User Guide
HR Letter

Supervisor Mode

em Y
empl ZQ




Contents
LWV NEIE T O A CCESS .ottt et e e ettt e et e e e ettt e e e e e e ettt e e e e e e e e e e e e e e e e eeaaaee

P30 Y o] o1 oV - | SRR
3 Y o o 0 1V T SR
2.2 APPIOVE L.oiiiiiiii e e
2.3 REJECE ..

3 EMPIOYEE ProOfil@ ...t neas
B L VIEW Lt Ol e
3 2 PriNt Lt er

APPENAIX - e

[ oYL (o RS



1 WHERE TO ACCESS

3% HRMS Application/ HR Letter

Figure1.a

To access, simply click on the menu side bar and search for HR Letter.
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Figure1.2

After access into the HR Letter module, you will be seeing a screen as shown in Figure 1.2.



2 APPROVAL
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Figure 2.1

Approval is place where you can approve the letter that required your approval.

2.1 Approve all
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Figure 2.2

Approve all will appear whenever there is an item for you to approve by default.

2.2 Approve
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Figure 2.3
To approve a few items, tick the item on the left hand side, “Approve” button will be shown

2.3 Reject
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Figure 2.4

To reject a few items, tick the item on the left hand side, "Reject” button will be shown



** After you approve it will either route to another approval person or straight back to HR /
Admin depending on approval setting.



3 EMPLOYEE PROFILE

Employee Information - YEE HEN CHOONG

Export Work Permit History Only Export All to Excel

Employee: MY0023 - YEE HEN CHOONG v
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Figure 3.1

After letters are released out to employees, they are available in employee profile
supervisor mode.

3.1 View Letter
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Figure 3.2

To view letter, simply click on the red highlighted icon.

3.2 Print Letter
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Figure 3.3

To print letter, simply click on the red highlighted icon.




APPENDIX

Process Flow
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Level 3 (Flow same as level 2)

Level 2 (Flow same as level 1)
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