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Import Staffs from iFlexiHRMS System 

 

 

 

 

 

 

 

 

Step 1 

Step 2 



 

How to Create New User who has no employee record 

in employee master (iFlexiHRMS System)? 
 

 

 

 

 

 

Step 1 

Step 2 Step 3 

Step 3: Click on “Update” button. 



 

Resend Password to User 
 

 

 

 

 

 

Step 1 

Step 2 

Step 3:  this box. 

Step 4: Click on “Resend 

Notification” button. 

▪ User will receive email notification to notify him/her password after 5-20 minutes. 



 

Synchronize email address from iFlexiHRMS system 
 

 

 

 

 

 

 

 

 

▪ After 1st time HR import employees account into ESS system, when HR amend email address 

in iFLEXIHRMS system, email address in ESS system will not update automatically. HR need 

to synchronize email address to ESS from iFLEXH HRMS system. 

Step 1 

Step 2 

Step 3 

Step 4 



 

Activate/ Inactivate User 
 

 

 

 

 

 

 

 

 

 

▪ HR can temporarily block user login to ESS system via below setting. 

Step 1 

Step 2 

Step 3: Click on “Edit” button. 

Step 4: Unticked this box. 

Step 5: Click on “Update” button. 



 

 

 

 

 

System will prompt this message when user try 

to login ESS system. 



 

Reset User Password 

 

You will redirect to below page: 

 

There are TWO method to change user password: 

a) Default Password 

b) Create by HR 

 

a) Default Password 

If HR choose this method, meaning password for MALAYSIAN will be New IC Number, while password 

for NON-MALAYSIAN will be date of birth. Please refer to below description below for further 

explanation: 



 

How to reset password? 

 

You will see below message when reset password successfully: 

 

 



 

b) Create by HR 

If you choose reset password method “Create by HR”, please follow below step:  

 

You will see below message if you change the password successfully: 

 

 

 



 

Forget Password 

Go to “Login” page, as below: 

 

You will redirect to below page: 

 

 



 

Change User ID 
Step 1: 

 

 

Step 2: 

 



Click on “Update” button and wait till “Please Wait. Your request is being processed…” disappear from 

the screen. 

Step 3: 

 

 



 

User Group 

 

 

By default, there are 3 user group exists: 

1) ADMIN – Full privilege. 

2) ROOT – HR Staff, cannot view user password only. 

3) SUPERVISOR – Approve or apply leave for subordinates. 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1 

Step 2 

Step 3: Click on “Add” button. 



 

 

Explanation: 

Access Page Permission – Which group of permission you wish to copy to this new user group? 

Is Install Activate?  – 

eAppraisal/Allow View All Question?  – For appraisal module only. 

Exclude Leave Code – The employee under this user group will not be able to apply these types of leave.  

 



 

Assign User Group to User 

Assign One by One 

 

 

 

 

 

 

 

 

Step 1 

Step 2 

Step 3 

Step 4 

Step 5 



 

Batch Assign 

 

 

 

 

 

 

Step 1 

Step 2 

Step 3 

Step 4 

Update Success! 



 

Access Rights Permission 
 

 

 

 

 

 

 

Step 1 

Step 2 
Step 3: Click on which page you 

want to give permission. 

Step 4: Click on the box which user group you want to assign 

permission. 

Step 5 



 

Footer Notes 
1. HR can add in notes at the footer of every pages of the system. 

2. “Admin” – “Configuration” – “General Setting” – “General” 

 

 



 

 



 

Announcement 

 

 

 

 

Step 1 

Step 2 
Step 3 

Step 4 



 

 

 

 

 

Announcement will appear in home page when you login to system. 



 

Announcement – Permanent announcement with NO 

Collapsible 
1. If HR want to show some government links for every employees when they login to the e -Staff 

system, which this information will not collapsible the content, HR can  “Permanent?” in 

Announcement setting, to let the content with NO collapsible and stay always in the system. 

2. Below is the sample screen shot: 

 

 



3. Content will NOT collapsible after  “Permanent?” 

 

A – If  “Permanent?”, the content will default showing, there is no “Open/C lose” button to click on 

more details. 

B – If Not  “Permanent?”, the content will hide automatically. If you want to see more details, you 

have to click on “Open/Close” button. 

 

 

 



 

Email SMTP/ Exchange Server Setting 
 

 

 

 

 

Step 1 

Step 2 

Step 3 

Step 4 



 

How to Change SMTP Password? 
 

 

 

 

 

 

 

 

 

 

Step 1 



 

 

 

 

Step 2 

Step 3 



 

Enable Email Call Service by Module 

 

 

 

 

Step 1 

Step 2 



 

Email Content Template 

 

 

 

 

Step 1 

Step 2 

Step 3 

▪ System got standard email template for each module in ESS system. If customer want to 

amend to his/her own email content, HR can click on “Edit” button to modify the e mail 

content. 



 

 

 Step 4 



 

Email Signature 
 

 

 

 

 

 

 

▪ When you add content for this email signature, this email signature content will appear in 

every email template which receive by employees and approver. 

Step 1 

Step 2 

Step 3 
Step 4 



 

Session Time out Duration 
 

 

 

 

 

 

 

▪ HR can extend session time out for user login. System default session time out will be 

after 20 minutes, can extend this time via below setting. 

Step 1 

Step 2 

Step 4: 20 minutes. 

Step 3 



 

Resign Day Buffer 
 

 

 

 

 

 

Step 2 

Step 1 

Step 3 

Step 4 

▪ If “0” value, when resign date is “28-Sep-2020”, mean user cannot login to ESS system again 

on 28-Sep-2020 onwards. 

▪ If “31” value, user still can login until 28-Sep + 31 days. 



 

Log File Viewer 
 

 

 

 

 

 

 

▪ HR can check employees’ login records within the specified range of date.  

Step 1 

Step 2 

All employee’s login activities will 

appear here… 

‘ 

You can click this button to download all log records 

into Excel file. 

Can filter by date. 



 

Running No. Setup 
 

 

 

▪ HR can amend running no. format according to their requirement. 

Step 1 

Step 2 

Step 3 



 

 

Explanation: 

ATTN-{dd/MM/yy}-<000000> will be run as ATTN-011215-000001 

 

 

 



 

Route Setup 

What is Route? 

Route in e-Staff System means the approval route for approving employee’s application. 

 

Please Note that: 

* Workgroup is not user group. Workgroup is a value store in AutoHR to dedicate  different approval 

group. Such as BASE, CLASS etc. 

* In e-Staff system, level is unlimited. 



 

Create Route 

 

 

 

 

Explanation: 

Group Route ID – Named this route, maximum length 10 characters. 

Group ID –  which module will apply for this group ID. 

Direct Approve – Direct approve without go through approver. 

 

Step 1 

Step 2 
Step 3 

Step 4: Fill in all data. 

Step 5 



 

Route Level Setup 

 

 

 

Step 1 

Step 2 

Step 3: Select which route id you want to add/edit approver level.  

Step 4: Amend existing level. 

Step 5: Click “Add Level” if you want to assign next level of 

approver. 



 

Add/Edit Level 

 

 

Click this button if you want to add 

another NEW approver for Level 1. 

Set 2 days, email notification will send every 2 days to 

approver, remind him/her to login system approve 

leave. Email will not send again until approver take 

action. 

 this box if you want system automatically by pass to 

next level if time bypass is set. 

 this box if you want system automatically by pass to 

backup approver if time backup is set. 

Click this button to select backup approver. 



 

Assign Route to Employee Master (iFlexiHRMS System)  

Open AutoHR – Employee Master, fill-in BASE/CLASS or others field value for employee. (Depends on 

which field you are used for eStaff system) 

 



 

 

 

 

 

 

Step 1 

Step 2 
Step 3 

Step 4: Enter this condition which value 

according to iFlexiHRMS Employee Master. 

All employees under this condition will appear 

at here. 

 



 

How to Check which User who haven’t assign Route?  

 

 

 

Step 1 

Step 2 Step 3 

Step 4 

Those employees haven’t assign 

route will appear here… 



 

How to Check User belong to which Route ID?  

 

 

 

 

 

Step 1 

Step 2 

Step 3: Select which user ID you 

want to check his/her route ID. 

Step 4: Click “Check User” button. 

APSB0004 belong to “CEO” route ID. 



 

 

 

Item Description 

Export Approvers Listing to Excel List down each Routes got how many Level and 

Approvers Name. 

Export Supervisors Listing to Excel List down each Supervisors with their Subordinates. 

Export Route Listing to Excel List down each Routes with employees who under this 

Route. 

 



 

Assign Route to Supervisor 

a) Assign one by one 

 

 

 

 

 

 

 

 

 

 

 

Step 1 

Step 2 Step 3 

Step 4 

Step 5 



 

 

 

 

Update Success! 



 

b) Change Supervisor (QDE)  

 

 

 

 

 

 

 

 

Step 1: Either click one of the link. 

▪ When one of the supervisor resign, another new supervisor comes and replace him/her. HR 

can use this QDE setting to change old supervisor to new supervisor for all routes.  

Step 2: Change from XXX. 

Step 3: Change to XXX. 

Step 4: Click on “Update” button. 



 

Stop Submission Approve 
 

 

 

 

Step 1: 

 

 

Step 2: 

 

 

▪ If HR want to process salary, he/she don’t want to let employees and approvers submit/ 

approve Leave, Overtime, Plan Overtime which before certain cutoff date, he/she can set the 

setting in “General Setting”. 



 

Step 3: 

 

 “Stop Submit?”, select “Stop Submit Before”. If you select “22-Oct”, mean employees only can submit 

leave, which leave date till “21-Oct”. This also apply for “Stop Approve Before” date.  

 

 

 

 


