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1 APPROVAL SCREEN

Submission Approval HR Approval Processing Administrative Report

Figure1.a

To perform a claim approval, please follow the steps below or follow as what has shown in
Figure1.a

Claim -> HR Approval

& HR/ Claim Person In-Charge Approval

Pending Approval Summary

O selectall NV Expand Al + Approve All
, OSiaim D Employee Title: Created Date ,

15762 SH9984 - DAVID TAN July 2021 2021-07-05 L
, O%iaim 1D Employes Title: Created Date ’

19759 SH9984 - DAVID TAN June 2021 2021-07-04 £

Employee selections History Tab
Pending Approval Tab Pending item list



2 APPROVAL

2.1 Approve or Reject Claim

Pending Approval Summary

O setectan |\ Expand All + Approve All
v DCIaim 1D: Employee: Title: Created Date:
19762 SH9984 - DAVID TAN July 2021 2021-07-05 =
s DCIaim 1D: Employee: Title: Created Date: o
19759 SH9984 - DAVID TAN June 2021 2021-07-04 =

Figure 2.1
Claim 1D: Claim 1D:
19762 » %39762
Figure 2.2 Figure 2.3
" Approve Selected | | X Reject Selected
Created Date: ya
2021-07-05 =
Created Date: ya
2021-07-04 =
Figure 2.4

Follow the steps to approve a claim:

1. Select whichever item to approve by ticking the O which shown in Figure 2.2 it will
become as shown in Figure 2.3

2. Click Rl EEEEEE s shown in Figure 2.4 to approve the ticked claim(s)

3. (Optional) HR can expand the item to tick only certain items within the claim group
to approve

Follow the steps to reject a claim

1. Select whichever item to approve by ticking the O which shown in Figure 2.2 it will
become as shown in Figure 2.3

2. Click BaSEEEEEEE o5 shown in Figure 2.4 to approve the ticked claim(s)

3. (Optional) HR can expand the item to tick only certain items within the claim group
toreject

Alternatively, HR can click B2 a5 shown in Figure 2.4 to approve all items straight
away.



2.2 Incomplete Claim

Pending Approval Summary
O setectan | Expand All + Approve All
»O%En” ST S Davio Tan Imf:zqm S
POWE™ S0 e ot 202 g
Figure 2.5
Claim 1D: Claim ID:
3 i : v :
D19’r'c-2 s D*]g;*.gg
Figure 2.6 Figure 2.7
" Approve Selected X Reject Selected
Created Date: ya
2021-07-05 -
Created Date: ya
2021-07-04 -
Figure 2.8

Follow the steps to incomplete a claim:

1. Select whichever item to approve by ticking the O which shown in Figure 2.6 it will
become as shown in Figure 2.7

2. Click as shown in Figure 2.8 to incomplete the ticked claim(s)
3. (Optional) HR can expand the item to tick only certain items within the claim group
to incomplete claim



3 SUMMARY

3.1 Claim Summary

Claim item(s) can be view in the summary tab.

& HR/ Claim Person In-Charge Approval

Employees # Select options &
Stats
ash atus @ an
Advance ) Pending Payable
© Incompleted by supervisor [ HR
O Rejected
O paid
@] Incompleted by processer
© Rejected by precessor
Pending Approval Summary
N/ Expand Al @
, Claim ID- Fmplnyee- Title: Created Date Status-
3070 u Hotel 2021-03-08 1A|0R|OC|OP|OI|1PP
, Claim ID: Employee: Title: Created Date Status:
3063 . m Meal 2021-02-19 1A|0R|OC|OP|OI|1PP
, Claim ID: Employee: Title: Created Date. Status:
2083 ﬁ claim test 3 2020-12-06 0A[OR|OC|OP|OI|OPP
, Claim ID: @  Employee: Title: Created Date Status:
2954 test advanced 2 2020-11-26 1A|0R|OC|OP|OI|OPP
Figure3.a
[ Claim ID: Employee: Title: Created Dals Status:
L] - Meal 2021-02-19 1A|O0R|OC|OP|OI|1PP
Meal Receipt / Invoice Daie: Claim Amount (MYR).
. 202 0ns 0
Description © Meal
Total Item 1 Total Claim Amount (MYR) 10.00

Figure 3.2



