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

1.1.1 Landing

b

Submit application in one apps

More

@ Language

1. Thisis 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

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

Change Language

~/ English(Us)

Rz (k)

3 (%h)
Bahasa Melayu
Tiéng Vigt
Bahasa Indonesia
A% (R—%)
mwnln (\wén)

et (faren)

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
utilizes device authentication (fingerprint and Face ID) after the first-time login. SAML login is also

available for user with existing Okta account.

1.2.1 Login with User ID

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

empl ‘\

employee Xpress

o

Login with SSO

Forget Password

2. Tap on “Next” after inserting the password. User can view the password entered by tapping

on < button.

empl ‘\

employee Xpress

Welcome,
Password
{&1 | ©

e

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 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

@ Privacy Policy
B eua
[ About

Connect

L/ Apps Feedback

]

Settings |

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

( Security Setup

-b:l Auto Login O

Ty
L, 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.

<

empl ‘\

empioyes Xpress

(o




1.2.3  Login with SAML

1. Tap on “Login with SAML” to login using Okta account.

<
®
User ID
o
Ll'J'IJ
{ I Login with SSO I }

Forget Password

2. Fillin user ID and tap on the “Next” button.

<

empl ‘\

{@I

3. User will be redirected to the SAML login screen. Fill in the username and password then
tap on “Sign In” to sign into the account.

Cancel & s okta.com rA O

Connecting to ©
Sign-in with your * " account to access
EmplX Mobile Apps

okta

Sign In

Username
Password

| Keep me signed in

Forgot password?

Help



4. An error message will be shown if user’s account does not have any SAML linkage or if the
account linkage is incorrect.

Fail
Sorry unable to reach your account
for SAML

Fail
Sorry seem your account not yet been

linked. Please contact your company
admin for further assistance.

OK OK

5. Otherwise, user will be redirected to multiple company selection or dashboard once
successfully logged in.

Users can log in to the EmplX app by authenticating through login ID and password. The app also
utilizes device authentication (fingerprint and Face ID) after the first-time login. SAML login is also
available for users with existing accounts.



1.2.4 End user license agreement (EULA)

< End-user License Agreement

END-USER LICENSE
AGREEMENT

(Latest revised date 8 January 2020)

Hi, your privacy is important to MYwave Sdn Bhd.
Please read this Privacy Notice carefully as it forms
part of the Terms of Use which govern the use of the
MYwave Services, including its website and cloud
solution Emplx.com.

THIS PRIVACY NOTICE EXPLAINS-:

The type of personal information about you
which is recorded in Emplx.com when your
company selected MYwave Services and/or the
Emplx.com subscriptions, as the company HR/
Payroll solution and/or outsourcing provider;

How MYwave processes the personal information
about you when you use MYwave Services and
the Emplx.com website;

The purposes for which Emplx.com collects and
processes your personal information;

Click to agree to End-user License Agreement

1. EULA will appear for the first-time login user in EmpIX system.

2. Click to agree to EULA to proceed to use the EmplX system.

3. The EULA's specifics can be viewed from this link:
https://mywavesuitea.biz/MYwaveApplication/security/legal statement/display/legal s
tatement.php?ilL=y



https://mywavesuite1.biz/MYwaveApplication/security/legal_statement/display/legal_statement.php?iL=y
https://mywavesuite1.biz/MYwaveApplication/security/legal_statement/display/legal_statement.php?iL=y

1.2.5 Password Expiry

Your password has expired. Please update the
password
8 characters with ONE capital letter and ONE
numerical character
& NewPassword ©
[E] Confirm New Password ©

1. The password will expire based on company setting or first-time login with custom
password.

2. Insert the new password and confirm new password based on the password
requirements.

3. Ensure the new password and confirm new password both are same.

4. Click “Next” button to proceed the password change.

5. It required to re-login again with the new password after changed successfully.

1.2.6 Two-factor authentication (2FA) setup

1. 2FA setup only applicable for the user that turn on the setting and first-time login user.
<

®
empl ¢
EaED)

First-Time Secure Word Setup
Before you setup secure word, you must read the following
conditions:

Secure Word is an additional security layer to
verify the authenticity of EmplX login page.

After you have created the new Secure Word, you
will be shown the Secure Word for confirmation
each time when you login with your ID.

After your confirmation, you will be prompted to
insert your password. Do not use the Secure Word
which may give hints to your Password.

nsert new secure word

2. Forthe secure word setup, please insert the preferred secure word to verify the
authenticity of EmplX login page.

10



3. Click “Next” after inserted the secure word to complete the setup.
4. It required to re-login after setup successfully for the secure word.

®
N
g.nm.E.’.l “~

Follow the instruction to setup two-factor
authentication
Before you setup two-factor authentication, you must read
the following conditions:

+ You will always need to insert 6-digit
confirmation code from the authenticator apps
every time you login after your password.

+ You are responsible to store your secret key
(time-based) in safe place.

» Only company administrator able to reset the
secret key on your behalf if you forget the secret
key or lost your trusted devices

By continue setting up, you agree on the condition for the
two-factor authentication.

e Next

5. 6 pin code setups will appear after re-login.
6. Click “Next” button after reading the conditions and instructions to agree on them.

<

®
empl
ermp! 0

Follow the instruction to setup two-factor
authentication
Please download the authenticator apps on your mobile
phone or any other apps recommended by your company

Download apps from App / Play store
Microsoft Authenticator

> @

Google Authenticator

> @

7. Install the recommended authenticator apps from Google Play Store or Apps Store.

11



P

Follow the instruction to setup two-factor
authentication

Enter the secret key (time-based format) into your
authenticator apps. Please print or write down your secret
key, and keep it in a safe place.

HHMABASYN3KC72EG ((y

8. Copy the secret key and paste into the installed authenticator apps. The 6-pin code will
appear in the apps.

empl ‘\

ermployes Xpress

Follow the instruction to setup two-factor
authentication

Please insert the 6-digit code that appear in the
authenticator apps

Prev

9. Type in the 6-pin code and click “Next” button to complete setup.
10. It required to login again after successfully setup the 6-pin code.

1.2.7 Forget password.

Forgot Password

employee Xpress

o

Email

12



Insert the login ID and email for the account.

Click on the “Submit” button.

A reset password email will be sent to the respective valid email.

Users can reset the password by following the instructions from the email.

No vk

1.2.8 Multiple companies

< Search Company

Q  Search Company

COMPANY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY

COMPANY

1. The selected company page is only applicable for users who have more than one
company account with EmplX

2. Users can search the company name using the search button at the top of the page.

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

13



1.2.9 Setup Local Authentication

Setup Face ID

Add your Face ID

r 2
"y
L =J

Use your Face ID to unlock / sign in
securely without entering your
password again.

Would you like to turn on the Face
ID

1. It will request users to enable local device authentication (such as Face ID or
Fingerprint).
2. Skip this step if do not prefer automatic login using local device authentication



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

Good Afternoon
OOI' YIN MEI

I@

Thu Jul 112024

12:25:58 PM

Pending Action
MYWave sdn. Bhd.

Claim HR Approval 15 items

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

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

15



Search Company

Q  Search Company
COMPANY
COMPANY
COMPANY
COMPANY
COMPAMNY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY
COMPANY

] COMPANY

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 can view pending action items from different companies
in the pending action section.

2.2.1 Pending Action

Pending Action
MYWave Sdn. Bhd.

Claim HR Approval 15 items

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.

16



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.

Declare Now

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

2.4.1 Timecard Error Summary

1.
2.

Time Card Error

Today Absent Today Error
Record Record

User can view the summary for the timecard absent record or error for current day.
By tapping the button, user can view the detailed information.

17



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.

Shortcuts
s Leave Leave s Cla
/ Applicaﬂon

1. User can 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.

2.6 Upcoming Maintenance
The upcoming maintenance message will appear in dashboard for the notice and awareness to the
user.

2.5.1 Leave and claim balance.

< Leave Entitlement

Medical Leave (MC)

Entitlement 2.13
Carry Forward 0
Earned 213
Credit 0
Expired Leave 213
Taken 0
Advance 0
Adjustment 0

1. User can view the balance and expiry date for leave and claim entitlements.

18



2. User will be redirected to the respective application screen by tapping on the leave/claim
type cards.

19



APPLICATION

3.1 Application Home

Application home is the menu for the various modules. User can find the respective modules and

functions on this page.

3.1.1 Home

User Supervisor
Q  search
ﬂ Leave
s 9D R
Application History Entitlement

ro)

Planned

$ claim
g
VR CHR )
Application History Entitlement

$ Cash Advance

s/ @D

Application Open Adv History

1. User able to search the modules using the search bar.

Admin

B

Drafted

N

Drafted

2. Tapping on a button will navigate user to the respective page.

20



3.2 Leave
3.2.1 Leave Application

1. Tap on Leave “Application” on the application menu to start leave application. Tap “Start
Date” or “End Date” to select the leave dates. Then tap on “Next” to continue.

Leave Application

Please select the date you want to apply

Start Date End Date

2024-07-11 2024-07-11 Today °
2024-07-11 - 2024-07-1

Selected Date Duration 2024 July

1day(s)

2024 August

Next

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

X Leave Application

Select leave type

Al Applicable Not Applicable
Annual Leave (Mywave) 0
Day(s)

Annual Vacation Leave

-3

Leave type can be applied by
‘administrator or supervisor only 2atis)
Hospitalization Leave 0
Day(s)
Medical Leave 0
Day(s)

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

21



4.

X Leave Application

Start Date: End Date
2024-07-1 2024-07-1

Leave Type:
Annual Leave (Mywave)

Method

Full Day

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

dates by pressing

X . Press “Next” button once confirmed.

X Leave Application
Start Date: End Date:
2024-07-11 2024-07-11
Leave Type:

Duration Clash Emerge
1 0 1
Day(s) Day(s) Day(s
Date:
11Jul 2024 (Thu) [1Day(s)]
2024-07-11 23:00:00 x
until
2024-07-12 07:00:00
shift: GSA
Back Next

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

photos.

22



X Leave Application

Remarks (Required)

Attachment *

Add Attachment °

Back Next

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

X Leave Application

Summary

~ )

Start Date
2024-07-1

End Date

2024-07-1

Leave Type
YM Manual leave

Session

Full Day

Start Time

2024-07-1123:00:00

End Time

2024-07-12 07:00:00

Duration

1Day(s)

Remarks
sick

Emergency

1Day(s)

Attachment

Submit

7. There are 3 options for the submission which are “Submit actual leave”, “Save plan leave”
and “Add to list”.



Choose how your leave will do
Submit actual leave
Save plan leave

Add to list

Cancel

8. If the signature required, it would prompt the e-signature box to let the user to sign with
their signature.

9. Submission notification will be pop out once user submit successfully.

-

A n

Leave submitted successfully

24
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i. Leave History

1. Tap on Leave “History” from the application menu. A list of leave history will be displayed.
User can browse through the history of applied leave here.

( Leave History

Approved Pending Supervisor Rejected

2024-01-01 Until 2024-12-31

D I

MY0023 YEE HEN CHOONG
(AJL) - AJL
2024-07-17Uni12024-07-17

o
() o

MY0023 YEE HEN CHOONG
(AJL) - AJL
2024-07-10Uni12024-07-11

MY0023 YEE HEN CHOONG
(ANLS) - Annual Leave
2024-07-04Uni2024-07-04

2. 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 can sort based on the provided list.

Sort by: Clear
© sort to oldest first
@ Sort by recent first
3 Sort by employee no (A-Z)
l? Sort by employee no (Z-A)

4 Leave History 2 Sort by employee name (A-Z)

li Sort by employee name (Z-A)

m Approved Pending Superviso 7 Date

2024-01-01 Until 2024-12-31 Sort by leave type (Z-A)

Sort by leave type (A-Z)

26



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

Date Range

2024-01-01

2024-12-31

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

01-01 until 2

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 Rejected

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

{  Leave History

ann Cancel

Approved | Application

MY0023 YEE HEN CHOONG
(ANLS) - Annual Leave
2024-07-04Yn12024-07-04

oo [ ey

MY0023 YEE HEN CHOONG
(ANLS) - Annual Leave
2024-06-18Un12024-06-18

oo

MY0023 YEE HEN CHOONG
(CW ANL) - Annual Leave CW
2023-10-02Un12023-10-31

22 Day(s)
Approved | Application

MY0023 YEE HEN CHOONG
(ANLS) - Annual Leave
2023-04-101Un12023-04-14



7. By tapping the item, user can view details of leave history. User can withdraw / cancel the
leave by tapping the Cancel / Withdraw button at the bottom.

£ Leave History Info

Information
MY0023 - YEE HEN CHOONG
(ANLS) - Annual Leave

2024-07-04 until 2024-07-04
Total: 0.5 Day(s)

Application

Leave Information

2024-07-04 (Thu)

2024-07-05 05:00:00 ()| 2024-07-05 09:00:00

Second Session

Entry Date June 18, 2024

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

I

< Leave History Info

Information
MY0023 - YEE HEN CHOONG
(ANLS) - Annual Leave

2024-07-04 until 2024-07-04
Total: 0.6 Day(s)

Application

Leave Information

2024-07-04 (Thu)

2024-07-06 05:00:00 i 2024-07-05 09:00:00

Entry Date June 18, 2024

28



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

[ Clear Remarks J

| Cance ]

3.2.3 Drafted Leave

1. Tap on “Draft” in application menu to view the drafted leave.

User Supervisor Admin

Q Ssearch

m Leave

v Ecl el

Application History Entitiement Drafted

@

Planned

N

$ claim

Yl Ecol el

Application History Entitiement Drafted

N

2. Drafted leave items will be listed on screen. User can select the drafted leave item and tap
on “Convert to Plan” to convert drafted leave to planned leave or “Submit” to apply leave.



[Dratted
< fted Leave Q ©@
MY0023 YEE HEN CHOONG

(AJL) - AJL

2022-05-24Unti2022-05-24
MYQ023 YEE HEN CHOONG

(AJL) - AJL
2022-05-24Uni12022-05-24

MY0023 YEE HEN CHOONG

(AJL) - AJL
2022-07-18Unti2022-07-18
MYQ023 YEE HEN CHOONG

(AJL) - AJL

2022-07-18Ynt12022-07-18

ortcd O

MY0023 YEE HEN CHOONG

(AJL) - AJL
© 2024-03-19Unt12024-03-19
MY0023 YEE HEN CHOONG -

1Day(s)

(AJL) - AJL
2024-03-19Unti2024-03-19

ot O

MYO0023 YEE HEN CHOONG

(AJL) - AJL
@ 2024-04-09Y12024-04-09
MY0023 YEE HEN CHOONG [+ ay10)

1Day(s)

(AJL) - AJL
2024-04-09Un12024-04-09

Submit (2) vert to Plan (2)

3. User cantap on the item to view details of the draft and select specific date to submit.

Drafted Leave Info 24

Information
MY0023 - YEE HEN CHOONG
(AJL) - AJL

2022-05-24 until 2022-05-24
Total: 1 Day(s)

Leave Information

2022-05-24 (Tue)

2022-05-24 09:00:00 )i 2022-05-24 16:00:00

Submitted on July 11, 2024

Submit All t to Plan All '

4. Users can edit the drafted leave by tapping the edit button.



Drafted Leave Info

Information
MY0023 - YEE HEN CHOONG
(AJL) - AJL

2022-05-24 until 2022-05-24
Total: 1 Day(s)

Leave Information

2022-05-24 (Tue)

2022-05-24 09:00:00 g 2022-05-24 16:00:00

Submitted on July 11, 2024

Submit All

31



3.2.4 Planned Leave

1. Tapthe “Planned” in application menu to view the planned leave.

User Supervisor Admin
Q search
m Leave
s/ 9 KR B
Application History Entitlemnent Drafted

Planned

& Alrion

2. Planned leave items will be listed on screen. User can select the planned leave item to
submit the leave.

< Planned Leave Info =

Information

MY0023 - YEE HEN CHOONG

(AJL) - AJL
{  Planned Leave o @

2021-09-29 until 2021-09-29

Total: 1 Day(s)

MY0023 YEE HEN CHOONG
(AJL) - AJL
2021-09-29Un2021-09-29
Leave Information
1Day(s)
2021-09-29 (Wed)

2021-09-29 09:00:00 )y 2021-09-29 16:00:00
MY0023 YEE HEN CHOONG

(AJL) - AJL
2021-11-01Un112021-11-01 Submitted on July 11, 2024

@3 o
MY0023 YEE HEN CHOONG

(AJL) - AJL
2024-04-30Unt12024-04-30

Submit All

MY0023 YEE HEN CHOONG

3. User can tap on the item to view details of the planned leave and select specific date to
submit.



< Planned Leave Info [«

Information
MY0023 - YEE HEN CHOONG
(AJL) - AJL

2021-09-29 until 2021-09-29
Total: 1 Day(s)

Leave Information

2021-09-29 (Wed)

2021-09-20 09:00:00 |y 2021-09-29 16:00:00

Submitted on July 11, 2024

Submit All

4. Users can edit the planned leave by tapping the edit button.

Planned Leave Info =

Information
MY0023 - YEE HEN CHOONG
(AJL) - AJL

2021-09-29 until 2021-09-29
Total: 1 Day(s)

Leave Infermation

3.3 Claim
3.8.1 Claim Application

1. Tap onthe Claim “Application” in the application menu to start claim application. Then, fill in
the claim title and tap on “Add item” to add the claim item.

33



Planned

Claim Application
$ Claim
/’ @ & B Title (Required)

Application History Entitlement Drafted

+
S Cash Advance

s =B D

Application Open Adv History
@ overtime
s D =
-—
Application History Draft
B E-Pay
Total Claim Amount
Payslip EA Form IRAS Form

Total Tax Amount

J Health Declaration Grand Total Amount

oo
oo

2. Fillin the invoice/receipt date for the claim item.

A

Confirm

Cancel

3. Select the claim type to be applied.



( Claim Application

Receipt / Invoice Date

2024-07-1

Claim Type

Search Claim Type v

Back Add to list

4. Click on “Add to list” after all information has been filled up.

4 Claim Application

Receipt [ Invoice Date

2024-07-1

Claim Type
Medical Check-up v
Currency
From To
Malaysian Ringgit (MYR) v

To Malaysian Ringgit (MYR)

Claim amount (Required)
[100.5o|

Balance: (No Limit)

Description [ Purpose

Add to list

5. The item will be shown on the application page once it has been successfully added to list.

User can tap on to remove the claim item or tap on to edit the claim item.
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L 7

Add Claim Item Successfully

ChCn R oo

Title (Required)

July Claim

¥

Claim Description:

Claim Type:

Medical Check-up
Receipt / Invoice Date:
2024-07-11

Claim Amount:

MYR 100.50

& Edit [ Delete

Total Claim Amount MYR 100.50
Total Tax Amount MYR 100.50
Grand Total Amount MYR 100.50

6. Tap on “Submit” to submit the claim application. Submission notification will pop out once

user submit successfully.

3.8.2 Claim History

A na

Claim submit successfully.

1. Tap on Claim “Claim History” in the application menu to navigate to claim history page. User
can browse through the history of applied claims.
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( Claim History Q

All Incomplete Pending Approval Pending Payat

Submitted Date: 2024-01-01 Until 2024-12-31

ID: 2053

MY0023 YEE HEN CHOONG
July Claim

claim Amount: MYR 100.50

Submission Date: 2024-07-11

ID: 2052

MY0023 YEE HEN CHOONG

YM testing noworkflow

Claim Amount: MYR 100.00
Submission Date: 2024-07-09

ID: 2051

MYO0023 YEE HEN CHOONG
YM testing

Claim Amount: MYR 11.00
Submission Date: 2024-07-09

ID: 2048

S i

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

Sort by: Clear
@ sort to oldest first

@ Sort by recent first

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

Date Range

2024-01-01

2024-12-31




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

2021-01-01 until

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

All Incomplete Pending Approval Pending Payal

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

4 Claim History Q

Caricat

ID: 2053

MY0023 YEE HEN CHOONG
July Claim

Claim Amount: MYR 100.50

Submission Date: 2024-07-11

ID: 2047

MY0023 YEE HEN CHOONG
i

Claim Amount: MYR 1.00

Submission Date: 2024-07-09

7. By tapping the item, user can view details of claim history. Only claims that have not been

approved are allowed to be cancelled. User can tap on the checkbox to select desired claim

items and tap “Cancel” button at the right side of the item to withdraw claims.
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< Claim History Info

Information

MY0023 - YEE HEN CHOONG
2053

MYR 100.50

July Claim

2024-07-11

Claim Information

Medical Check-up 0
Claim Amount:

MYR100.50

Payable Amount (100%):

MYR 100.50

Invoice Date: 2024-07-11

Approval Hierarchy

il Information

8. User can edit the incomplete claim by finance or supervisor by tapping the edit icon.

£ Claim History Info

Information
MY0023 - YEE HEN CHOONG
2012

MYR 1.00

2023-05-11

Claim Information

Claim Amount:

Payable Amount (100%):

Invoice Date: 2023-05-11

View Approval Hierarchy

View Detail Information

3.3.3 Drafted Claim

1. Tap on Claim “Draft” in the application menu to navigate to drafted claim page. User can
browse through the drafted claim items.



User Supervisor

Q Search

9 Leave

779K

Entitlement

Application History

ro)

Planned

$ claim

s || O K

Application History

Entitlement

]

2. User can select the drafted claim item to be submitted or tap the list item to edit the drafted

claim.

3. The claim application form will appear. User can refer to the claim application steps to

< Drafted Claim

1D: 2041 EEEY
MY0023 YEE HEN CHOONG

MYR 33.00

1D: 2037 LGS
MY0023 YEE HEN CHOONG

MYR 3.00

1D: 2036 e
MY0023 YEE HEN CHOONG

MYR1.00

1D: 2026 (I
MY0023 YEE HEN CHOONG

MYR11.00

1D:2025 (ELL]
MY0023 YEE HEN CHOONG

MYR 111.00

1D:2023 L]

AAVANI2 VEE LIEA ALIAARIS

continue the application. Click “Save” to save the changes and click the trash icon to delete

the drafted claim.
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Claim Application

Title (Required)
[Travel to KL |

+

Claim Description:

Claim Type:

Emp Activity

Receipt [ Invoice Date:
2024-04-09

Claim Amount:
MYR1.00

Payable Amount (100%) :
MYR1.00

Total Claim Amount MYR 1.00
Total Tax Amount MYR 1.00
Grand Total Amount MYR 1.00

Grand Total Payable Amount MYR 1.00
BT T 0D
A P —
3.3.4  Cash Advance Application

1. Tap on Cash Advance “Cash Adv” in the application menu to navigate to cash advance
application page. User can apply the cash advance on the following screen.

]

Planned

$ Claim
s D KROB
Application History Entitlement Drafted
$ cash AdM
N
/7 @ D
Application  Open Adv History
@ overtime
;s 9 =
=
Application History Draft
B e-Pay
Payslip EA Form IRAS Form
oo
oo
Modules
L 4

2. Fillin the claim title and tap on “Add item” to add the cash advance item.



Cash Adv Application

Required)

Add Ite

Status

Grand Total Amount

‘- J
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3. Cash advance application form will be shown. Follow the steps from claim application to

3.35

complete the application.

< Cash Adv Application

Receipt / Invoice Date

2024-07-11

Claim Type
Advancel v
Currency
From To
Malaysian Ringgit (MYR) v

To Malaysian Ringgit (MYR)

Claim amount (Required)
[ 100)

Balance: (No Limit)

Description / Purpose (Required)

Add to list

Open Advance

1. Tapon “Open Adv” in the application menu to navigate to open advance application page.

2.

User can submit the open advance on the following screen.

rc)

Planned
$ Claim
o
s D >
’d
Application History Entitlerent Drafted

$ cash Advance

/ = 9

Application Open Adv History

@ overtime
Y - —
/s D =
=
application History bratt
B e-Pay
Payslip EA Form IRAS Form
og
oa
N Modules y

The list of open advances will be shown on screen. Tap on the open advance item to add the
reimbursement claim item to the open advance and submit.
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£ Open Advance Q

[[33FL:¥Z:W Open Advance

advance 1

3. Tap “Add Item”, and the application form will be displayed on screen. Follow the steps from

claim application to complete the application.

Cash Adv Application 4 Cash Adv Application

Receipt [ Invoice Date

2024-07-11

Claim Type

Search Claim Type v
Add Item [+]

Claim Description:

mn

Claim Type:

Cash Advance
Receipt / Invoice Date:

cash advance

Marketing Sales | Marketing

2020-12-05

Claim Amount:

TWD 11.00
Advance Amount TWD 11.00
Total Claim Amount TWD 0.00
Total Claim Amount TWD 0.00
Amount Due TWD11.00
Status Due from Employee

3.3.6  Cash Advance History

2. Tap on Cash Advance “Cash Adv History” in the application menu to navigate to cash
advance history page. User can browse cash advance history through the page.
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s D KRB

Application History Entitlement Drafted
Flanned
$ Claim
SRR O
L i,
V4 =
Application History Entitlement Drafted

$ Cash Advance

/s @m D

Application  Open Adv History
B e- Pay
Paysiip EA Form IRAS Form

@ Health Declaration

oo
oo

\ Modules i

3. Tap on cash advance item to view more details.

{  Cash Adv History

< Cash Adv History Info

A

Incomplete Pending Payable Drafted Pe Information

Submitted Date: 2024-01-01 Until 2024-12-31

ID: 3340 3428

Cash advance

Claim Amount: TWD 100.00

Submission Date: 2024-04-04

TwD 3.20

2024-05-07
ID: 3515
m Claim Information
- - -
Cash Advance o
Claim Amount: TWD 1.00 TWD 3.20

Submission Date:

invoice Date: 2024-05-01

v Approval Hierai

ID: 3514 View Detail Information

Claim Amount: TWD 1.00

Submission Date: 2024-07-04

ID: 3428

g oo /. |



3.4 EA Form
3.4.1 Authentication

1. Tap onthe “EA Form” in application home to navigate to the authentication page. User can
choose to insert password or use local device authentication to authenticate.
2. Press “Next” after entering the correct password.

£ EA Form Authentication

Please authenticate to view your EA Form

(57 -

3. |If user logged in previously using SAML, password option is not available. Instead, user is
required to verify with SAML to authenticate themselves. Click on “Verify with SAML”. User
will be redirected to SAML login screen. Fill in the username and password then tap on “Sign
In” to sign into the account.

Cancel & s okta.com AA

IS

Connecting to @3
f—iwgnrm with your account to access
EmplX Mobile Apps

okta

Sign In

Username

Password

3.4.2 EA Form

1. The list of EA tax year will be shown on the screen. Tap on the year to view the EA Form.
User can also search for the tax year by using the search bar.
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N

Select EA Form Period Q

4l

2019

2018

4\

2017

A\l

4l

2016

2. The EA form will be displayed on the screen. Tap on “Save” to save the form as a PDF
document or tap on “Print” to print the EA form based on the device printer settings.

BPARTICULARS OF EMPLOTEE
1. Ful o o Eplopee Pansions (M Al Masar) ABOUL RAHMAN

3. Select the language for EA Form
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INCOME TAX

[ PARTICULARS OF EMPLOYEE
1. Full Name of Employee/Pensioner (Mr./Miss/Madam) ABDUL RAHMAN

2 o Despten Je—— eweonr

I EMPLOYMENT INCOME, BENEFITS AND LIVING ACCOMMODATION
(Excluding Tax Exempt Allowances/Perquisites/Gifts/Benefits)
1.(a) Gross salary. wages or leave pay (including overtime pay)

(o) Fees (including direcor fees), commission or bonus

(c) Gross tips, perquisites, awards/rewards or other allowances(Details of payment

(d) Income Tax bome by the Employer in respect of his Employee

(&) Employee Share Option Scheme (ESOS) banefit

() Gratuty for the peried from _ to

Select EA Language

+/ English

Malay
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3.5 Pay Slip
3.5.1 Authentication

1. Tap onthe “Pay Slip” in application home to navigate to the authentication page. User can
choose to insert password or use local device authentication to authenticate.
2. Press “Next” after entering the correct password.

4 Pay Slip Authentication

Please authenticate to view your pay slip

Password

(& conerres °

3. Ifuser logged in previously using SAML, password option is not available. Instead, user is

required to verify with SAML to authenticate themselves. Click on “Verify with SAML”. User
will be redirected to SAML login screen. Fill in the username and password then tap on “Sign

In” to sign into the account.

o

Cancel & s okta.com AA

Connecting to @
Sign-in with your account to access
EmplX Mobile Apps

okta

SignIn

Username

Password

3.5.2  PaySlip

1. The list of pay slip period will be shown on the screen. Tap on the pay slip period to view pay

slip. User can also search for the pay slip period by using the search bar.
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Select Pay Slip Period

';: 2011-09

2. The Pay Slip will be displayed on the screen. Tap on “Save” to save the pay slip as a PDF
document or tap on “Print” to print the Pay Slip based on the device printer settings.

& 2015-11

SPrint & Save

3.6 IRAS Form (only applicable for Singapore company)
3.6.1 Authentication

Tap on the “IRAS Form” in application home to navigate to the authentication page. User
can choose to insert password or use local device authentication to authenticate.
2. Press “Next” after entering the correct password.

4 IRAS Form Authentication

Please Authenticate to View Your IRAS Form

(57 :
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3. If user logged in previously using SAML, password option is not available. Instead, user is
required to verify with SAML to authenticate themselves. Click on “Verify with SAML”. User
will be redirected to to SAML login screen. Fill in the username and password then tap on
“Sign In” to sign into the account.

Cancel & s okta.com AA

Q

Connecting to ©3
Sign-in with your® account to access
EmplX Mobile Apps

okta

Signin

Username
Password

Keep me signed in

Forgot password?

Help

3.6.2 IRAS Form

1. The list of IRAS Form period will be shown on the screen. Tap on the IRAS form period to
view IRAS form. User can also search for the IRAS form period by using the search bar.

Select IRAS Form Period Q

4\

2017

il

2015

2014

4\

2008

4\

2006

il
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2. Select the form type from the IRAS form and tap “Next.”

£ Select Form Type o}

IR8A
Appendix 8A
IR8S

Appendix 8B

3. The IRAS form will be displayed on the screen. Tap on “Save” to save the IRAS form as a PDF
document or tap on “Print” to print the IRAS form based on the device printer settings.

& 2015-11

3.7 Health Declaration
3.7.1 Declare
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< Health Declaration Application

Do you have fever (37.5° or higher)?(Required)

No ~

[Bvdw'

Do you have cough?(Required)

Select v

Do you have the difficulty in breathing?(Required)

Select v

Do you have sore throat?(Required)

Select v

Declare

1. Tap on “Declare” in application menu to navigate to the health declaration form.
2. Fillin the correct information and tap on “Declare” to submit.



3.7.2

History

<

Health Declaration History

July 1, 2024 - July 31, 2024

Declareon: 2024-07-1113:08

1. Do you have fever (37.5° or higher)?
No

2. Body Temperature

37

3. Do you have cough?

No

4. Do you have the difficulty in breathing?
No

5. Do you have sore throat?

No

6. Have you lost your sense of taste or
smell?

No

7. Other symptoms (please specify)

8. Have you been to any affected area(s) or
countries of COVID-19 over the past 14
days?

No

1. Tap on “History” in application menu to navigate to health declaration history. The app

will show health declaration history up to the previous 30 days.

3.8 People Finder

3.8.1

1. User able to find the supervisors, subordinates, or peers contacts in this module. First click

People Finder

the People Finder in Modules

i8] People Finder

Peaple Finder
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2. After that, the name for the supervisors, subordinates, or peers will appear in the list. User

just need can search and tap on the name to view more details.

MA004
FOOLILN

MaD01S
UEW SUET LENG

MA0032
LOW CHOON BOGN

Magos2
G LAM LEAN

MYoo0!
RAVINDER

MY01000
PATRICK

MY8000
JANICE

sFoo1
S8R0ON FAN

3. The information for the selected employee or peers will display in the screen. User can press

the phone to call or email address to send the email. User can press E to add the
respective employee to the phone contact list.

i L ]
( Information -

Email
)

% Office Phone

Department
4.3.1ADMIN & PROJECT COORDINATION

Department Path
MYwave Sdn. Bhd./ADMIN/4.3.1 ADMIN & PROJECT
COORDINATION

oo Supervisor
=1

Supervisor Email
= P

3.9 Overtime
3.9.1 Application

1. Tap onthe Overtime “Application” in the application menu to start overtime application.
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14 ~ P3A7Y [

Application History Entitiement Drafted

$ cash Advance

s @ D

Application  Open Adv

O overtime
Vi (o) =
Application History Dratt
® E-Pay
Paysiip Aform  IRAS Form

@ Hanlth Daclaration

2. Fill the respective information for the overtime application. Click on “Next” button to

1.

Click “Add to list” button if want to draft the overtime application or click on “*Submit” if

Overtime Type

otc ore

Start Date

Select The Start Date

Start Time

Select Start Time

End Date

Select The End Date

End Time

Select End Time

Remarks

Duration:

. I |

want to submit the application. Meanwhile, you could choose the compensation method if

the option allowed to change.

Information

2024-07-11
000
2024-07-11
roo
orc

overtime
Compensatery Information

Employea No
EMPOOT

Employee Name
GHAFAR AHMAD.
Compensatory method

Cash Out

Aadtolet m

L i
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2. If signature required, the signature box will prompt for the e-signature. You can sign inside
the signature box then tap on submit.

3.9.2 History

1. Tap onthe Overtime “History” in the application menu navigate to overtime history page.

Plonned

$ claim

s D LB

Application History Entitlament Drafted

7 = [O)]
Application open m\/
© overtime
s D i=
PPl story Draft
B® E-Pay
B B B
a8
N odules y

2. User can browse through the history of applied overtime.
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{  OTHistory

Withdraw ~ Approved
@

OT ID: 701

2024-07-10 (20:00:00) Vnti!
2024-07-10 (21:00:00)
Total OT: 1.00 Hour(s)

Total OT Rate: 0.00 Hour(s)

OT ID: 464

2020-10-29 (08:00:00) Ut
2020-10-29 (17:00:00)
Total OT: 9.00 Hour(s)

Total OT Rate: 27.00 Hour(s)

OT ID: 463

2020-09-16 (08:00:00) V!
2020-09-16 (17:00:00)
Total OT: 9.00 Hour(s)

Total OT Rate: 27.00 Hour(s)

OT ID: 462
2020-08-31(08:00:00) Unt!

2020-08-31 (17:00:00)
A Tatal OT 0 00 Hauel<)

y

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

history. By tapping on “Sort”, user can sort the list based on the provided list.

[ orany 2|

=1Sort

YDate

Sort by:

@ Sort to oldest first

@ Sort by recent first

14 sort by employee no (A-Z)

11 Sort by employee no (Z-A)
QSOrt by employee name (A-Z)

1% Sort by employee name (Z-A)

Sort by OT ID (A-Z)

Sort by OT ID (Z-A)

Clear

5. By tapping on “Date”, the date filter will pop out. User able to filter the overtime history items based

on the overtime date range.

Date Range

Start Date

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

1-01-01 until

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

Withdraw Approved

8. User can search for the history by tapping on the magnifying glass icon. By inserting the search
information in the search bar, the relevant overtime history items will appear in the search result.

£ OT History Q

464' Cancel
OT ID: 464
EMPO0O7 GHAFAR AHMAD

2020-10-29 (08:00:00) Unti!
2020-10-29 (17:00:00)
Total OT: 9.00 Hour(s)

Total OT Rate: 27.00 Hour(s)

9. By tapping the item, user can view details of overtime history.

OT History Detail

Information
Approved

464

3.0x - Cash Out
Approved
2020-10-29 08:00:00
2020-10-2917:00:00
OTB

3

\ 9,00 Hour(s)

10. User able to withdraw the pending approval overtime by tapping “Withdraw” button.
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< OT History Detail

Information
2736

MYWAVE
OF - 08:00:00 Until16:00:00

1.0x - Cash Out
Pending Approval

oTCc

1.00 Hour(s)

1.00 Hour(s)

Withdraw

3.10 HR Letter
3.10.1 Authentication

1. Taponthe “HR Letter” in the application menu to start overtime application.

B B B

Paysiip EA Form IRAS Form
@ Health Declaration

|| O

Declare History
& People Finder

People Finder

63 HR Letter /

HR Letter

© Attendance

1 B o
oo
0o
4

1. User can choose to insert password or use local device authentication to authenticate.

2. Press “Next” after entering the correct password.
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4 HR Letter Authentication

Please authenticate to view your HR Letter

Password
(@I ©

If user logged in previously using SAML, password option is not available. Instead, user is
required to verify with SAML to authenticate themselves. Click on “Verify with SAML". User
will be redirected to to SAML login screen. Fill in the username and password then tap on
“Sign In” to sign into the account.

o

Cancel & s’ okta.com AA

Connecting to ©3

Sign-in with your® account to access
EmplX Mobile Apps

SignIn
Username
Password
Keep me signed in
Forgot password?
Help

3.10.2 HR Letter

1.

Select the letter to be viewed.
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2.

4 Select HR Letter o}

Increment-2021-01-13 18:14

Increment-2021-01-14 17:40

Increment-2021-06-02 16:45

The letter will be shown and option to print or download as pdf been provided.
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3.5 Attendance
3.5.1 Clock In/ Out (Online or with stable internet)

3. The attendance feature is only available for subscribed customers. If your company is
interested, please contact our sales team. The attendance with the clock in/out button will
appear on the dashboard.

Fri Jul 05 2024

02:35:19PM

D LAST CLOCK IN
2024-07-0510:45:19 9

Honda Service Center

1. Click the “Clock In/Out” button to start the clock-in process. The page will display a map
along with nearby locations. Ensure location permissions are granted to load the map. Select
the desired location for clocking in or out, then click the “Next” button. Users can also use
the search feature to find a specific location from the list.

< Choose Location Q

Coordinate: 5.41112, 100.31834849627938

#Maps Lea
Q  Search Location
o

Convent Datuk Keramat

Dato Keramat Penang

om

Sekolah Menengah Jenis
Kebangsaan Convent Datuk Kera...

Dato Keramat Penang

om

Sekolah Jenis Kebangsaan (Cina)
Convent Datuk Keramat
Dato Keramat Penang

A 4

2. [If users cannot find the location and want to add a new place, they can click the “Add a New
Place” button. This feature is only available if it has been enabled in the settings.
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© Add a new place

3. Users can add a photo and remarks or purpose before clocking in. The place name will be
automatically filled if a location is selected. If not, please enter the name for a new place.

Clock In Time
Thu Jul 112024 11:19:45 AM

4.

Clock In Time
Thu Jul 112024 11:20:31 AM

Place Name Place Name
( Cenvent Datuk Keramat
Ontrad
Ghi 1
tega La
e #Maps Lsax
(R Coordinate
5.4112,100.31834849627938

Coordinate

5.41112,100.31834849627938

Purpose | Remarks

Purpose [ Remarks

Photo

Photo
Add Photo

Add Photo e

5. A “Successfully Clocked In/Out” message will appear once the submission is complete.

an

Successfully Clock In

Done
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6. If the internet is slow or unavailable, a message will pop up, and the information will be
stored offline. It will sync automatically once the connection is restored.

Clock In Time
Thu Jul 112024 11:35:32 AM

Place Name

Awivs

Ohtrad Fatid
Mo ° Oratisseric

VS Ny v

B Mega La

®Maps o
P Clock InfOut issue
You are currently having slow internet
Coordint  connection. We will store offline for
5.4M2, your clock in fout
Purpose Ok
Photo

Add Photo

| i

3.5.1 Clock In/ Out (Offline or unstable internet)

1. Click the “Clock In/Out” button to clock in or out.

Fri Jul 05 2024

02:35:19PM

"D LAST CLOCK IN
2024-07-0510:45:19 9
Honda Service Center

2. If there’s no internet connection or the connection is slow, a message will appear. To
proceed, click on “Offline Clock In/Out.”
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Coordinate: 5.41112, 100.31834849627938

isiaysia
JALAN BL

AYINYS NVIVE

Ohirade: Fatkidz
©ontr Oratisserie

NVINYS NVIVE

€3 Mega Launc

®Maps Leoal

Q s Internet Connection
You are currently having slow internet
connection. You can clock in / out
& Cloc offline and sync back when online

Offline Clock In/Out
©Add« /

Cancel

Before clocking in or out, users must fill in the required information. If offline, the data
for offline clock in/out will be temporarily stored on the device. Users can edit the
location and sync it online once they regain internet access.

Clock In Time
Thu Jul 112024 11:34:53 AM

Place Name

Maps L

Coordinate
5.41M12,100.31834849627938

Purpose | Remarks

Photo

Add Photo

A —_— J|

3. Areminder will prompt the user to sync back once they are back online
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an

Successfully save clock in
offline. Remember to sync when
back online

4. Inthe dashboard, a reminder will appear again for clock-in/out entries missing location
names. Users can click on the arrow to edit the location for previous offline clock-

ins/outs.

S I - —

Please edit the location to continue sync
()

Release Company (Msia)

Good Morning

GHAFAR AHMAD

Thu Jul 11 2024

11:36:14 AM
EEN TN

‘D LAST CLOCK IN
2024-07-11 1:35:56

5. For offline clock-ins, it will display “Missing location name” and the status will be
“Awaiting sync.” Users can click to edit the location information or delete the offline
clock-in/out entry. Once they’ve completed selecting the location, users can click on the
“Clock In” or “Clock Out” button to send the information to emplX.
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< Attendance History

All Awaiting Sync Clock In Clock Out

Submitted Date: 2024-01-01 Until 2024-12-31

Clock In | Shift: 1.0
Awaiting Sync

©Missing location name

Coordinate: 5.41112, 100.31834849627938
2024-07-1111:35:56
Purpose [ Remarks:

Clock In | Shift: OD

Log ID: 42
Convent Datuk Keramat
Coordinate: 5.41112, 100.31834849628

2024-07-1111:22:41
Purpose [ Remarks:

Attendance

Information

(.0)-1.0

Clock In

2024-07-111:35:56

@Missing location name

5.41112,100.31834849627938

Ohtrade

®€Maps Leaal

Fatkidz :
Patisserie X

Mega Lau

A — y
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CALENDAR
4.1 Calendar (Leave, Shift and Public Holiday)

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

41.1 Agenda

1. User can scroll to browse the calendar events.

October 2024

3 Off Day
Thu

4 Rest Day
Fri

No Event

Sat

No Event

Sun

No Event

Mon

8 No Event
Tue

Calendar

[

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

October 2024

1 2 e 4 5
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July 2024

9 10 n 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29

30

July 2024

21 22 23 24 25 26 27

28 29 30 31

August 2024

k Calendar ‘

4.1.2. Filter

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. The filter will save and synchronize
with the leave calendar settings on the web version. Any adjustments made to settings on
the desktop version will also be mirrored on the mobile version.

Leave Status Employee

Leave Status Employee

Show / Hide My Own Leave

Leave Status

Selected 20 employee(s) Clear All | Se

Search

All Resigned
e B
Sup: =
Pending Cancellation Approval D

Dept: -
Sup

O

Withdrawn

Dept: -
Sup: =

i

70



CMS
5.1 CMS

CMS is the page where the user can get information including announcements, documents, and links
from the respective companies.
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5.1.1 Announcement

Announcement Document Links

to know each other better. | hank you for the
time and effort in planning the event. Good job!

Mark As Read and Agree

Handbook Update

August 1, 2019

Handbook is updated. Please get the copy from
HR.

Mark As Read and Agree

Internal Transfer - HR Business

Partner
February 1, 2019

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

Cleanliness

July 1, 2016
Please ensure cleanliness at your work station
at all time.
k cMs 1

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 & Agree” to mark as read for specific announcement.



5.1.2 Document

Announcement Document Links

Vietnam Guide PPT

Last Update on October 30, 2023

Internal Transfer - HR Business
Partner

Last Update on March 14, 2019

Malaysia Public Holiday 2019

Last Update on March 14, 2019

w

cMs
[N 4

1. Document tab consists of the documents that have been published by the company.
Documents published here are the same as those on the EmplX website.
2. User can view the attached document by tapping on “View” button.

5.2 Links

Document Links

EmplX Website

Last Update onJune 10, 2015

View

EPF Website

Last Update onJune 10, 2015

MYwave website

Last Update onJuly 1, 2016

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

NEWS
6.1 News

The News tab consists of the latest news and updates from EmplX. User can view this tab to keep up
to date with latest EmplX information.

[ A ® we've Rebranded!
- -
REB‘F’?‘:NDED‘ Our new look for both MYWave

= = and emplX
MYWEVE _ MYWIVE
T

Mastering EMPLX Shifta...
About Setup, Features, and
Latest System Release

Referral Reward

- Refer &amp; Earnup to 6
months of referral reward per
successful case

Submit your FormE, e=C...
Contact Us for the steps

‘f T ™ singapore Payroll
pa¥roLL . We areready for your
% Singapore Payroll

a

L News. y
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PROFILE
7.1 Profile

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

About

B Security
@ Language

Support

@ Help & Support

Legal
[% Privacy Policy
B eua

[ About

Connect

(& Apps Feedback

o
k Seumg]

7.1.1 Security

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

2. 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.

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

-’:I Auto Login ()

0
24 Face ID

A Change Password >
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7.1.2 Change Password

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
B -

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 Password

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
@ New Password ©
6 Confirm Password ©
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7.1.3 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)
ch (k)
R (%65)
Bahasa Melayu
Tiéng Viét
Bahasa Indonesia
B#GE (R—%)
mwlng (i)

STt (fder)

7.1.4 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 >

Logout

Cancel
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