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General Setting 

 

 

 

 

 

 

 

 

 

▪ Allow Upload Attachment? 

HR can decide whether allow employees submit e-Claims with attachment or not. Just go to 

“General Setup” to configure the setting to “Allow” or “Not Allow”. 

▪ Compulsory Provide Attachment? 

HR can decide whether upload attachment is compulsory or not. HR can adjust this setting 

according to his/her company policy. The setting is at “Admin” – “General Setup”. 

▪ Stop Submit? 

HR Administrator can set deadline for employees to submit their claims before certain date 

range. 



 

 

 

 

 

 

 

 

 

▪ Stop Submit? 

For example, when HR set from “1” to “10”. Employees submit his/her claims on 18-Oct-

2020, system will reject his/her submission because 18/Oct already late than date range 

between 1/Oct – 10/Oct. He/she will show below error message when submit his/her 

claims: 

 



 

 

 

 

▪ When enter above message in welfare general setting, employee will see above message 

when they apply claims, refer to below screen shot: 



 

 

 

 

Step 1 

Step 2: HR must specify file format allowed 

to upload in this text box. If this field keep 

BLANK, employee will upload failed with 

their supporting documents. 



 

How HR Check All Pending Claims (Welfare)? 
 

 

 

 

 

 

 

 

 

 

 

 

 

Before HR Administrator do their payroll calculation, they need to know whether still got any 

pending claims still exist in e-Claims system or not. They must make sure all claims already submit 

and exist inside iFLEXI HRMS payroll system. 

How they check pending Claims which still waiting approver’s action? HR must login to e-Staff 

system, and go to below menu: 

Step 1 

Step 2 



 

How HR Cancel Approve Claims (Welfare)? 
 

 

 

 

 

 

 

 

 

 

 

 

Please note for any Claims which already approve by final level of approver and already go to 

iFLEXI HRMS Payroll system, employee/ supervisor or approver cannot cancel approved claims 

anymore. They must contact HR regarding approve claims which they want to cancel. 

How HR cancel approved claims? HR CANNOT go to iFLEXI HRMS Payroll system to cancel claims 

as those claims is approved by approver from e-Claims system. HR must login to e-Claims system 

to cancel those approved claims. 

Step 1 

Step 2:  this box. 

Step 3 



 

Some Tips before LIVE e- Claims Module (Welfare)? 
 

 

 

Welfare Table 
- Make sure you already create Welfare Table, refer to below screen shot: 

 

 

 

 

▪ HR Administrator need to take notes for WELFARE Module in iFLEXI HRMS Payroll system 

before LIVE the e- Claims Module. 



 

Employee Master – Welfare Table 
- Please make sure you already assign Welfare Table for every employees in Employee Master, refer 

to below screen shot: 

 

 

 



 

Welfare Process 
- You must do Welfare Process for every employees who will using e-Claims module to submit their 

Claims for approvers. 

- Please refer to below screen shot to show you how to process Welfare for every employees: 

 



 

- You will see below message “Process Complete!” after you process welfare successfully. 



 

Welfare Entitlement Listing 
- After you do the process Welfare, the system will show each employees’ welfare entitlement listing 

by clicking on below link: 

 

 

 

*Notes: If you missed out any step as above, employees will failed to submit their Claims through e-

Claims module. 

 



 

Benefit Code Maintenance (start from ESS version: 1.0.40.0) 
Allow HR enable/disable certain benefit code. 

Step 1: Click on “Benefit Code Maintenance” under e-Claims (Welfare)  
 

  

 

Step 2: Enable/ disable Benefit Code 
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If you see  here, mean this 

benefit code is enable and 

will display in claims 

application form. 

How to disable benefit code? 

 the box in front of the record, and 

click on “Update” button. 



 

Important Notes: 

If customer already using e-Claims module (Welfare), you need to import ALL benefit codes from 

iFlexiHRMS database into ESS database. Below SQL Script you need to run in ESS database: 

declare @code varchar(10) 

declare @description varchar(40) 

DECLARE db_cursor CURSOR FOR 

SELECT code,description FROM [iFlexi_XXXX].dbo.[MiscMaster] WHERE ftype='WELFR' 

OPEN db_cursor   

FETCH NEXT FROM db_cursor INTO @code,@description 

IF(NOT EXISTS(SELECT 1 FROM dbo.BenefitCodeMaster)) 

 WHILE @@FETCH_STATUS = 0  

  BEGIN   

   INSERT INTO dbo.BenefitCodeMaster(code,description,display)VALUES(@code,@description,'Y'); 

   FETCH NEXT FROM db_cursor INTO @code,@description 

  END  

CLOSE db_cursor   

DEALLOCATE db_cursor 

 

Notes: 

➢ [iFlexi_XXXX]. Change iFlexiHRMS database name according to different customer. 

 


