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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 

 

 

1. This is the onboarding page for the EmplX app. 

2. ¦ǎŜǊ Ŏŀƴ ǘŀǇ ƻƴ άDƻ ǘƻ [ƻƎƛƴέ ǘƻ Ǝƻ ǘƻ ƭƻƎƛƴ ǇŀƎŜΦ  

3. ¦ǎŜǊ Ŏŀƴ ƪƴƻǿ ŀōƻǳǘ ǳǇŘŀǘŜǎ ŦƻǊ 9ƳǇƭ· ǇǊƻŘǳŎǘǎ ōȅ ǘŀǇǇƛƴƎ ƻƴ ǘƘŜ άaƻǊŜέ ƭƛƴƪΦ ¢ƘŜǊŜ ŀǊŜ р 

options.  

a. Privacy 

b. Website 

c. Rate us. 

d. Request Demo 

e. Like Us in Facebook 
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4. User can change the language for the ŀǇǇ ōȅ ǘŀǇǇƛƴƎ ƻƴ ά[ŀƴƎǳŀƎŜέ ƭƛƴƪΦ /ǳǊǊŜƴǘƭȅ ǘƘŜǊŜ ŀǊŜ 

4 languages available in the app. 

 

 

5. User able to find the app version on the bottom for the onboarding page. 
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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. LƴǎŜǊǘ ǘƘŜ ǳǎŜǊ L5 ŀƴŘ ǘŀǇ ƻƴ άbŜȄǘέ ōǳǘǘƻƴΦ 

  

 

2. ¢ŀǇ ƻƴ άbŜȄǘέ ŀŦǘŜǊ ƛƴǎŜǊǘƛƴƎ ǘƘŜ ǇŀǎǎǿƻǊŘΦ ¦ǎŜǊ Ŏŀƴ ǾƛŜǿ ǘƘŜ ǇŀǎǎǿƻǊŘ ŜƴǘŜǊŜŘ ōȅ ǘŀǇǇƛƴƎ 

on  button. 

 

 
 

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

authentication is successful 
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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. ¢ƻ ǘǳǊƴ ƻƴ ǘƘŜ ƭƻŎŀƭ ŀǳǘƘŜƴǘƛŎŀǘƛƻƴΣ ǇƭŜŀǎŜ Ǝƻ ǘƻ άtǊƻŦƛƭŜέ ǘŀō ŀƴŘ ǘŀǇ ƻƴ ά{ŜŎǳǊƛǘȅέΦ 

 

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

authentication to use it. 

 

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. 
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1.2.3 Login with SAML 

1. ¢ŀǇ ƻƴ ά[ƻƎƛƴ ǿƛǘƘ {!a[έ ǘƻ ƭƻƎƛƴ ǳǎƛƴƎ hƪǘŀ ŀŎŎƻǳƴǘΦ 

 

 
 

2. Cƛƭƭ ƛƴ ǳǎŜǊ L5 ŀƴŘ ǘŀǇ ƻƴ ǘƘŜ άbŜȄǘέ ōǳǘǘƻƴΦ 

 

3. User will be redirected to the SAML login screen. Fill in the username and password then 

ǘŀǇ ƻƴ ά{ƛƎƴ Lƴέ ǘƻ ǎƛƎƴ ƛƴǘƻ ǘƘŜ ŀŎŎƻǳƴǘΦ  
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4. An error message will be shown ƛŦ ǳǎŜǊΩǎ ŀŎŎƻǳƴǘ ŘƻŜǎ ƴƻǘ ƘŀǾŜ any SAML linkage or if the 

account linkage is incorrect. 

     

 

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.  
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1.2.4 End user license agreement (EULA) 

 

 

1. EULA will appear for the first-time login user in EmplX 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://mywavesuite1.biz/MYwaveApplication/security/legal_statement/display/legal_s

tatement.php?iL=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
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1.2.5 Password Expiry  

 

 

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. /ƭƛŎƪ άbŜȄǘέ ōǳǘǘƻƴ ǘƻ ǇǊƻŎŜŜŘ ǘƘŜ ǇŀǎǎǿƻǊŘ ŎƘŀƴƎŜΦ 

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. 

 
 

2. For the secure word setup, please insert the preferred secure word to verify the 

authenticity of EmplX login page. 
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3. /ƭƛŎƪ άbŜȄǘέ ŀŦǘŜǊ ƛƴǎŜǊǘŜŘ ǘƘŜ ǎŜŎǳǊŜ ǿƻǊŘ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ǎŜǘǳǇΦ 

4. It required to re-login after setup successfully for the secure word. 

 

 
 

5. 6 pin code setups will appear after re-login. 

6. /ƭƛŎƪ άbŜȄǘέ ōǳǘǘƻƴ ŀŦǘŜǊ ǊŜŀŘƛƴƎ ǘƘŜ ŎƻƴŘƛǘƛƻƴǎ ŀƴŘ ƛƴǎǘǊǳŎǘƛƻƴǎ ǘƻ ŀƎǊŜŜ ƻƴ ǘƘŜƳΦ 

 
 

7. Install the recommended authenticator apps from Google Play Store or Apps Store. 
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8. Copy the secret key and paste into the installed authenticator apps. The 6-pin code will 

appear in the apps.  

 

 

 
 

9. Type in the 6-Ǉƛƴ ŎƻŘŜ ŀƴŘ ŎƭƛŎƪ άbŜȄǘέ ōǳǘǘƻƴ ǘƻ ŎƻƳǇƭŜǘŜ ǎŜǘǳǇΦ 

10. It required to login again after successfully setup the 6-pin code. 

 

1.2.7 Forget password.  
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4. Insert the login ID and email for the account. 

5. Click on the ά{ǳōƳƛǘέ ōǳǘǘƻƴΦ 

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

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

 

1.2.8  Multiple companies 

 

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. 
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1.2.9  Setup Local Authentication 

 

 

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 
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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 

 

 

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. 
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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 

 

 

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

approval pages. 

2. ¦ǎŜǊ ŀƭǎƻ Ŏŀƴ ǎǿƛǇŜ ƭŜŦǘ ƻǊ ǊƛƎƘǘ ŦƻǊ ǾƛŜǿƛƴƎ ŘƛŦŦŜǊŜƴǘ ŎƻƳǇŀƴȅΩǎ ǇŜƴŘƛƴƎ ŀŎǘƛƻƴ ƛǘŜƳǎΦ 

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

the respective company. 
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2.3 Health Declaration 
¢ƘŜ ƘŜŀƭǘƘ ŘŜŎƭŀǊŀǘƛƻƴ ƳƻŘǳƭŜ ƛǎ ƻƴƭȅ ŀǇǇƭƛŎŀōƭŜ ŦƻǊ ǳǎŜǊǎ ǘƘŀǘ ǎǳōǎŎǊƛōŜ ǘƻ ǘƘƛǎ ǎŜǊǾƛŎŜΦ ¢ƘŜ ά5ŜŎƭŀǊŜ 

bƻǿέ ōǳǘǘƻƴ ƛǎ ŀ ǎƘƻǊǘŎǳǘ ǘƻ ǘƘŜ ƘŜŀƭǘƘ ŘŜŎƭŀǊŀǘƛƻƴ ƳƻŘǳƭŜΦ 

2.3.1 Health Declaration 

1. ¢ŀǇ ƻƴ ά5ŜŎƭŀǊŜ bƻǿέ ōǳǘǘƻƴ ǿƛƭƭ ǊŜŘƛǊŜŎǘ ǳǎŜǊ ǘƻ ƘŜŀƭǘƘ ŘŜŎƭŀǊŀǘƛƻƴ ǇŀƎŜΦ 

 

 

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. User can view the summary for the timecard absent record or error for current day.  

2. By tapping the button, user can view the detailed information. 
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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. 

 

 

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. 

 

 

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

type cards. 
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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 

 

 

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

2. Tapping on a button will navigate user to the respective page. 
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3.2 Leave  
3.2.1 Leave Application 

1. ¢ŀǇ ƻƴ [ŜŀǾŜ ά!ǇǇƭƛŎŀǘƛƻƴέ ƻƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƳŜƴǳ ǘƻ ǎǘŀǊǘ ƭŜŀǾŜ ŀǇǇƭƛŎŀǘƛƻƴΦ ¢ŀǇ ά{ǘŀǊǘ 

5ŀǘŜέ ƻǊ ά9ƴŘ 5ŀǘŜέ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ƭŜŀǾŜ ŘŀǘŜǎΦ ¢ƘŜƴ ǘŀǇ ƻƴ άbŜȄǘέ ǘƻ ŎƻƴǘƛƴǳŜΦ 

 

 

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

 

 

3. Then select the leave method (Full Day, Half Day and Hourly), session (First session, Second 

ǎŜǎǎƛƻƴύ ŀƴŘ ƘƻǳǊ ŦƻǊ ǘƘŜ ƭŜŀǾŜΦ ¢ŀǇ άbŜȄǘέ ŀŦǘŜǊ ǎŜƭŜŎǘ ƭŜŀǾŜ ƳŜǘƘƻŘ ŀƴŘ ǎŜǎǎƛƻƴΦ 
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4. The duration, crash and emergency leave count will be displayed. User can exclude the leave 

dates by pressing Φ tǊŜǎǎ άbŜȄǘέ ōǳǘǘƻƴ ƻƴŎŜ ŎƻƴŦƛǊƳŜŘΦ 

 

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

photos. 
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6. ¦ǎŜǊ Ŏŀƴ ǊŜǾƛŜǿ ƭŜŀǾŜ ŘŜǘŀƛƭǎ ōŜŦƻǊŜ ǎǳōƳƛǘǘƛƴƎΦ ¢ŀǇ ǘƘŜ ά{ǳōƳƛǘέ ōǳǘǘƻƴ ǘƻ ǇǊƻŎŜŜŘΦ 

 

 
 

 

7. ¢ƘŜǊŜ ŀǊŜ о ƻǇǘƛƻƴǎ ŦƻǊ ǘƘŜ ǎǳōƳƛǎǎƛƻƴ ǿƘƛŎƘ ŀǊŜ ά{ǳōƳƛǘ ŀŎǘǳŀƭ ƭŜŀǾŜέΣ ά{ŀǾŜ Ǉƭŀƴ ƭŜŀǾŜέ 

ŀƴŘ ά!ŘŘ ǘƻ ƭƛǎǘέΦ 
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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. 
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i. Leave History 

1. ¢ŀǇ ƻƴ [ŜŀǾŜ άIƛǎǘƻǊȅέ ŦǊƻƳ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƳŜƴǳΦ ! ƭƛǎǘ ƻŦ ƭŜŀǾŜ ƘƛǎǘƻǊȅ ǿƛƭƭ ōŜ displayed. 

User can browse through the history of applied leave here. 

 

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

ƘƛǎǘƻǊȅΦ .ȅ ǘŀǇǇƛƴƎ ƻƴ ά{ƻǊǘέΣ ǳǎŜǊ Ŏŀƴ ǎƻǊǘ ōŀǎŜŘ ƻƴ ǘƘŜ ǇǊƻǾƛŘŜŘ ƭƛǎǘΦ 
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3. By ǘŀǇǇƛƴƎ ƻƴ ά5ŀǘŜέΣ ǘƘŜ ŘŀǘŜ ŦƛƭǘŜǊ ǿƛƭƭ ǇƻǇ ƻǳǘΦ ¦ǎŜǊ Ŏŀƴ ŦƛƭǘŜǊ ǘƘŜ ƭŜŀǾŜ ƘƛǎǘƻǊȅ ōŀǎŜŘ ƻƴ 

the date range. 

 

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

 

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

page. 

 

 

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. 
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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. 

 

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

cancel. 
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9. 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. 

 
 

3.2.3 Drafted Leave 

1. ¢ŀǇ ƻƴ ά5ǊŀŦǘέ ƛƴ ŀǇǇƭƛŎŀǘƛƻƴ ƳŜƴǳ ǘƻ ǾƛŜǿ ǘƘŜ ŘǊŀŦǘŜŘ ƭŜŀǾŜΦ 

 

 
2. Drafted leave items will be listed on screen. User can select the drafted leave item and tap 

on ά/ƻƴǾŜǊǘ ǘƻ tƭŀƴέ ǘƻ ŎƻƴǾŜǊǘ ŘǊŀŦǘŜŘ ƭŜŀǾŜ ǘƻ ǇƭŀƴƴŜŘ ƭŜŀǾŜ ƻǊ ά{ǳōƳƛǘέ ǘƻ ŀǇǇƭȅ leave. 
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3. User can tap on the item to view details of the draft and select specific date to submit. 

 
 

4. Users can edit the drafted leave by tapping the edit button. 
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3.2.4 Planned Leave 

1. ¢ŀǇ ǘƘŜ άtƭŀƴƴŜŘέ ƛƴ application menu to view the planned leave. 

 

 

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

submit the leave. 

 

   
 

 

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

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

 

 

 

 

 

 

3.3 Claim  
3.8.1 Claim Application 

1. Tap on the Claim ά!ǇǇƭƛŎŀǘƛƻƴέ ƛƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ menu to start claim application. Then, fill in 

the claim title and tap on ά!ŘŘ ƛǘŜƳέ ǘƻ ŀŘŘ ǘƘŜ ŎƭŀƛƳ ƛǘŜƳΦ 
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2. Fill in the invoice/receipt date for the claim item. 

 

3. Select the claim type to be applied. 
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4. /ƭƛŎƪ ƻƴ ά!ŘŘ ǘƻ ƭƛǎǘέ ŀŦǘŜǊ ŀƭƭ ƛƴŦƻǊƳŀǘƛƻƴ Ƙŀǎ ōŜŜƴ ŦƛƭƭŜŘ ǳǇΦ 

 

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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6. ¢ŀǇ ƻƴ ά{ǳōƳƛǘέ ǘƻ ǎǳōƳƛǘ ǘƘŜ claim application. Submission notification will pop out once 

user submit successfully. 

 

 

 

3.8.2 Claim History 

1. ¢ŀǇ ƻƴ /ƭŀƛƳ ά/ƭŀƛƳ IƛǎǘƻǊȅέ ƛƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƳŜƴǳ ǘƻ ƴŀǾƛƎŀǘŜ ǘƻ ŎƭŀƛƳ ƘƛǎǘƻǊȅ ǇŀƎŜΦ ¦ǎŜǊ 

can browse through the history of applied claims. 
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2. User can tap on three dots on top right to sort or filter through invoice/receipt date range 

ŦƻǊ ǘƘŜ ŎƭŀƛƳ ƘƛǎǘƻǊȅΦ .ȅ ǘŀǇǇƛƴƎ ƻƴ ά{ƻǊǘέΣ ǳǎŜǊ Ŏŀƴ ǎƻǊǘ ǘƘŜ ƭƛǎǘ ōŀǎŜŘ ƻƴ ǘƘŜ ǇǊƻǾƛŘŜŘ ƭƛǎǘΦ  

  

3. .ȅ ǘŀǇǇƛƴƎ ƻƴ ά5ŀǘŜέΣ ǘƘŜ ŘŀǘŜ ŦƛƭǘŜǊ ǿƛƭƭ ǇƻǇ ƻǳǘΦ ¦ǎŜǊ ŀōƭŜ ǘƻ ŦƛƭǘŜǊ ǘƘŜ ŎƭŀƛƳ ƘƛǎǘƻǊȅ ƛǘŜƳǎ 

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

 

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

page. 

 

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. 

 

 

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 ŀƴŘ ǘŀǇ ά/ŀƴŎŜƭέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ǊƛƎƘǘ ǎƛŘŜ ƻŦ ǘƘŜ ƛǘŜƳ to withdraw claims. 
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8. User can edit the incomplete claim by finance or supervisor by tapping the edit icon. 

 

 

 

 

3.3.3 Drafted Claim 

1. ¢ŀǇ ƻƴ /ƭŀƛƳ ά5ǊŀŦǘέ ƛƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƳŜƴǳ ǘƻ ƴŀǾƛƎŀǘŜ ǘƻ ŘǊŀŦǘŜŘ ŎƭŀƛƳ ǇŀƎŜΦ ¦ǎŜǊ Ŏŀƴ 

browse through the drafted claim items. 
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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 

ŎƻƴǘƛƴǳŜ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΦ /ƭƛŎƪ ά{ŀǾŜέ ǘƻ ǎŀǾŜ ǘƘŜ ŎƘŀƴƎŜǎ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ǘǊŀǎƘ ƛŎƻƴ ǘƻ ŘŜƭŜǘŜ 

the drafted claim. 
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3.3.4 Cash Advance Application 

1. ¢ŀǇ ƻƴ /ŀǎƘ !ŘǾŀƴŎŜ ά/ŀǎƘ !ŘǾέ ƛƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƳŜƴǳ ǘƻ ƴŀǾƛƎŀǘŜ ǘƻ ŎŀǎƘ ŀŘǾŀƴŎŜ 

application page. User can apply the cash advance on the following screen. 

 

 
 

2. Fill in the claim title and tap on ά!ŘŘ ƛǘŜƳέ ǘƻ ŀŘŘ ǘƘŜ cash advance item.  
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3. Cash advance application form will be shown. Follow the steps from claim application to 

complete the application.  

 

 

3.3.5 Open Advance 

1. ¢ŀǇ ƻƴ άhǇŜƴ !ŘǾέ ƛƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƳŜƴǳ ǘƻ ƴŀǾƛƎŀǘŜ ǘƻ ƻǇŜƴ ŀŘǾŀƴŎŜ ŀǇǇƭƛŎŀǘƛƻƴ ǇŀƎŜΦ 

User can submit the open advance on the following screen. 

 

 
 

2. 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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3. ¢ŀǇ ά!ŘŘ LǘŜƳέΣ ŀƴŘ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊƳ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ǎŎǊŜŜƴΦ Cƻƭƭƻǿ ǘƘŜ steps from 

claim application to complete the application.  

 

  
 

 

3.3.6 Cash Advance History 

2. ¢ŀǇ ƻƴ /ŀǎƘ !ŘǾŀƴŎŜ ά/ŀǎƘ !ŘǾ IƛǎǘƻǊȅέ ƛƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƳŜƴǳ ǘƻ ƴŀǾƛƎŀǘŜ ǘƻ ŎŀǎƘ 

advance history page. User can browse cash advance history through the page. 
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3. Tap on cash advance item to view more details. 
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3.4 EA Form 
3.4.1 Authentication 

1. ¢ŀǇ ƻƴ ǘƘŜ ά9! CƻǊƳέ ƛƴ ŀǇǇƭƛŎŀǘƛƻƴ ƘƻƳŜ ǘƻ ƴŀǾƛƎŀǘŜ ǘƻ ǘƘŜ ŀǳǘƘŜƴǘƛŎŀǘƛƻƴ ǇŀƎŜΦ User can 

choose to insert password or use local device authentication to authenticate. 

2.    tǊŜǎǎ άbŜȄǘέ ŀŦǘŜǊ entering the correct password. 

 

 
 

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

ǊŜǉǳƛǊŜŘ ǘƻ ǾŜǊƛŦȅ ǿƛǘƘ {!a[ ǘƻ ŀǳǘƘŜƴǘƛŎŀǘŜ ǘƘŜƳǎŜƭǾŜǎΦ /ƭƛŎƪ ƻƴ ά±ŜǊƛŦȅ ǿƛǘƘ {!a[έΦ User 

will be redirected to SAML login screen. Fill in the username and password then tap on ά{ƛƎƴ 

Lƴέ ǘƻ ǎƛƎƴ ƛƴǘƻ ǘƘŜ ŀŎŎƻǳƴǘΦ 

 

 

 

 

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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2. ¢ƘŜ 9! ŦƻǊƳ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ ǎŎǊŜŜƴΦ ¢ŀǇ ƻƴ ά{ŀǾŜέ ǘƻ ǎŀǾŜ ǘƘŜ ŦƻǊƳ ŀǎ ŀ t5C 

ŘƻŎǳƳŜƴǘ ƻǊ ǘŀǇ ƻƴ άtǊƛƴǘέ ǘƻ ǇǊƛƴǘ ǘƘŜ 9! ŦƻǊƳ ōŀǎŜŘ ƻƴ ǘƘŜ ŘŜǾƛŎŜ ǇǊƛƴǘŜǊ ǎŜǘǘƛƴƎs. 

 
 

3. Select the language for EA Form   
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3.5 Pay Slip  
3.5.1  Authentication 

1. ¢ŀǇ ƻƴ ǘƘŜ άPay Slipέ ƛƴ ŀǇǇƭƛŎŀǘƛƻƴ ƘƻƳŜ ǘƻ ƴŀǾƛƎŀǘŜ ǘƻ ǘƘŜ ŀǳǘƘŜƴǘƛŎŀǘƛƻƴ ǇŀƎŜΦ ¦ǎŜǊ Ŏŀƴ 

choose to insert password or use local device authentication to authenticate. 

2. tǊŜǎǎ άbŜȄǘέ ŀŦǘŜǊ ŜƴǘŜǊƛƴƎ ǘƘŜ ŎƻǊǊŜŎǘ ǇŀǎǎǿƻǊŘ. 

 

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

ǊŜǉǳƛǊŜŘ ǘƻ ǾŜǊƛŦȅ ǿƛǘƘ {!a[ ǘƻ ŀǳǘƘŜƴǘƛŎŀǘŜ ǘƘŜƳǎŜƭǾŜǎΦ /ƭƛŎƪ ƻƴ ά±ŜǊƛŦȅ ǿƛǘƘ {!a[έΦ User 

will be redirected to {!a[ ƭƻƎƛƴ ǎŎǊŜŜƴΦ Cƛƭƭ ƛƴ ǘƘŜ ǳǎŜǊƴŀƳŜ ŀƴŘ ǇŀǎǎǿƻǊŘ ǘƘŜƴ ǘŀǇ ƻƴ ά{ƛƎƴ 

Lƴέ ǘƻ ǎƛƎƴ ƛƴǘƻ ǘƘŜ ŀŎŎƻǳƴǘΦ 

 

 

 

 

3.5.2 Pay Slip 

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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2. The Pay Slip ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ ǎŎǊŜŜƴΦ ¢ŀǇ ƻƴ ά{ŀǾŜέ ǘƻ ǎŀǾŜ ǘƘŜ pay slip as a PDF 

ŘƻŎǳƳŜƴǘ ƻǊ ǘŀǇ ƻƴ άtǊƛƴǘέ ǘƻ ǇǊƛƴǘ ǘƘŜ Pay Slip based on the device printer settings. 

 

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

1. ¢ŀǇ ƻƴ ǘƘŜ άIRAS Formέ ƛƴ ŀǇǇƭƛŎŀǘƛƻƴ ƘƻƳŜ ǘƻ ƴŀǾƛƎŀǘŜ ǘƻ ǘƘŜ ŀǳǘƘŜƴǘƛŎŀǘƛƻƴ ǇŀƎŜΦ ¦ǎŜǊ 

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

2. tǊŜǎǎ άbŜȄǘέ ŀŦǘŜǊ ŜƴǘŜǊƛƴƎ ǘƘŜ ŎƻǊǊŜŎǘ ǇŀǎǎǿƻǊŘ. 
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3. If user logged in previously using SAML, password option is not available. Instead, user is 

ǊŜǉǳƛǊŜŘ ǘƻ ǾŜǊƛŦȅ ǿƛǘƘ {!a[ ǘƻ ŀǳǘƘŜƴǘƛŎŀǘŜ ǘƘŜƳǎŜƭǾŜǎΦ /ƭƛŎƪ ƻƴ ά±ŜǊƛŦȅ ǿƛǘƘ {!a[έ. User 

will be redirected to to SAML login screen. Fill in the username and password then tap on 

ά{ƛƎƴ Lƴέ ǘƻ ǎƛƎƴ ƛƴǘƻ ǘƘŜ ŀŎŎƻǳƴǘ. 

 

 

 

 

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. 
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2. Select the ŦƻǊƳ ǘȅǇŜ ŦǊƻƳ ǘƘŜ Lw!{ ŦƻǊƳ ŀƴŘ ǘŀǇ άbŜȄǘΦέ 

 

 

 
 

3. The IRAS form ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ ǎŎǊŜŜƴΦ ¢ŀǇ ƻƴ ά{ŀǾŜέ ǘƻ ǎŀǾŜ ǘƘŜ IRAS form as a PDF 

ŘƻŎǳƳŜƴǘ ƻǊ ǘŀǇ ƻƴ άtǊƛƴǘέ ǘƻ ǇǊƛƴǘ ǘƘŜ IRAS form based on the device printer settings. 

 

 

3.7 Health Declaration 
3.7.1 Declare 
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1. ¢ŀǇ ƻƴ ά5ŜŎƭŀǊŜέ ƛƴ ŀǇǇƭƛŎŀǘƛƻƴ ƳŜƴǳ ǘƻ ƴŀǾƛƎŀǘŜ ǘƻ ǘƘŜ ƘŜŀƭǘƘ ŘŜŎƭŀǊŀǘƛƻƴ ŦƻǊƳΦ 

2. Cƛƭƭ ƛƴ ǘƘŜ ŎƻǊǊŜŎǘ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ǘŀǇ ƻƴ ά5ŜŎƭŀǊŜέ ǘƻ ǎǳōƳƛǘΦ 
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3.7.2 History 

 

 

 

1. Tap ƻƴ άIƛǎǘƻǊȅέ ƛƴ ŀǇǇƭƛŎŀǘƛƻƴ 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 People Finder 

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

the People Finder in Modules 
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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.  

 
 

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  to add the 

respective employee to the phone contact list. 

 

 

 

3.9 Overtime  
3.9.1 Application 

1. 4ÁÐ ÏÎ ÔÈÅ /ÖÅÒÔÉÍÅ Ȱ!ÐÐÌÉÃÁÔÉÏÎȱ ÉÎ ÔÈÅ ÁÐÐÌÉÃÁÔÉÏÎ ÍÅÎÕ ÔÏ ÓÔÁÒÔ ÏÖÅÒÔÉÍÅ ÁÐÐÌÉÃÁÔÉÏÎȢ  

 



56 
 

 
 

2. &ÉÌÌ ÔÈÅ ÒÅÓÐÅÃÔÉÖÅ ÉÎÆÏÒÍÁÔÉÏÎ ÆÏÒ ÔÈÅ ÏÖÅÒÔÉÍÅ ÁÐÐÌÉÃÁÔÉÏÎȢ #ÌÉÃË ÏÎ Ȱ.ÅØÔȱ ÂÕÔÔÏÎ ÔÏ  

 

 

 

1. #ÌÉÃË Ȱ!ÄÄ ÔÏ ÌÉÓÔȱ ÂÕÔÔÏÎ ÉÆ ×ÁÎÔ ÔÏ ÄÒÁÆÔ ÔÈÅ ÏÖÅÒÔÉÍÅ ÁÐÐÌÉÃÁÔÉÏÎ ÏÒ ÃÌÉÃË ÏÎ Ȱ3ÕÂÍÉÔȱ ÉÆ 

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

the option allowed to change. 
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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. 4ÁÐ ÏÎ ÔÈÅ /ÖÅÒÔÉÍÅ Ȱ(ÉÓÔÏÒÙȱ ÉÎ ÔÈÅ ÁÐÐÌÉÃÁÔÉÏÎ ÍÅÎÕ navigate to overtime history page.  

 

 

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

ƘƛǎǘƻǊȅΦ .ȅ ǘŀǇǇƛƴƎ ƻƴ ά{ƻǊǘέΣ ǳǎŜǊ Ŏŀƴ ǎƻǊǘ ǘƘŜ ƭƛǎǘ ōŀǎŜŘ ƻƴ ǘƘŜ ǇǊƻǾƛŘŜŘ ƭƛǎǘΦ  

 

5. .ȅ ǘŀǇǇƛƴƎ ƻƴ ά5ŀǘŜέΣ ǘƘŜ ŘŀǘŜ ŦƛƭǘŜǊ ǿƛƭƭ ǇƻǇ ƻǳǘΦ ¦ǎŜǊ ŀōƭŜ ǘƻ ŦƛƭǘŜǊ ǘƘŜ ƻǾŜǊǘƛƳŜ ƘƛǎǘƻǊȅ ƛǘŜƳǎ ōŀǎŜŘ 

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

 

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

 

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. 

 

 

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

 

 

10. ¦ǎŜǊ ŀōƭŜ ǘƻ ǿƛǘƘŘǊŀǿ ǘƘŜ ǇŜƴŘƛƴƎ ŀǇǇǊƻǾŀƭ ƻǾŜǊǘƛƳŜ ōȅ ǘŀǇǇƛƴƎ ά²ƛǘƘŘǊŀǿέ ōǳǘǘƻƴΦ 
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3.10 HR Letter  
3.10.1 Authentication 

1. 4ÁÐ ÏÎ ÔÈÅ Ȱ(2 ,ÅÔÔÅÒȱ ÉÎ ÔÈÅ ÁÐÐÌÉÃÁÔÉÏÎ ÍÅÎÕ ÔÏ ÓÔÁÒÔ ÏÖÅÒÔÉÍÅ ÁÐÐÌÉÃÁÔÉÏÎȢ  

 

 
 

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

2. tǊŜǎǎ άbŜȄǘέ ŀŦǘŜǊ ŜƴǘŜǊƛƴƎ ǘƘŜ ŎƻǊǊŜŎǘ ǇŀǎǎǿƻǊŘ. 
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3. If user logged in previously using SAML, password option is not available. Instead, user is 

ǊŜǉǳƛǊŜŘ ǘƻ ǾŜǊƛŦȅ ǿƛǘƘ {!a[ ǘƻ ŀǳǘƘŜƴǘƛŎŀǘŜ ǘƘŜƳǎŜƭǾŜǎΦ /ƭƛŎƪ ƻƴ ά±ŜǊƛŦȅ ǿƛǘƘ {!a[έ. User 

will be redirected to to SAML login screen. Fill in the username and password then tap on 

ά{ƛƎƴ Lƴέ ǘƻ ǎƛƎƴ ƛƴǘƻ ǘƘŜ ŀŎŎƻǳƴǘ. 

 

 
 

3.10.2 HR Letter 

1. Select the letter to be viewed.  
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2. 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. 

 

 

 

1. /ƭƛŎƪ ǘƘŜ ά/ƭƻŎƪ Lƴκhǳǘέ ōǳǘǘƻƴ ǘƻ ǎǘŀǊǘ ǘƘŜ clock-in process. The page will display a map 

along with nearby locations. Ensure location permissions are granted to load the map. Select 

ǘƘŜ ŘŜǎƛǊŜŘ ƭƻŎŀǘƛƻƴ ŦƻǊ ŎƭƻŎƪƛƴƎ ƛƴ ƻǊ ƻǳǘΣ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ άbŜȄǘέ ōǳǘǘƻƴΦ ¦ǎŜǊǎ Ŏŀƴ ŀƭǎƻ ǳǎŜ 

the search feature to find a specific location from the list. 

  

2. LŦ ǳǎŜǊǎ Ŏŀƴƴƻǘ ŦƛƴŘ ǘƘŜ ƭƻŎŀǘƛƻƴ ŀƴŘ ǿŀƴǘ ǘƻ ŀŘŘ ŀ ƴŜǿ ǇƭŀŎŜΣ ǘƘŜȅ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ ŀ bŜǿ 

tƭŀŎŜέ ōǳǘǘƻƴΦ ¢Ƙƛǎ ŦŜŀǘǳǊŜ ƛǎ ƻƴƭȅ ŀǾŀƛƭŀōƭŜ ƛŦ ƛǘ Ƙŀǎ ōŜŜƴ ŜƴŀōƭŜŘ ƛƴ ǘƘŜ ǎŜǘǘƛƴƎǎΦ 
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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. 

4.  

    

 

5. ! ά{ǳŎŎŜǎǎŦǳƭƭȅ /ƭƻŎƪŜŘ Lƴκhǳǘέ ƳŜǎǎŀƎŜ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴŎŜ ǘƘŜ ǎǳōƳƛǎǎƛƻƴ ƛǎ ŎƻƳǇƭŜǘŜΦ 
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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. 

 

 

 
 

 

3.5.1  Clock In / Out (Offline or unstable internet) 

1. /ƭƛŎƪ ǘƘŜ ά/ƭƻŎƪ Lƴκhǳǘέ button to clock in or out.  

 

2. LŦ ǘƘŜǊŜΩǎ ƴƻ ƛƴǘŜǊƴŜǘ ŎƻƴƴŜŎǘƛƻƴ ƻǊ ǘƘŜ ŎƻƴƴŜŎǘƛƻƴ ƛǎ ǎƭƻǿΣ ŀ ƳŜǎǎŀƎŜ ǿƛƭƭ ŀǇǇŜŀǊΦ ¢ƻ 

ǇǊƻŎŜŜŘΣ ŎƭƛŎƪ ƻƴ άhŦŦƭƛƴŜ /ƭƻŎƪ LƴκhǳǘΦέ 
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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. 

 

 

 

 

 

3. A reminder will prompt the user to sync back once they are back online 
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4. In the 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. 

 

 
 

5. For offline clock-ƛƴǎΣ ƛǘ ǿƛƭƭ ŘƛǎǇƭŀȅ άaƛǎǎƛƴƎ ƭƻŎŀǘƛƻƴ ƴŀƳŜέ ŀƴŘ ǘƘŜ ǎǘŀǘǳǎ ǿƛƭƭ ōŜ 

ά!ǿŀƛǘƛƴƎ ǎȅƴŎΦέ ¦ǎŜǊǎ Ŏŀƴ ŎƭƛŎƪ ǘƻ ŜŘƛǘ ǘƘŜ ƭƻŎŀǘƛƻƴ ƛƴŦƻǊƳŀǘƛƻƴ ƻǊ ŘŜƭŜǘŜ ǘƘŜ ƻŦŦƭƛƴŜ 

clock-ƛƴκƻǳǘ ŜƴǘǊȅΦ hƴŎŜ ǘƘŜȅΩǾŜ ŎƻƳǇƭŜǘŜŘ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ƭƻŎŀǘƛƻƴΣ ǳǎŜǊǎ Ŏŀƴ ŎƭƛŎƪ on the 

ά/ƭƻŎƪ Lƴέ ƻǊ ά/ƭƻŎƪ hǳǘέ ōǳǘǘƻƴ ǘƻ ǎŜƴŘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ŜƳǇƭ·Φ 

 

 

 






















