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Purpose 
 

To monitor employees’ health condition, and if the company allows, Admin can submit 

declaration on behalf of the employees. 

Dashboard 
 

 

1. Dashboard showing summary of health declaration records for the day. 

2. Click on the box to show the details of the count. 

i) NO RESPOND - Number of employee(s) that has/have not submitted 

declaration. 

ii) NO SYMPTOM - Number of employee(s) that not showing any symptom(s). 

iii) SHOW SYMPTOM - Number of employee(s) that with at least 1 symptom. 

iv) POSSIBLE CLOSE CONTACT - Number of employee(s) who could have close 

contacted with the employee that showing symptom(s) (base on same 

department). 
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Health Declaration (Admin) 
 

 

1. Click on the Health Declaration (Admin) to check and submit employees’ health 
declaration. 

2. Apply filter (if applicable) and click Retrieve. 

 
3. Click on the declaration time to view details; OR 

 
 
4. Click on Declare to help employees to submit their health declaration. 
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Fill in the answer and click Save. 
 

5. In order to submit for past date declaration, [tick] on Enable past date 
declaration checkbox. 

 
 
6. Click on the Export button to export records to Excel. 
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Health Declaration (Admin Update) 
 
1. Grant below access to enable admin to update submitted declaration. 

 
 

2. Go to Health Declaration (Admin), retrieve and click on the record to update. 

 
 

3. Click Edit, change the answer and click Save. 
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Report 
 

 
 
1. Click on Report to retrieve declaration historical data. 
2. Apply filter (if applicable) and click Retrieve. 

 

 
 
3. Data will be listed. Click on Export to download records to Excel. 

 
 

 


