o oo [User Guide]

[e-Mobile Claim/Welfare]

APPROVER

[VERSION 2.0.1.0]



Contents

o =1 o IO PRSPPI 3
DT o] oTo =T o R TP P PP PRSP UPOPRUPON 4
(0 T o Tl o T VYo o 1SR 5
[ Lo XV ol Yo o] LY - 1o 1RSSR 7
HOW £0 CaNCEI Claim? ..ottt st ettt et e sttt e sbe e e b e e s be e e b e e seesabeenneenas 11
CheCk Claim STATUS ....eeeiieiieeee ettt sttt b e st e bt e st e bt e sae e e bt e sasesabeesmnesaneesneesaneen 14
HOW 10 APPIroVE/REJECE ClAaiM? ..eiiuiiiriiciiieieeciee ettt ettt e et et e cteeeteeeabeesteeetbeenbeesaseebeesaseebeesaseenbeesseeens 16

APPIove Claim RECOIM .....ooiiiiiiiie ettt e ettt e e e et e e e e s sata e e e e saabaeeessssaaeeesanssaeeesasssseeeennnsnneenan 17



Login

No SIM & 5:21 PM 60% % )

first time

Company Code: Please click here to enter
your company code. Our support team will
send you company code.

User MUST enter their company code when

login to the ESS.
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E PLEASE ENTER COMPANY CODE

User ID /

‘ IFL.E X voBILE APP
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User ID: Your employee number.

Password: which is same as e-
Leave system password

Click on “LOGIN” button.

Password N\

Forget Password ?

[ ] Remember Me

Remember Me: this option will
remember your login credentials
after you login successfully
when enabled.




Dashboard

When login successfully, employee will redirect to “Dashboard”:

M Balance: 23 M Taken: 0 Pending: 1

Employee ID: APSB0007
TESTING

23.00/23.00

60.00

BF.Balance : 0.00 BF.Balance : 0.00 BF.Bala

ANNUAL LEAVE HOSPITALISATION SICK

Pie chart will let you
see Annual Leave,
Hospitalization, and
Sick Leave taken,

Click on “ANNUAL
LEAVE” if you want to
see annual leave taken,
pending and balance.




Change Password

If user change password through their mobile phone, this new password will reflected in ESS system too.

Step 1. Click this menu.

IFLE XimMoBLE APP
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Dashboard

Claims

ePayslip

Step 2. Click “Change Password” Change Password




Step 3: Enter your current password
and new password.

Step 4: Click on “Update” button.

Current Password
New Password

Confirm New Password

o

*New password length must between 8-12 characters include
Uppercase L owercase Number and Symbol




How to Apply Claim?

1. Click this menu

11:37 @ .
@ IFLLE XimoBLE APP
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Dashboard

2. Click this menu Claims

ePayslip

Change Password




3. Click this menu

Claim Approval

@ iIFLLE XimoBLE APP
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€ Backtomenu

.
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Claim Approver
Claim Status
>Claim Application

Claim Application on Behalf

Claim Status on Behalf




Click on “Attach File” if you need

Claim Application

TESTING APPROVER

upload your supporting
documents.

information here.

Step 1: Enter all your Claim <

N

APSBOO6T

Attach File

Step 2: Click on “Submit” button.

Select an Option

Doc Date

Posting Date: 2024/05/23

- Amount

Remark




You will this message
when apply Claim
successfully.

‘e’ Success Claim Request

*% * Submit Claims Form SUCCESS!

renaing v |

I -+ Q =

ENT - ENTERTAINMENT 2024-05-15

APSB006T 2024-05-23

Your claim will appear
on this screen and will
be in “PENDING”
status which show in
yellow color.




How to Cancel Claim?
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€ Backtomenu

Claim Approver

Stepl | ———Claim Status

Claim Applicotion

Claim Applicotion on Behalf

Claim Status on Behalf




You can filter claim record
according to claim status,
just click on this icon.

Click here to sort your
data.

Step 2: Click on claim
record which you want to
cancel.

— Claim Status

Pending ¥ |

ENT - ENTERTAINMENT 2024-05-15

APSB00617 2024-05-23



Step 3: Click on “CANCEL
CLAIM” button.

Benefit ID: CLA-23/05/24-000133
Benefit Code: ENT

Benefit Desc: ENTERTAINMENT
Doc Date: 2024-05-15

Post Date: 2024-05-23

Name: TESTING APPROVER

Emp No: APSB0061

Amount: 55

Remark:

Attachment :

Status: PENDING




Check Claim Status

Dashboard
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€ Backtomenu

Claim Approver

Step 1 . Claim Status

Claim Rpplication

Cloim Applicotion on Behalf

Claim Status on Behalf




— Claim Status

Pending ¥ |
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ENT - ENTERTAINMENT 2024-05-15

APSB006T 2024-05-23



How to Approve/Reject Claim?

Claim Approval

@ IELE XimosLE APP
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€ Back to menu

Approver Menu

[——— Claim Approver

Claim Status

Claim RApplication

Claim Applicotion on Behalf

Claim Status on Behalf




Approve Claim Record

Claim Approval

SENDINC APPROVED
B - B Q
Search Here

TESTING
ENT - ENTERTAINMENT
Doc Date: 2024-04-03

Created by. APSB0007

Post Date: 2024-04-29

REJECTED

Step 1: Click the claim record
which you want to take action.




Claim Approval

Personal Details

Name: TESTING
Emp No: APSB0007
User ID: APSB0007

Claim Details

Doc Date: 2024-04-03
Post Date: 2024-04-29
ENTERTAINMENT
Amount: 34

Remarks

imgtest

Attachments

Step 2: Under “Action”, click either

. / “APPROVE” or “REJECT” button.

Action

APPROVE REJECT

Extra Information

ID: CLA-29/04/24-000130
Status: PENDING
Approval ID:APSB0061




Enter Amount Approved;
¥

Enter you Amount approved here or
by default it will autofill with the
amount the applicant needs.

You MUST enter your comment here
if you choose“Reject” action.

B4

Enter Remarks:

SUBMIT

CANCEL

Step 3: Click on “Submit” button
when you want to approve this
claim application.




Logout

Dashboard

‘J Dashboard

H Leave >
B Clim >
PaySlip >

Click this icon to logout from

mobile apps. Change Possword

o
Q Supervisor Settings

E’ Logout
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