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1 APPROVAL SCREEN

Q00606

Submission Approval HR / Claim Processing Administrative Report
Person In-
Charge
Approval

Figure1.a

To perform a claim approval, please follow the steps below or follow as what has shown in
Figure1.a

Claim -> Approval

4+ Claim Approval

Employee s * | Select options E
Pending Approval Summary .
O selectall| V Expand all

# Reject Select | # Approve Select [l + Approve All

3 D Claim ID: 1629 Employee: MY0037 - VIC LEE CHANG EU Claim Title: October 2018 Created Date: 2018-10-22

’ G Claim ID: 1628 Employee: MY0037 - VIC LEE CHANG EU Claim Title: September 2018

Created Date: 2018-10-22

Figure1.2

Employee selections History Tab
Pending Approval Tab Pending item list



2 APPROVAL

2.1 Approve or Reject Claim

Pending Approval Summary
O selectall |V Expand all ~» Reject Select
’ U Claim ID: 1629 Employee: MY0037 - VIC LEE CHANG EU Claim Title: October 2018 Created Date: 2018-10-22
’ U Claim ID: 1628 Employee: MY0D037 - VIC LEE CHANG EU Claim Title: September 2018 Created Date: 2018-10-22 u
Figure 2.1
= q
» O claim ID: 1629 v (¥ Claim ID: 1629
Figure 2.2 Figure 2.3

A Reject Select | A Approve Select |l§ 4 Approve All
Created Date: 2018-10-22 u

Created Date: 2018-10-22

Figure 2.4
Follow the steps to approve a claim:

1. Select whicheveritem to approve by ticking the 3 which shown in Figure 2.2 it will
become as shown in Figure 2.3

2. Click as shown in Figure 2.4 to approve the ticked claim(s)

3. (Optional) Supervisor can expand the item to tick only certain items within the
claim group to approve

Follow the steps to reject a claim

1. Select whichever item to approve by ticking the 3 which shown in Figure 2.2 it will
become as shown in Figure 2.3

Click as shown in Figure 2.4 to approve the ticked claim(s)
(Optional) Supervisor can expand the item to tick only certain items within the
claim group to reject

Alternatively, supervisor can click as shown in Figure 2.4 to approve all items
straight away.



3.1 Reject Claim

Claim item(s) that is/are in the summary tab still be able to reject (to be provided the
claim(s) has yet to be processed)

£} Claim Approval

Employee* ‘| select options s
Status : ® |l L pending Payable Date '’ Approved
Pending Approval Summary

N\ Expand All ~ Reject Select

4 D Claim ID: 1524 Employee: MY1112 - OOI YIN MEI Claim Title: IEE Project Created Date: 2018-09-06

» U Claim ID: 1508 Employee: MY0037 - VIC LEE CHANG EU Claim Title: August 2018 Created Date: 2018-09-03

Figure 3.
i b A i .
» O claim ID: 1524 Claim ID: 1524
Figure 3.2 Figure 3.3

~ Reject Select

Created Date: 2018-09-06

Created Date: 2018-09-03

Figure 3.4

Follow the steps to reject a claim

1. Select whicheveritem to approve by ticking the 3 which shown in Figure 3.2 it will
become as shown in Figure 3.3
2. Click as shown in Figure 3.4 to approve the ticked claim(s)

3. (Optional) Supervisor can expand the item to tick only certain items within the
claim group to reject
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4 REPORT

Submission Report

Figure3.a

To view claim report, please follow the steps below or follow as what has shown in Figure
3.1

Claim -> Report

@ Employee Claim Report

Supervisor

Report

©00O0

Claim Draft Reimbursement(s) Reimbursement(s) Entitlements
(Employee) (Claim Types)
Figure 4.2

Click “Claim Report” as shown in Figure 4.2 then a new window will be popped up to show
the report



Fiter T

Claim Report (sup

Submission Date: 2019-02-01

Total Claims @  1.00
Approved 1.00

Payable Amount 0.00

w Expand All

Employee No. &

3 MY0037

ervisor)
- 2019-02-14

Total amount claim for the result

Item Claim Amount (MYR) GST Amount (MYR) Total Amount (MYR)
0.00 1.00
0.00 1.00
0.00 0.00
Employee Name 4 ClaimID & Claim Title
VIC LEE CHANG EU 1497 this is profile desc

£} Customize Column |ERFCRIEMN O Refresh

4 Submission Date &

2019-02-07

Data captured an
2018-02-14 10:36 am

Filter o

Report

.U'I .N .I—\

ption

Enable/disable column options

content

Apply Filter

Date Type

From

Employment Status
Job Class

Claim Group

Claim Type
Department

Claim ID

Cash Advance

Claim Amount

Claim Total
Amount

Invoice Date From
Approval Date From

Payable Date From

Submission Date

2019-06-01

2 selected
Select options
Select options.
Select options
Select options.
Select options

Select options

From

From

Figure 4.3

Export

Refresh to get latest data

Employee

Location

Division
Sub Department
Charge Code

Status
to
to
B Invoice Date To
1) Approval Date To
] Payable Date To

2019-06-12

Select options

Select options

Select options

Select options

Select options

Select options

PY—

B

Figure 4.4

To filter click the “Filter” at the top-left side which shown in Figure 4.3 and filter options will

expand out as shown Figure 4.4. After filtration has been made, click
the data based on filtration.

i= Retrieve

to retrieve



i : £ Customize Column Export +
Claim Report (spervsen [ & oz connn IR
Dats captured an
Submission Date: 2019-02-01 - 2019-02-14 Employee Info 20190214 10:36 am
. + Employee No.
Total amount claim for the result + Employee Name
Item Claim Amount (MYR) GST Amount (MYR) Total Amount (MYR) Hire Date
Adjusted Hire Date
Total Claims @  1.00 0.00 1.00 Resign Date
Approved 1.00 0.00 1.00 Supervisor
Job Class
Payable Amount 0.00 0.00 0.00 Location
Division
Department
+ Expand All Sub Department
Claim Info !
Employee No. * Employee Name ¢ ClaimID = Claim Title  Claim ID 2
> MY0037 VIC LEE CHANG EU 1497 this is profile desc Charge Code
+ Claim Title
Claim Group
Figure 4.5

To enable/disable the column(s) to show in the report content, click as

shown in Figure 4.5 and a list of column names will be displayed. Enable/disable based on
the report you prefer.

¥ Customize Column [ERAITGLEM < Refresh

Data captured on
Table format with details 2019-02-14 10:36 am

By employee

By claim id

Figure 4.6
To export click the £77"" ' as shown in Figure 4.6, a list of option will be shown as shown
in Figure 4.6 to export out the format of the report that you want.

The exported report will be based on the “*Customize Column” options.



