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SECURITY
1.1 Onboarding

Once the app is launched, the onboarding page will be shown to the user. The onboarding page

consist of the introduction to the app. In addition, user is able to select the language for the app and
know more about EmplX system as well.

1.1.1 Landing

Appraval through mokils phane

-

Mare

@ Language

1. This is the onboarding page for the EmplX app
2. User cantap on “Go to Login” to go to login page
3. User can know about updates for EmplX products by tapping on the “More” link. There are 5

options
a. Privacy
b. Website
c. Rateus
d. Request Demo
e. Like Us in Facebook



More
Privacy
Website
Rate Us
Request Demo
Like Us in Facebook

Cancel

4. User is able to change the language for the app by tapping on “Language” link. Currently
there are 4 languages available in the app.

/ English(Us)

oz ()
oz (%)

Bohasa Meloyu

5. User able to find the app version on the bottom for the onboarding page.



1.2 Login / Forget Password
User able to login to the EmplX app by authenticating through login ID and password. The app also
utilises device authentication (fingerprint and Face ID) after the first-time login.

1.2.1 Login

1. Insert the user ID and tap on “Next” button.

Forget Password

2. Tapon “Next” after inserting the password. User is able to view the password entered by

tapping on “ putton.

Passwongd

&

Forget Password

3. User will be redirected to Dashboard or Company Selection (if more than 1 company) if the
authentication is successful.



1.2.2 Forget password

Forget Password

e

Email

Insert the login ID and email for the account

Click on “Submit” button

Reset password email will be sent to respective valid email account

User can reset the password by following the instructions from the email

PwnNne

1.2.3 Login with local device authentication (Fingerprint & Face ID) / Auto Login
EmplX app also provides local device authentication such as fingerprint or Face ID. This feature is

only applicable for the devices which support local authentication.
1. To turn on the local authentication, please go to “Profile” tab and tap on “Security”
About
EI Securlty
@ Language

Support

@ Help & Support

Legal
I—-:'j Privacy Policy
B Eua

[ About

Connect

]"_,f Apps Fesdback



2. The local device authentication will be shown if applicable. Switch on the local device
authentication to use it.

-E| Auto Login o

Ly
&, FacelD

(@ Change Password >

3. The local device authentication button will be shown each time the user opens the app.
User can skip the login by authenticating using local device authentication.

<

o

Forget Password



1.2.4 Multiple companies

Search Comgany

Q  Search Company

MY wave

1. Select company page is only applicable for users who have more than one company

account with EmplX.
2. User can search the company name using the search bar on the top of the page

3. Tap on the company name to confirm the selection.



DASHBOARD

2.1 Dashboard

Dashboard is the landing page after user login. The user can view various information from the app

including user profile, selected company, pending action, health declaration, timecard error, leave
and claim balance. User is also able to switch company in this page as well.

2.1.1 Switch company

N MYwave Sdn. Bhd. @

Good Evening

0OIYIN MEI

Pending Action

MYwowve Sdri. gha,

eave 2itemn(s)

Claim Titemn(s)

Health Declaration

Stay safe.
Time Card Error
] Gh = wl

@

1. Click on the top right company icon to switch company

2. The company list will be shown. User is able to search for the company name as well. Tap on
the company name to confirm the selection.



O Search Company

Mwave Sdn. Bhd.

3. After that user will be redirected to the dashboard of the selected company.

2.2 Pending Action
To avoid missing any pending action, user is able to view pending action items from different
companies in the pending action section.

2.2.1 Pending Action

Pending Action

MYwave Release Testing Company |

Leave litem(s)
Claim 20 item(s)

Overtime 123 item(s)

L]
&
o
@

1. User can tap on the pending action item and the app will redirect the user to the respective
approval pages

2. User also can swipe left or right for viewing different company’s pending action items.

3. By tapping on pending action items from different companies, the app will auto switch to
the respective company.



2.3 Health Declaration

The health declaration module is only applicable for users that subscribe to this service. The “Declare

Now” button is a shortcut to the health declaration module.

2.3.1 Health Declaration

1. Tap on “Declare Now” button will redirect user to health declaration page.

Health Declaration

Stay safe.

2.4 Timecard Error
Timecard error will appear if there is absent or error record on the day.

2.4.1 Timecard Error Summary

Time Card Error

items
Today Absent Today Error
Record Record

1. Useris able to view the summary for the timecard absent record or error for current day.

2. By tapping the button, user is able to view the detailed information.

10



2.5 Leave/Claim Balance
This section consists of the summary for the leave balance and claim balance.

2.5.1 Leave and claim balance

Leave Balance

2242
Dayls) C
2h timeoff Annual A& An
12Hour{s} expired on B.420ay(s) sxpired on aDayis
Docamber 31, 200 December 21, 2021 Dacem

Claim Balance

YR MYR
9,997.00 1,000.00 No

20200310 Car Maintenance Hot
Allowance
Daily 4 Monthisl

1. Useris able to view the balance and expiry date for leave and claim entitlements.
2. User will be redirected to the respective application screen by tapping on the leave/claim
type cards.



APPLICATION
3.1 Application Home

Application home is the menu for the various modules. User is able to find the respective modules
and functions on this page.

3.1.1 Home

() search

t‘l Leave
4 9
Application History

$ Claim
4 o
Claim Cloim History

& Pay Slip & EA Form

B B

Poryslip EA Form

B Health Declaration

B 9

Declara History

& 88 w @
k Dashhaard Applicaton Calandar CMS Prafile J

1. User able to search the modules using the search bar
2. Tapping on a button will navigate user to the respective page

12



3.2 Leave

3.2.1 Leave Application
1. Tap on Leave “Application” on the application menu to start leave application. Tap “Start
Date” or “End Date” to select the leave dates. Then tap on “Next” to continue.

x i lieation
Please select the date you want to apply
Start Date End Date
2021-09-20 2021-08-20
Today a
2021-09-20 - 2021-09-20
Duration
2021 Septembear
1 days

b

2. The entitled leave type and days will be shown. Select the leave type to proceed

Select lwave type

Al Apphtable Mot Apalicable
Annual Leave 35
sy ) BEAL oA T0F1-12-31 Dayis)
Business Leave Mo Li...

Compassionate Leave 3
Dayis)

Examination Leave 7
FOey 6] expined on 2037-12-31 Dayis)
&0

HOSPITAL & MEDICAL Dayls)

Medical Leave 22

L) ey (5] aapred on 2021-12-31 Day(s)

— 4

A



3.

4.

Then select the leave method (Full Day, Half Day and Hourly), session (First session, Second
session) and hour for the leave. Tap “Next” after select leave method and session

Start Date: End Date:
2021-09-20 2021-09-20
Laave Typa:

Annual Leave

Meathed

Half Dy A
Session

First Session =

=

S

The duration, crash and emergency leave count will be displayed. User can exclude the leave

X

dates by pressing . Press “Next” button once confirmed.

gpe Application

Start Date: End Date:
2021-09-22 2021-09-22
Leave Type:
annual A
—_—
N
Duration Clash \E Emerge
1 D 1
Dayis) \ Cay(s) i’ Dayis
Date:

22 Sep 2021 (Wed)

Shift: OF

14



5. User can insert leave remarks and add attachments through file explorer, gallery or by taking

photos.

Ramarks

Attachmant *

Add Attachment

Summary

-~

Start Date

2021-09-22

End Data
2021-09-22

Leave Type
Annual A

Sessian

Full Day

Start Time

2021-09-22 08:00:00

End Time

2021-09-22 16:00:00

Duratian

1Day(s)

Remarke

Emergency

0 Day(s)

Attachment

1attachment(s)

15



7. There are 3 options for the submission which are “Submit actual leave”, “Save plan leave”
and “Add to list”.

Choose how your leave will do

Submit actual leave
H Save plan leave

Add to list

Cancel

8. Submission notification will be pop out once user submit successfully.

Draft submit successfully

16



3.2.2

1. Tap on Leave “History” from the application menu. A list of leave history will be displayed.
User can browse through the history of applied leave here

2.

Leave History

° Approved

( Leawve History

T ) G

MY0023 YEE HEN CHOONG

{ANLA) - Annual A
2021-09-21 =4 2021-09-21

0.26 Day{s) | 0Z Hour{s) 00 Min(s]

MODZ.! YEE HEN CHOONG
{ANLE) - Annual &
2021-09-08 uvnti 2021-08-08

MY0023 YEE HEN CHOONG
{ANLC) - Annual ©
2021-09-08 unt) 2021-09-08

usterts
wpariiecr

MY0023 YEE HEN CHOONG

Pending Supervisor

Pending HR

User can tap on three dots on the top right to sort or filter through date range for the leave

history. By tapping on “Sort”, user is able to sort based on the provided list.

m

Fending Supenvist ¥ Date

2027-01-07 untll 2

Sort by:

©® sort to oldest first

(® sort by recent first

L} Sort by employee no (A-7)
11 Sort by employee na (Z-4)
12 Sort by employee name (A-Z)

1% Sort by employee name (Z-A)

Sort by leave type (A-Z)

@ Sort by leave type (Z-A|

Clear

17



3. By tapping on “Date”, the date filter will pop out. User is able to filter the leave history
based on the date range.

Date Range

2021-01-01

2021-12-31

4. To clear the date range filter, user just need to tap on the close button.

2027-01-01 until 2C

5. Useris also able to filter the leave status by tapping on the badge menu on the top of the
page.

m Pending Supervisor Approved Pending HR

6. User can search for the history by tapping on the magnifying glass icon. By inserting the
search information in the search bar, the relevant leave history items will appear in the
search result

< Leave History @ :

annual n

EMP009 JOYCE WONG
{ANL) - Annual Leave
2021-09-30 vl 2021-09-30

1 N

EM PO09 JOYCE WONG
(AMNL) - Annual Leave
2021-09-10 vt 2021-09-10

1 Day(s)

EMPO0S JOYCE WONG
(ANL) - Annual Leave
2020-01-28 untl 2020-01-31

18



7. By tapping the item, user is able to view details of leave history. User can withdraw / cancel
the leave by tapping the Cancel / Withdraw button at the bottom

Infermation

MYDO023 - YEE HEN CHOONG
LANILA] - Anmvual A

Z021-08-21 until 2061-08-21
Total .25 Cry(s) | 82 Hour{s) 00 Mints)

Tast

Alpplicalm;
B/

Leave Infarmation

2021-08-21 {Tun)

2021-09-2100:00100 | ;) | 2027-02-21 10:00:00

Submitted on September 20, 2021

8. Click on the check box on top right if user want to select specific leave date to withdraw and

cancel

MYOO023 - YEE HEN CHOONG

|ANLA) - Annual A

F0F1-08-27 until 2021-09-21
Totals (.25 Cienyls) | 02 Hour(s) 00 Mings|

Teest

Apphication

Leave Information

2021-08-21 (Twe)

2021-00-21 OBDM00 |y | 2021-09-27 10400500

Submitied on September 20, 2021

19



9. Tapthe “ button to pop out the remarks panel for filling in the leave remarks. User
can apply or clear the remarks in this panel as well

Insert Remark

Remarks

Clear Remarks

Cancel




3.3 Claim
3.3.1 Claim Application

1. Tap on the Claim “Application” in the application menu to start claim application. Then, fill in

the claim title and tap on “Add item” to add the claim item

Claim Application

Title (Required)

Total Claim Amount
Total Tax Amount

Grand Total Amount

(U= E—

2. Fillin the invoice/receipt date for the claim item

Claim Applicatior

Invaice f Receipt Date (Required|

Add to list

21



3. Select the claim type to be applied.

Claim Application

twioics | Racsipt Cate | Reqeired]

2021-09-21

Claim Type

Add to fist

4. Click on “Add to list” after all information has been filled up

Clairm Application

it | Recoipt Dats (Reguitsd)

2021-09-21
Claim Typs
Dental v
currency
From To
V)

to Malaysian Ringgit (MYR)

curency rats

0

Currancy amaunt

0

Description (Required)

Add to list

22



5. The item will be shown on the application page once it has been successfully added to list.

User can tap on to remove the claim item or tap on

to edit the claim item

Title (Required)

Sept Claim

Claim Description:

Dental

Claim Type:

Dental (Dental [ Optical)
Receipt [ Invoice Date:

2021-09-21

Claim Amount:

MYR 1.00

Total Amount:

MYR
Total Claim Amount MYR 1.00
Total Tax Amount MYR 1.00
Grand Total Amount MYR 1.00

[ T—
! J

6. Tap on “Submit” to submit the claim application. Submission notification will pop out once

user submit successfully.

l o

Claim Submit Successfully

23



3.3.2 Claim History

1. Tap on Claim “History” in the application menu to navigate to claim history page

2.

browse through the history of applied claims

( Claim History

All Pending Approval @ Pending Payable

EMP009 - JOYCE WONG
Jan 2020
Submitted on January 15, 2020

MYR 100.00 RN RUES RUtel VRS MRRN R = o

EMPODS9 - JOYCE WONG
July 2019
Submitted on August 25, 2018

MYR 58.00 BEYCIRES GG

EMPO009 - JOYCE WONG
Fel 2018 Claim
Submitted on February 28, 2018

MYR 60.00 RSN ERHRSREY Rell Rell Rede

EMPO0Y - JOYCE WONG
Jan 2018 claim
Submitted on March 27, 2018

MYR 106.00 RGN RER RS KON NN NVRL

. User can

User can tap on three dots on top right to sort or filter through invoice/receipt date range

Sort by:

(@ sort to oldest first

@® sort by recent first
5 Sort by employee no (A-Z)
% Sort by employee no (Z-A)

# Sort by employee name (A-Z)

=1 Sort 1% sort by employes name (Z-A)

Sort by claim type (A-Z)

F % Date

Sort by claim type (Z-A)

Clear

for the claim history. By tapping on “Sort”, user is able to sort based on the provided list

24



3. By tapping on “Date”, the date filter will pop out. User able to filter the claim history items
based on the invoice/receipt date range.

Date Range

2021-01-0

2021-12-31

Close

4. To clear the date range filter, user just need to tap on the close button.

2027-07-01 until 2C

5. User is also able to filter the claim status by tapping on the badge menu on the top of the
page

Al

Pending Approval @ Pending Fayable

6. User can search for the history by tapping on the magnifying glass icon. By inserting the
search information in the search bar, the relevant claim history items will appear in the
search result

Claim History @ :

EMPO09 - JOYCE WONG
January 2020
Submitted on January 15, 2020

[V O A|OR|OC )3P0 OPP

EMPOO09 - JOYCE WONG
Jan 2020
Submitted on January 15, 2020

MYR 100.00 REES TS Rulel KV KRR ReR

EMPOODS - JOYCE WONG
Jan 2018 claim
Submitted on March 27, 2018

MYR 106.00 [GREKCEHRuEe Fei ReR Rl

25



7. By tapping the item, user is able to view details of claim history. Only claims that have not
been approved are allowed to be withdrawn. User can tap on the checkbox to select desired
claim items and tap “Withdraw” button at the bottom of the page to withdraw claims.

- ; . Claim History Info

¢  Claim History Info 2 < I History:dn

Infermatian Intormation

EMPODS - JOYCE WONG EMPODE - JOYCE WONG

284 284

MYR 26200 MYR 26200
Jdanuary 2070 danuary 2020

Mmoots 2020-01-18
Claim Information Claim Information
for Gelf [ sp [ chil -CcR L Medical for Self | Spouse [ Children - cR O

(modical) (Medical)

MYR120.00 MYR120.00

Invoice Date: 2020-01-1¢ Involce Date 2020-01-10 -
Description: - Deecription: =

Milecige » Mileage a
MYR 48.00 MYR 48 00

Invoice Date: 2020-01-07 Invoice Date 2020-01-0F

Deser iption: - Description: - .

Withdraw (1]

26



3.4 EA Form
3.4.1 Authentication

1. Tap onthe “EA Form” in application home to navigate to the authentication page. User can
choose to insert password or use local device authentication to authenticate.
2. Press “Next” after entering the correct password.

EA Form Authentication

Please authenticate to view your EA Form

Password
E :

|] Noxt B

3.4.2 EAForm

1. The list of EA tax year will be shown on the screen. Tap on the year to view the EA Form.
User can also search for the tax year by using the search bar

(3 2018

(;-_'?.\ 2017 >
(5;'3 2016 >

2. The EA form will be displayed on the screen. Tap on “Save” to save the form as a PDF
document or tap on “Print” to print the EA form based on the device printer settings.

@ Print

27



3.5 Pay Slip

3.5.1 Authentication
1. Tap on the “Pay Slip” in application home to navigate to the authentication page. User can
choose to insert password or use local device authentication to authenticate.
2. Press “Next” after entering the correct password.

Pay Slip Authentication

Please authenticate to view your pay slip

Password

3.5.2 PaySlip
1. The list of pay slip period will be shown on the screen. Tap on the pay slip period to view pay
slip. User can also search for the pay slip period by using the search bar

(=) 2019-08

=) 2019-07

(=) 2019-06

=) 2019-05

(=) 2019-04

3} 2019-03

(=) 2019-02

\—""5;! 2019-01

=) 201812
(=) 201811

(=) 201810

=) 201809

28



2. The Pay Slip will be displayed on the screen. Tap on “Save” to save the pay slip as a PDF
document or tap on “Print” to print the Pay Slip based on the device printer settings.

EPrint & Save

29



3.6 Health Declaration
3.6.1 Declare

Health Declaration Application

1 Do you have faver (37.5° or higher)?

@ nNo
O Yes

2 Body Temperature*
KN

3 Do you have cough?

@ nNo
Q Yes

4 Do you have the difficulty In breathing?

@ No
o Yes

5 Do you have sore throat?

@ No
O Yes

6 Have you lost your sense of taste or smell?

Daclare

1. Tap on “Declare” in application menu to navigate to the health declaration form.
2. Fillin the correct information and tap on “Declare” to submit.



3.6.2 History

Health Declaration History

Declare on: 2021-09-21 09:56

1. Do you have fever (37.6° or higher)?
No

2. Body Temperature

37

3. Do you have cough?

No

4. Do you have the difficulty in breathing?
No

5. Do you have sore throat?

No

6. Have you lost your sense of taste or
smell?

No
7. Other Symptoms (please specify)

8. Have you been to any affected area(s) or
countries of COVID-19 over the past 14
days?

(YEN d

1. Tap on “History” in application menu to navigate to health declaration history. The app
will show health declaration history up to the previous 30 days.

31



CALENDAR
4.1 Calendar (Leave, Shift and Public Holiday)

User able to view the leave, shift and public holiday events in the calendar.

4.1.1 Agenda
1. User can scroll to browse the calendar events.

v @ 2 2 2 u

20 No Event

Mon

MY0D23 - YEEHEN CHOONG
21 2021-09-21- 2021-09-22
Tue Annual &

08:00:00 - 10:00:00

Mo Event
22
Wed
23 Mo Event
Thu
2 4 Mo Event

2. User can swipe down the knot to jump to specific date for the events

19 20 0 22 23 24 25

32



22 23 24 26 25 27 8

9 30 kil

September 2027

26 27 28 28 30

October 2021

17 8 19 20 2 22 23

@] 88 w @

Apglcator Calarda oS P

4.1.2. Filter
1. By tapping the fab icon on the bottom right, the calendar filter screen will pop out. User able
to filter calendar by leave status or selected employee

o RESIGNED | | ACTNE

Iseﬂrm

&3 O
Leave Status EMPDO1

Depn I

S -

D D o 0
CIEZITTE CED o

Sups -

o

EMPOO3 -

Show [ Hicle My Own Leave

| @)

Sup: =

EMPODA -
Dept
Sup e

EMPDOS -
Dagrt

Sug -

33



CMS
5.1 CMS

CMS is the page where the user can get information including announcements, documents, and links

from the respective companies.

5.1.1 Announcement

1. Announcement tab consists of the announcements that have been published by the
company. Announcements listed here are the same as those on the EmplX website.
2. User cantap on “Mark as Read” to mark as read for specific announcement.

Announcement Document Links
Thank You Note
August 19, 2018

The Management would like to thank the
HR Teamn for successfully organising the
Team Building last month. It was fun and e...

Handbook Update

hugust |, 2018

Handbook is updated. Please get the copy
from HR.

Internal Transfer - HR Business
Partner

February |, 2019

We have an opening for internal job
transfer. Kindly refer to job posting
attachment and contact HR for more infor..

Cleanliness

™ 8o w @

Bashheard Apglication Falendar CMS Prafile

34



5.1.2 Document

Annauncament Documant Links:

Internal Transfer - HR Business

Partner

Last Updaie on Mavch 6, 2018

Malaysia Public Holiday 20192

Lawt Updaic on Marcn 14, 2019
4] Ba & w @

1. Document tab consists of the documents that have been published by the company.
Documents published here are the same as those on the EmpIX website.
2. User can view the attached document by tapping on “View” button.

5.1.3 Links
Annauncemet Oocumart Links
EmplX Website
Last Updaie on Ax 1) 2015
EPF Website

Last Update an e 1 2095

MYwave website

Last Uipdate an Ay |, 2076

o @\ B W

L o)

1. Link tab consists of the links that have been attached by the company.
2. User cantap on “View” to browse the attached links.

35



PROFILE
6.1 Profile

Profile tab consists of the user preferences such as security and language. It also includes support,
legal and connect section as well.

About

B Sscurity >
@ Language >
Support

&) Help & Support >
Legal

B Privacy Policy >
B eua

[0 About

Connect

[Z Apps Feedback >

6.1.1 Security
1. Tap on “Security” to navigate to Security Setup page.
2. User can turn on/off auto login feature. If auto login feature is turned off, Login ID and
password will be required every time the user opens the app
3. Local device authentication is only applicable for devices which are equiped with local device
authentication (Face ID, fingerprint). The device must be enrolled first before it can be used
in the EmplX Mobile app.

Security Setup

-b:| Auto Login o
&) FacelD @
>

A change Password
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1. Tap on “Change Password” to change the password. Password authentication or local device

authentication required before changing the password.

Security Authentication

Please authenticate to edit your security

Passwond

all ©

2. User will be redirected to change password screen once authenticated successfully

3. Fill the current password and the new password correctly based on the stated password
requirements.

4. Tap on “Change Password” once the information has been filled in.

Please enler your new password below
At least 8 characters length

Al least need 1 capital character

Al least need 1 numerical character

Cufrn Praswond
l 'ﬁ Mew Passwoed Lod ]
[ & Contirm Password o ‘
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6.1.2 Change Language

1. Tap on “Language” to switch the language for the app. Currently, there are only 4 languages

available in the app.
2. Select the preferred language and press on the “Confirm” to change the language for the
apps. Once done, the app needs to be restarted for the changes to be applied.

Change Language

< English(us)
= (E )

I (%4E)

Bahoeno Melayu

T

6.1.3 Logout
1. Tap on “Logout” to logout from EmplX app.
2. Tap on “Logout” again when prompted to confirm
3. User will be logged out successfully and redirected to onboarding page.

o Share this apps >

B Logout >

Logout

L Cancel

38



