dept;
Sup: -

]
EMP0O02 - _.

Dept

Sup: -

|
EMPO0O3 -

Dept:

Sup: -

0
EMP0OO4 -

Dept

Sup: -

m]
EMPOOS -

Dept

Sup: =

29



CMS
5.1 CMS

CMS is the page where the user can get information including announcements, documents, and links

from the respective companies.

5.1.1 Announcement

Announcement Document Links

Thank You Note

August 19, 2019

The Management would like to thank the
HR Team for successfully organising the
Team Building last manth. It was fun and e..

Mark As Read

Handbook Update

August 1, 2018

Handbook is updated. Please get the copy
from HR.

Internal Transfer - HR Business

Partner
February |, 2018

We have an opening for internal job
transfer. Kindly refer to job posting
attachment and contact HR for more infor...

Cleanliness

g 60 w @

d Application Calendar CMS Prafile

1. Announcement tab consists of the announcements that have been published by the
company. Announcements listed here are the same as those on the EmplX website.
2. User cantap on “Mark as Read” to mark as read for specific announcement.

30



5.1.2 Document

Annguncement Document Links

Internal Transfer - HR Business
Partner

Last Update on March 14, 2019

Malaysia Public Holiday 2019

Last Update on March 74, 2018

] B8 w

| Dstbos i

‘®

1. Document tab consists of the documents that have been published by the company.

Documents published here are the same as those on the EmpIX website.
2. User can view the attached document by tapping on “View” button.

5.1.3 Links

Annguncement Document Links

EmplX Website

Last Update on June 10, 2015

EPF Website

Last Update on June 10, 2015

‘

MYwave website
Last Update on July 1, 2016

o g5 w @
‘- hisoar Application Calendar M3 Profi ‘

1. Link tab consists of the links that have been attached by the company.
2. User cantap on “View” to browse the attached links.

31



PROFILE

6.1 Profile

Profile tab consists of the user preferences such as security and language. It also includes support,
legal and connect section as well.

6.1.1 Security

Tap on “Security” to navigate to Security Setup page.

User can turn on/off auto login feature. If auto login feature is turned off, Login ID and
password will be required every time the user opens the app

Local device authentication is only applicable for devices which are equiped with local device
authentication (Face ID, fingerprint). The device must be enrolled first before it can be used
in the EmplX Mobile app.

1.
2.

About

B Security
@ Language

Support

& Help & Support

Legal

[2) Privacy Policy
B eua

[3 About

Connect

[Z Apps Feedback

& 65

Lo shbaard Apglication

Security Setup

-P:| Auto Login
[l |
L, Face D

(@ Change Password

O
| @
>

32



1. Tap on “Change Password” to change the password. Password authentication or local device
authentication required before changing the password.

Security Authentication

Please authenticate to edit your security

Password

all ©

2. User will be redirected to change password screen once authenticated successfully
3. Fill the current password and the new password correctly based on the stated password

requirements.
4. Tap on “Change Password” once the information has been filled in.

¢ Change

Please enter your new password below
At least 8 characters length

At least need 1 capital character

At least need 1 numerical character

Current Password
\ &Y New Password © l
’ & confirm Password fcd ‘

Change Password

33



6.1.2 Change Language

1. Tap on “Language” to switch the language for the app. Currently, there are only 4 languages

available in the app.
2. Select the preferred language and press on the “Confirm” to change the language for the
apps. Once done, the app needs to be restarted for the changes to be applied.

Change Language

+/ English(us)
iz ()
(1K)

Bahasa Melayu

6.1.3 Logout
1. Tap on “Logout” to logout from EmplX app.
2. Tap on “Logout” again when prompted to confirm
3. User will be logged out successfully and redirected to onboarding page.

o Share this apps >

B> Logout >

ou Confirm To Log Out?

Logout

Cancel
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