User Guide

Cash Advance
Setup

em Y
empl ZQ




CONTENTS

L@o 101 (=T o) £ PSP T PP PPPPPO 0
1 BT AU o Y =T o BT P P PPTPPPRRPP 1
b Q1Y 1A V- Tl PSR 3
2.1 Create New Cash AdVaNCe.......oouii it 3
2.2 Edit Claim TYPe .. 6
2.3 Delete Cash AdVaNCE.....c.coiuieie ittt e e e eee e e e ae e e e e e e e s ennees 6
T =110 0 T € e TV o ST 7
3.1 Create New Claim GrOUP ...ooo ittt e e e e eneeeeneeas 8
3.2 Edit Claim GrOUP ...ttt 10
3.3 Delete Claim GrOUP ...ueeeieiieeeeeee ettt 10
£ ClIM CABGOIY ettt et b et b e n e 11
4.1 Create New Claim Cat@gOry ....oouii ettt 12
4.2 Edit Claim Cat@gOIy ...coueiiiiiiieiie et 13
4.3 Delete Claim Cat@gOry ..ooui i 13
5 CUSTOM INTO Lttt e et e b e s e e eneas 14
5.1 Create New CUSTOM INFO.....ooiiiiii et et e 15
5.2 Edit CUSTOM INTO <.eiiiiiie et e eneeas 16
5.3 Delete CUSTOM INTO. ..ot 16
6 Company Claim POlICY .........ooii e 17
7 Assign Claim Group t0 EMPIOYEe ..o 18
Lo T N\ o) a1 Tar= Y o o Y =] AU o PSS 19
APPENDIX Lo s 20
[A1] SUPEIVISOr APProVal ......ooiiiiiiiii e 20
[A2] CUSTOMIZE APPIOVAl ... s 22
LAB] CUSTOM INTO...eeiiiiieee e e e e e e e e e e e eaaeeeeas 23
[A7] NOTIfICAtION SETUP ..ot 24



1 SETUP SCREEN
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- Cash Advance
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D Claim Category

View / Add 7 it / Defate Claim Category No Hecord Found

GB Custom Information

View / AdY / £dit / Delete Custom Information Total 1 Custom Information

Employee's Claim

‘ Employee's Clalm Group
Avsign employees clolm group

Additional Setup

= Campany Policy

View / Edit Company Policy

‘ Notification Setup

selty W NApErVIsOr appeove) reminde

feseatation emall

Figure1.1



To set up claim type, which specify the behavior of this claim type

To set up claim shared, which allow 2 or more claim types to share the
limit

To set up cash advance, which specify the behavior of this cash
advance type

To set up the claim group, which to be assigned to employee as
entitlement

To set up claim category, which categorize claims

To set up custom info, which use to store additional info for the
claim

To add, view and edit the claim group for specific employee(s)

To change the cutoff, validity duration of the claim and
currency conversion mode

To set up supervisor approval reminder & escalation email



2 CASH ADVANCE

Click “Cash Advance” from item 3 stated in Figure 1.1 to set up / view / edit cash advance(s)

In this screen, active cash advance(s) will be listed as shown in Figure 2.1

£ Claim Adminisirative = Cash Advance

= Pack

Cash Agvance

, ADW - Advance Claim

Figure 2.1

2.1 Create New Cash Advance

. FAdd Maw
To create a new cash advance, click _

up the cash advance

. You will be directed to a new screen to set

“ 2. submimion 3. sddiricna

Clurm Code

=
Figure 2.3
Field Explanation
Claim Code will only appear in Report and be used as Finance
accounting code
Name Cash advance name
Description Description of the claim type



© Claim Administrative » Cash Advance » Add New

SSack
1. General 3. Adanticaal
Altachment Reguired « conminey [
Description Required « [ Campidnry | fpemrat
Abow Submit By » O Al Employee
Confirmed Employee
Supervisor Approval © Supervisor appraval not required
© Direct supervisor approval
Levelling approval
umit approval
Conditional aparoval base on amount
HR Approval » : @ Not regquired
Roguured
Required, Claim amownt more than 7 equal to
il - - |
Figure 2.4
Field Explanation
Attachment Required Specify the cash advance is required to attach
attachment
Description Required Specify the cash advance is required to attach
description
Allow Submitted By Specify the cash advance only allow submitted by
All employee(s) or Confirmed Employee
Supervisor Approval”*! To determine the approval method
HR Approval#? To determine the next approval personnel after all

related supervisor(s) has/have approved the cash
advance item

** Support 1 layer approval only



Q& Clalm Administrative » Cash Advance » Add New

*Hock
1. General 2. submission 3. ad

Category :

Processor T cvmamine

Custom Infarmation » [YSTRR no Apyly |

« Prevoun m
Figure 2.5

Field Explanation
Category Determine the category of the particular claim
Processor Determine who is/are the processor(s) of this claim
Custom Information¢! Determine which custom info to be assigned to the

particular claim

& Claim Admunistrative » Cash Advance » Add New

SSack
1. General 2. submission
Categocy :
Processor : Iy
Custom Information« Abud m

il m

Figure 2.6

To save the cash advance, click m which located at the bottom-right of the screen as
shown in Figure 2.6



2.2 Edit Cash Advance

€ Claim Administrative = Cash Advance

*®Back

Cash Advance

. ADW - Advance Claim

. AdvZ - Cash Advence 2

Figure 2.7

To view/edit the cash advance, click at the cash advance that you wish to view/edit. It will
expand to show the details as shown in Figure 2.8

ADV - Advance Claim

Genera Sutimissisn ASditiona m LITUCN m
Clasm Code ADY
Namp « Advance Clasm
Description
Figure 2.8

Edit the info from “General/Submission/Additional” tabs and click m to save the
amended info.

2.3 Delete Cash Advance

To delete a cash advance, click at the cash advance that you wish to view/edit. It will expand
to show the details as shown in Figure 2.8

Click m to delete the cash advance.



3 CLAIM GROUP

Click “Claim Group” from Figure 1.1 to set up / view / edit claim groups

In this screen, active claim groups will be listed as shown in Figure 3.1

A ECaim

© Tlhitimy Adiiinistrathe » Claen Glougs

S Nacx

Execiutive o o
han-Execute o o
Figure3.a

Executive o 0
Claim group for Exec Level

Figure 3.2

Name of claim group o

No. of claim type(s) / cash advance(s)
assigned

Description of the claim group e No. of shared claim(s) assigned



3.1 Create New Claim Group

[ |
Figure 3.3
Field Explanation
Claim Group Name Name of claim group
Description Description of the claim group

Cloim Group

. Claim Group 01 o

| n

Clalm Ust {Chek to select
)

Search

© ADV - Advance Clam EETEETIND Y

¢ A2 - Cash Advence 2 BTN Yor

Figure 3.4

To assign the previously set up claim type(s) and/or shared claim(s) to claim group, simply
click Y= P25 and make sure the “Yes” is highlighted with light-blue

Click m to save the claim group



To set customize setting at claim group, simply click the " to edit the claim at claim group
level

£ Administrative s Claim Group

“Back
2, submission 3. Agartional
Claam Code AV
Name -« t o Advance Clasm
Description
Autnorized 1o Submit« ¢ Al tmpioyee 3
[
Figure 3.5
Field Explanation
Authorised to Submit To determine whether the particular claim can be
submitted by which user
- Al
- Admin Only

You may follow the steps from 2.2 Edit Cash Advance

** Only some fields stated below can be edited:

i Supervisor Approval
ii.  Customize Approval
iii.  Custom Info



3.2 Edit Claim Group

™ o

© Tlhitim Admiinistrathe » Claen Grougs

Nk

Executive o o
han-Executne o o

Figure 3.6

To view/edit the claim group, click at the claim group that you wish to view/edit. It will
expand to show the details as shown in Figure 3.7

. Executve oo
e £ =

e S Neme

Dewrones

Figure 3.7
Edit the info you want and click to save the amended info.

3.3 Delete Claim Group

To delete claim group, click at the claim group that you wish to view/edit. It will expand to
show the details as shown in Figure 3.7

Click m to delete the claim group.

10



4 CLAIM CATEGORY

Click “Claim Category” from Figure 1.1 to set up / view / edit claim categories

In this screen, active claim categories will be listed as shown in Figure 4.1

& ¢ Clwm

© Claim Adeinistrative » Cluim Catogory

41 hew

. Aamm Clum

, Fnance Clyes

Figure 4.1
Admin Claim
Admin Category

Figure 4.2

Name of claim category

Description of the claim category

11



4.1 Create New Claim Category

e Tupe & Thaow Shared l‘mzm
23
Figure 4.3
Field Explanation
Claim Category Name Name of claim category
Description Description of the claim category
Claim Type & Claim Shared 1. Available Claim(s)
- Claim(s) not assigned to particular category
2. Selected Claim(s)

- Claim(s) assigned to particular category

Drag-drop to assign/revoke

Click m to save the claim category
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4.2 Edit Claim Category

— -
& ¢ Clem

Q@ Clalm Administoative » Cluim Catogory

S Bk

Agrmm Clam

Francs Chyes

Figure 4.4

To view/edit the claim group, click at the claim group that you wish to view/edit. It will
expand to show the details as shown in Figure 4.5

Admin Clem

o & O Ahared Avatintie Chaim(s) Skt Chatm(s)

Maal Shured Acturmimog Awtion

Figure 4.5
Edit the info you want and click to save the amended info.

4.3 Delete Claim Category

To delete claim category, click at the claim category that you wish to view/edit. It will
expand to show the details as shown in Figure 4.5

Click m to delete the claim category.

13



5 CUSTOM INFO

Click “Custom Info” from Figure 1.1 to set up / view / edit claim custom info

In this screen, active claim custom info will be listed as shown in Figure 5.1

© Cnim Administrutive

» Custom Infarmmbon

Haw Wove

Pared O

Figure 5.1
Hotel Name Text Only > el

Figure 5.2

Custom Info Name

Type of the custom info

View details of the custom info

14



5.1 Create New Custom Info

Figure 5.3

Field Explanation

Display Header Name of displaying header
Compulsory Determine the field is mandatory/optional to fill up
Display Information The information that will be shown as tooltip
Control Type Determine how the types of input

- TextOnly

- Date Only

- Dropdown Menu
- Whole Number
- Decimal Number
- Time
Next field after control type The next following field will be depending on the
control type, when
i.  TextOnly
- Character Limit : Specify how many
characters can be input

i.  Dropdown Menu
- Dropdown details

iii.  Whole Number
- Limit: Specify the amount limit

iv.  Decimal Number
- Limit: Specify the amount limit

Click m to save the claim custom info

15



5.2 Edit Custom Info

© Cnim Administruttee » Custom Infarmmbon

HaIw Heve T Oy

Pt Oing Lwgoer were

Figure 5.4

To view/edit the claim custom info, click at the claim custom info that you wish to view/edit.
It will direct you to show the details as shown in Figure 5.5

Figure 5.5

Edit the info you want and click m to save the amended info.

5.3 Delete Custom Info

To delete claim custom info, click at the claim custom info that you wish to view/edit. It will
direct you to show the details as shown in Figure 5.5

Click m to delete the claim custom info.
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6 COMPANY CLAIM POLICY

rative « Company Policy

SBack

Comparyy Policy

finance Emamil T T

Claim Vasdity Period altn cut nif pesiod Dayls)
Finanpal Year« Cut.off Month Dec $
Currency Conversion Mode « Manual Exchange Rate ¢
Figure 6.1
Field Explanation
Finance Email To insert the default finance email if the processor

email not been setup.

Claim Validity Period To determine how long can the claim be claimed

Financial Year To determine the cut off month for claim which is
refreshed by “Calendar Date” and is factor of 12
months

Currency Conversion Mode To determine currency conversion mode for all
claims

Click m to save the setting

17



7 ASSIGN CLAIM GROUP TO EMPLOYEE

Pay Groups Infe

Name of Pay Groups Manager §

Pay Geaups Infa [~ Denctes Reguired)

£a
Name of Pay mm Lasnis

Manager
Groups: « AAAge
Pay Group
Description

Types of Fay

Actual Date Range 3
Period:«

Cut.off Schedule: « Monthly 2

Mid-month cut-off :

Moneueng corett’ (508 Claim Group ID: Claim Group 01 ¥

Claim Geoup 1D Claim Group 01 §
Leave Growp Detault :
Asset Group :

Figure 7.1
To assign claim group to employee, Pay Group should be set up beforehand.

To do so go to Employee Profile -> Setup -> Pay Group then assign claim group to it and then
save.

After pay group is properly set, go to Employee Profile (Admin)

Search for the employee, go to "Payment Info” and select the “Pay Group” that has just
created to assign claim group to the employee.

Finally, click "Save” to save the data.

Wrnphapes infuimatine - EEUAIN 1RO KWANG WEY
n‘ 5 Ex0ovt Wars Ferril Histaty Gy | Bapeart AY 1 Excel

Employee: w tam Chue boarg

Perasne Comuaey  Dupasamsn Sene wartivte jur  Cont AMccessy  Guebbcanemt Traveg  Genessry Berstn Goervanr  Traeagert Assr Garsia Wers Calanar

oy infermannn

Currmncy Mararatan onggh (MYR) § Pagram freqaenty Marifily '
Banit ey A Salaty ARty Sy Calralatian Neovod Nariny ]
Mow Baes Salary - 1 Pay Group att

New Salary 012y Payee Bask CIVE B

£Maciive Oane
Pagrrem Mwitos Yier Mars
Sxary Onbold Star Ouse

Marrter of Watking Doy per Puay Poivy 1D '
Mares

Figure 7.2
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9. NOTIFICATION SETUP

O Cluim Administrativa » Natification Sstup
e =3
Notification Setup
4§ o : : =% =3 -
o et anet rerneder when demia]l n ./ ere ret spprvved Cuvrinl
Escuatn nt(rv'umn ’ . ’ e 4 m =
‘ - G R SANE St on et wher el e L aen mot sopreeed for Denls)
HE pead 1y remewe rerdortes € crtretae evee o vy Lamored |
-
-
Figureg.1
Field Explanation
Supervisor Approval Reminder Send reminder email to supervisor if claim have yet

to approve for more than the input day(s)

Escalation Notification Send escalation email if supervisor have yet to
approve subordinate claim for more than the input

day(s)

Click m to save the setting
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APPENDIX

[A1] Supervisor Approval

Supervisor Apporval ® ¢ '® Sypervisor approval not required
Durect supervisor approval
Levelling approval

Limit approval

Conditional approval base on amount

Figure A1.a

The setting is located in “*Submission” under every claim setup

Supervisor approval not required

% When claim is set with this setting, supervisor does not need to approve this
particular claim.
+ Notification from this kind of claim will still be sent out to the respective supervisor

Direct supervisor approval

¢ When claim is set with this setting, direct reporting supervisor will need to approve
this particular claim
¢+ Notification from this kind of claim will be sent out to the respective supervisor

Levelling approval

@,

* When claim is set with this setting, all supervisors will need to approve this
particular claim based on the level set in the setting
% Notification from this kind of claim will be sent out to the respective supervisors

Limit approval

% This claim is set in the company hierarchy settings, in which it will be seeing the
amount set in the setting.
o Scenario
= Condition
e If claim amount < $1,000 requires 2 levels of approvals
e If claim amount >= $1000 but less than $2000 requires 3
levels of approvals
e Otherwise requires 4 levels of approvals
e Only supervisors which has the job titles consist of
“Manager” and “Officer” will be able to approve such claims
e Supervisors must be in the same reporting route
e May referto A1.2 for reference, only employees that is
highlighted in blue able to perform approval

20



o

|
Project Lead Software
Manager Specialist

Sr. Software
Developer

Jr Software
Developer

Figure A1.2

D3

% Notification from this kind of claim will be sent out to the respective supervisors

Conditional approval base on amount

s When claim is set with this setting, the claim amount must be within the set amount
for the supervisors to perform approval

D3

% E.g. Claim amount below $500 will require 2 levels approvals, otherwise 5 levels
based on Figure A1.4

SUpervial ASpIteN *

- ' .y egual 12 00

Figure A1.3
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[A2] Customize Approval

Agporvae e

ared, S Imout mare than /¢l

Effective Start Date Efective Ind Dats Agprover

Figure A2.1

The setting is located in “Submission” under every claim setup

Required

¢ This approval personnel is act as another layer of approval personnel after all
supervisors has approved the claim.

% Please note that as current system only support additional 1 layer of approval
personnel as shown in Figure A2.2

Actual Route

Additional Layer

Project
Manager

Sr. Software
Developer

Figure A2.2

Required, claim amount more than / equal to

%+ This approval setting is same as the above, the only difference is that the setting
will be applied if and only condition is met

22



[A6] Custom Info

‘ Vzorenp
1 Mective Start Dute tihetive £1d Date
et Remurng L4
Custum Infurmataon Eftective Staret Date Effective End Dmte bl Hequired Actien
toted Marne 2101 nwardy Campdsary (el |
Paviel Cia 13021 waprdy Crtiors [} |

Figure As.1

To use custom information, click “Apply” and select custom information from the dropdown

as shown in Figure Ag.1

For custom info which is a dropdown type,

Custom Information :

Panel Clinic ¥ | = Click here to view dropdown items M uUpdate
2018-10-01 [ Effective End Date : Onwards @

Effective Start Date :

Field Required : Compulsory

#| Click To Show Configured Additional Information

Custom Information Effective Start Date Effective End Date Field Required Action
o ==
Hotel Name 2018-01-01 Onwards Compulsory G m
Figure As.2
Panel Clinic
L s Grapdown Ttem FHective Start Dote » THective Tnd Date
{ v Penang Ounc

Figure A5.3

Click the “Click here to view dropdown items” to tick and set effective dates for the
dropdown items as shown in Figure As.2 and Figure As.3

23




[A7] Notification Setup
e Escalation 2 day(s).
e Sup =Supervisor
e Emp=Employee

Em P A Submitted claim, pending approval 3 days
Sup C, Sup D, Sup E, Sup F receive email
Report to saying Sup A & Sup B (delegated) do not
approve Emp A’s claim.
Delegate to
Sup A > Sup B
Report to Report to
Sup C Sup D SupE Sup F
) |
Delegate to

Delegate to



