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Login

No SIM 9 5:21 PM 60% [ )

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 first time login to the ESS.
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User ID: Your employee

E PLEASE ENTER COMPANY CODE | number.

Password: which is same as
e-Leave system password

User ID / Click on “LOGIN” button.

Password Q

Forget Password ?

[ ] Remember Me ——
Remember Me: this option

will remember your login
credentials after you login
successfully when enabled.

Version:
Flexi Team System




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

BF.Balance : 0.00

ANNUAL LEAVE HOSPITALISATION

Pie chart will let you see
Annual Leave,
Hospitalization, and Sick
Leave taken, pending and
leave balance.

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




Change Your Own Password

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

Step 1. Click this menu.

11:37 @© .
@ IFL.E XimoBLE APP
’ 4

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

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




How to Apply Leave on Behalf of Subordinate?

1. Click this menu

2. Click this menu
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‘) Dashboard

i Claims >

ePayslip

Change Password



3. Click this menu
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Leave Apply

Leave Status

Leave Apply on Behalf

Leave Status on Behalf




Step 1: Select subordinate’s name

here.

Click on “Attach File” if you need
upload your supporting
documents.

Step 2: Enter all your leave
information here.

Step 3: Click on “Submit” button.

-- Select Your Subordinate -

Attach File

‘ Date

N

=

Hourly

Leave Code

Daily Period

Periods : 0 days

Reason

Remark

—— R




.*, Success Leave Request
"W Leave application had been submit

* -

successfully

Search Here

AL 2021-04-12 - 2021-04-12 (1 Days )
FAREEZA BINTI FUAD Department :SM

You will this message
when apply leave
successfully.

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




How to Cancel Leave?
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Leave Apply

Stepl |—— Leave Status

Leave Apply on Behalf

Leave Status on Behalf




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

Click here to sort your
data.

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

— Leave Status On Behalf

Pending / Re-Submit ¥ | 1=

AL 2021-04-12 - 2021-04-12 ( 1 Days )
FAREEZA BINTI FUAD Department :SM

tatus : PENDING

=




Step 3: Click on “CANCEL
LEAVE” button.

Reason : Testing

Created By : APSB0080
Created Date : 2021-04-12
Remarks :

Attachments :

Level :

Status : waiting

Approval : NUR DALILA BINTI HAMDAN -
APSB0080

Date: -

Remarks : -




Step 4: Click “CONFIRM” if you confirm to
cancel this leave.

Delete Leave Application

Confirm perform this process ?

CANCEL

CONFIRM




+*, Cancel Success. (Leave ID: APSB0093,
= EmpNo.: APSB0093, Leave Date;

*

e 12/04/2021-12/04/2021).

Search Here

System will prompt this message if you cancel
leave successfully.

D

No Record Found



Check Subordinate’s Leave Status
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Leave Apply

Leave Status

Leave Apply on Behalf

Step 1

Leave Status on Behalf




Search Subordinate’ Leave Record

Search by Staff Name

System allow supervisor search respective staff by enter staff name at the top of leave record listing,
refer to below screen shot:

Go to Menu -> “Leave” -> “Leave Status on Behalf”
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= Leave Status on Behalf

Enter staff name who you
want to search at this text
box

Search Here

AL 16-03-2023 - 16-03-2023 (1 Days )
DEMO 1 Department :PROJECT
status : RESUBMIT

AL 26-12-2022 - 27-12-2022 ( 2 Days )
DEMO 1 Department :PROJECT
status : RESUBMIT

MC 29-07-2020 - 29-07-2020 ( 1 Days )
DAENG HAMIZAH BINTI ABD AZIZ Department :MGMNT
status : RESUBMIT

MC 28-07-2020 - 28-07-2020 (1 Days)
DAENG HAMIZAH BINTI ABD AZIZ Department :MGMNT
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Search by Department

Supervisor can search their subordinates’ leave record status by select their department, refer to below

screen shot:

Go to Menu -> “Leave” -> “Leave Status on Behalf”

Search Here

AL 16-03-2023 - 16-03-2023 (1 Days )

DEMO 1 Department :PROJECT

Department

SM
PROJECT
MGMNT

FINANCE

PROJECT_s

SECURITY

Step 1: Click on this

icon.

Step 2: Department
listing will appear here.

Step 3: v box which
department you
looking for.




Logout
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‘J Dashboard

[ ] Claims >
3 Leave >
ePayslip >

Change Password

]
Q Supervisor Setting
o’

Testing

Click this icon to logout from
mobile apps.

E> Logout
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