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1 SUBMISSION SCREEN
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Click on “Claim” in the side bar as shown in Figure 1.1. After that click on the “Submission”
on the top menu as shown in Figure 1.2
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Figure 1.3

Claim entitlement of the employee Open claim to offset the cash
advance with claim items

Cash Advance submission form Cash advance history, submitted
cash advance



2 SUBMIT CASH ADVANCE

2.1 Cash Advance Form

2.1.1 Submit cash advance

m Chasge Code Pleace

Clam Title «

Roceipt / Involce Date 3

Figure 2.1
Follow the steps to submit a claim:

i.  Select areceipt/invoice date as date application

H A\Y H "

ii. Select cash advance type from “Claim Types

* For ] }

Chasge Code Pilepse Selett

Claim Tite »

Rocept / Invoece Date « 7 J020:04-30

Claim Types « 1 Advance Clalm Y

Currency~ : FROM Malaysian Ringgit (MYR} H 10 Malaysian Ringait (MYR)

Claim Amount « : ) fBalance No Limi)

Description / Purpose «

Attachment :
Figure 2.2

As different from claim form, cash advance does not consist draft mode.

Fill up the compulsory field(s) which has the * indicator and click 3 , the cash
advance form will submit to respective supervisor and person-in-charge for approval.



2.2 Open Advance

2.2.1 Submit offset claim(s) item for open advance
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Figure 2.8

The processed cash advance item will show in Open Advance. In order to offset the cash
advance, user need to click on “Click To Edit” to add the claim item. To submit cash advance
without offset, tick the checkbox on the left-hand side as shown in Figure 2.8 and Click

to submit selected cash advance item(s).

2.2.2 Edit Open Advance
To edit, simply mouse over the ® ® ® which shown in Figure 2.9 and click the “Click to Edit”
to edit the cash advance item you wish to offset.

& click to Edit

ﬁ Click to Remove

E‘I Click to Print
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Figure 2.9
2.2.3 Add claim item into Open Advance
Requelr Forr Open Advance
m ®Back
S
Charge Code 512120
Claim Tite » Cash Advance
Add to list:
fos Mecuip ¢ Inwoice DS Cypm Amaunt (MYR] o
Advance Amount Q00,0 Amount Duw 1,000.00 Status Duse Empioyen
Total em Yozal Claim Amsount (MYR)

Figure 2.10



To add offset claim item(s) into the Open Advance, click on the o+ pammem |

~iack
wabin ot | 4 simme
Charge Code $12120
Claim Title « Carh Advancs
Roceipt / bevolce Date « 2021
Claim Types « v
Currency « ROM Maleysian Regyit 1N : 0 Malaysian Roggit (MYR
Clalm Amount «
Descrigtion ¢ Purpote «
Neceipt ( Mrvolce Number
Atachment [ # 8iomie. |
Add to list :
Hlnlv:?‘. "n'n(l Date Clalts ADeust INTEY o
Advance Amount Amount Due 0o o Status Due = yor
Tetsl tam Tatsl Clam Amuaunt (MYk)
Figure 2.11
Fill up the compulsory field(s) which has the * indicator and click to add the offset

claim item as show in Figure 2.11. After added all the offset claim item(s) then click

m , the cash advance offset item(s) will submit to respective supervisor and person-
in-charge for approval.




2.2.4 To edit or delete Open Advance offset claim item(s)

Sk
Charge Code s1n20
Claim Tizie « Cash Aavance

Recept 7 Invweice Date «

Clalm Types v
Add to list |
Aathipt) Svaiss Oate Cam Ament (MYH) O
290411 i
Redeipe / waice Date Clam Ammunt INYR) s
Advance Amount 1,000.00 Amount Due 000.& Status Dus Employee
Total em { Tots! Claim Amownt (MYR) 100.00
Figure 2.12

#

To edit, simply mouse over the item and click on # which shown in Figure 2.12 and click the

to delete the claim item you wish to delete.



2.3 Cash Advance History
2.3.1 View Cash Advance History

Figure 2.11

: Approved
: Rejected
: Cancelled
: Pending

I|: Incomplete

PP: Pending Payable

Fxpand All | &
Figure 2.12
Status: OA|OR|OC|1P|OI]|OFF
Figure 2.13
A: Approved
R: Rejected
C: Cancelled
P: Pending
I: Incomplete

PP: Pending Payable

In cash advance history, user able to view the previously submitted cash advance(s) is under
which status.



2.3.2 Edit and Submit Incomplete Cash Advance

m S Hack

==
Charge Code S12126
Taim Tele s Cwh Advance far Trip
Receipt f Invexce Date »
Clalm Types « Advarce Ol Y
Currency » FROM MLyl n Banggit (MYX 1 10 Madayslan ingge (MYR
Clalm Amaount » 10001
Dexcription J Purpnse »
Atachawind [ rowsa..

Figure 2.14

To resubmit incomplete cash advance(s),

tick the checkbox on the left-hand side as shown in Figure 2.14 and Click B to submit
selected claim(s)

2.3.3 Print claim

To print, simply mouse over the ® ®® which shown in Figure 2.11 and click the “Click to
Print” to print the form. A window will be popped up.



3 REPORT
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Figure 3.2

Click on “Claim"” in the side bar as shown in Figure 3.3. After that click on the "Report” on
the top menu as shown in Figure 3.2

Entitlements

O
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Figure 3.3

Click “Claim” as shown in Figure 3.3 then a new window will be popped up to show the
report



Claim Report Qe ine
Sebrrdmise Dute: J015-01-01 - 2010-06- 18 B AN S e
~ Exparag AF

Total avcunt chaum for e resut 3 4
Hem Tots Clales Amoust (MYR)

Total Amount O 000

Total Approved Amount 30000

Total Payadie Aunt 30000

S rssarpme Ao . Prvpianem Mares . Caim 50 . Clabn Tioe . Nelavesven Date
> s s myn
> Mvoge ™ IR}
> Mvooes Ll NN
y  M0es ) 5425
» A v 285854

Figure 3.4
Filter option Export
Enable/disable column options Refresh to get latest data
Report content
= 4

Apply Filter % Cuar Fies

Date Type PR |

From arie-z1-0 Te 11ese18

Cash Advance Bewet sptnre Status Setect sgtimee

Clalm Ameount From to

Caim Tomal From to

Amount

Inveice Date From Invoice Date To

Approval Date From 3 Approval Date To

Fayable Date From Payabie Date To

Figure 3.5

To filter click the “Filter” at the top-left side which shown in Figure 3.4 and filter options will

expand out as shown Figure 3.5. After filtration has been made, click m to retrieve
the data based on filtration.



Claim Report
v Exgent A

Total amount claim for the resut

[r—p.
Ttem Total Ciales Amount (MYR) Saserviaw
Team Amount O 30.00
Total Aggroved Amaeunt 300 00

Total Payable Amount 30000
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Figure 3.6

To enable/disable the column(s) to show in the report content, click as
shown in Figure 3.6 and a list of column names will be displayed. Enable/disable based on
the report you prefer.

£+ Customize Column ‘

Data captured on
Table format with details 2019-06-19 09:50 am

By claim id

Figure 3.7
To export click the £-*** as shown in Figure 3.7, a list of option will be shown as shown in
Figure 3.7 to export out the format of the report that you want.

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