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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 Usin 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)

v (E %)
oz (%)

Bohasa Meloyu

5. User is able to find the app version on the bottom of 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. SAML login is also

available for user with existing Okta account.

1.2.1 Login with User ID

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

Forget Password

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

tapping on “ putton.

Passwond

&

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 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 Security
am,
) Language

Support

&3 Help & Support

Legal

|5_—".1 Privacy Pelicy
B EuLa

B About

Connect

[# mpps Feedback

& 88 =] w @

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

Security Setup

=] Auto Login 0

e
L, 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.

Forget Password



1.2.3  Login with SAML

1. Tap on “Login with SAML” to login using Okta account.

‘ @ User ID ‘

Login with SAML I

Forgetl Password

2. Fillin user ID and tap on the “Next” button.

[@I

3. User will be redirected to the SAML login screen. Fill in the username and password then
tap on “Sign In” to sign into the account.

Cancel @ s, okta.com A O

Connecting to &
Siger-in with your * account 1o access
Emplx Mobile Apps

okta

Signin

Usarmame

Password

PaSHWOrG



4.

5.

An error message will be shown if user’s account does not have any SAML linkage or if the
account linkage is incorrect.

Fail
Sorry unable to reach your account
for SAML

Fail
Sorry seem your account not yet been
linked. Please contact your company

admin for further assistance.

OK OK

Otherwise, user will be redirected to multiple company selection or dashboard once
successfully logged in.

1.2.4 Forget password

P wnhpRE

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



1.2.5 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

Mywave Sdn. Bad.

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)
[ e @

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.

10



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.

11



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

22.42
Day(s) C
2h timeoff Annual A An
12Hour{s} expired on B.420ay(s) sxpired on aDayis
Docamber 31, 200 December 31, 2021 Dacem

Claim Balance

KIYR MYR
9,997.00 1,000.00 No

20200310 Car Maintenance Hot
Allowance
Daily 4 Monthis)

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

User Supaervisor Admin

() search
™ Leave

4 9

Application History

S Claim

g 9

Claim Claim History

1. Switch to admin mode on top of the search bar.
2. User able to search the modules using the search bar
3. Tapping on a button will navigate user to the respective page

13



3.2 Leave

3.2.1 Leave Application
1. Tap on Leave “Application” on the application menu. Then, select the employee you wish to
apply on behalf of.

< Employee Selection Q
o | RESIGNED | ACTIVE
2o .
& ARDUL RAHMAN
10 EMPOGS - JOYCE WONG
. e fiid EMPO02 3

EMPuo:-s N
& CHANDRA GUPAL
sallty Systems
[T Empooa
& >

@ DENNIS CHAN

Sup EMPO0S - JOYCEWONG

2. Tap “Start Date” or “End Date” to select the leave dates. Then tap on “Next” to continue.

Please select the date you want to apply

Start Date End Date
2021-09-21 2021-09-21 Today
2021-09-21 - 2021-09-21
Duration 2021 September
1days

A

14



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

X Leave Application

Select leave type

Al Applicable Mot Applicable:
Annual Leave 35
21Day(e) expired on 2021-12-31 Day(s)
Business Leave No Ll...

Compassionate Leave 2
Day(s)
Examination Leave 7
TDay (s} enpired on 2021-12-31 Day(s)
HOSPITAL & MEDICAL 60
Day{s)

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 selecting leave method and session

Leave Application

Start Date: End Date:
2021-09-21 2021-09-21
Leave Type:

Business Leave

Method

Full Day ¥

e
A

15



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

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

x Leave Application

Start Date: End Date:
2020-08-06 2020-08-06
Leave Typa:

Unpaid Leave

Duration Ei
1
Day(s]
Date:
06 Aug 2020 (Thu) &
sni.or (.
4

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

photos.

Remarks

Attachment

Add Attachment °

16



7. User can review leave details before submitting. Tap the “Submit” button to proceed

x Leave Application

Summary

F =y
Start Date

2020-08-06

End Data
2020-08-06

Leave Type
Unpaid Leave

Session

Full Day

Start Time

2020-08-06 08:00:00

End Time

2020-08-06 17:00:00

Duration

1Day(s)

Remarks

Emergency

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

Choose how your leave will do

Submit actual leave
Save plan leave ‘

Add to list

Cancel

9. Submission notification will pop out once user submit successfully.

Draft submit successfully

17



3.2.2 Leave History

1. Tap on Leave “History” from the application menu. Then, select the employee to be viewed.

Ermployes Selsction

n RESIGNED ACTIVE

[

& EMFDO7

GHAFAR AHMAD

EMFDOB
8 ELIZABETH TEOH

Supt EMPDOS - DEMNIG

JOYCE WONG

Engtneering

I EMPDOS

i EMPe KHOL SIEW

W EMFDI
& KHOO SIEW LING

End of Content

4

2. Alist of leave history will be displayed. User can browse through the history of applied leave

here.

{2 Leave History

. Approved Pending Supervisor

EMPO09 JOYCE WOND
{BUSINESS) - Business Leave
2020-11-30 = 2020-11-30

T G
EMPO0S JOYCE WONG
{ANL) - Annual Leave

2020-11-25 01 2020-11-26

T (O

EMPO0S JOYCE WONG
[AML) - Annual Leave
2020-11-18 unil 2020-11-18

Pendiing Supserioor | Anclicatio
EMPO09 JOYCE WONG
(MED) - Medical Leave
2020-11-16 urll 2020-11-17

Pending

>

18



3. 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.

Sort by: Chear
@ sart o oldest first

(@ 5art by recent first

14 Bort by employee no (A-2)

1% Sort by employes no (Z-4)

b2 Sort by emploves name [A-Z)

13 Sort by empiloyes name (Z-A)

[l Sort by leave type [4-2)

(iil) Sort by leave type [Z-A)

£ Leave History =1 Sort

approved | | Pencing 5uf Y Date

k 4

4. 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

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

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

» Approved Pending Supervisor Pendiric

19



7. User can search for the history by tapping on 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

| business =I

EMPDOO JOYCE WONG
(BUSINESS]) - Business Leave
2020-11-304 2020-11-30

EMPDOS JOYCE WONG
(BUSINESS) - Business Leave
2020-11-10 v 2020-11-10

1 Dayis}

()

EMPOOS JOYCE WONG
|BUSINESS) - Business Leave
2019-10-24 "1 2019-10-24

EMPOOS JOYCE WONG
[BUSINESS) - Business Leave
2019-10-21 404 2019-10-21

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

£ Leave History Info
Informatian

EMPO0E - JOYCE WONG
{BUSINESS} - Business Laave

2020-11-30 until 2020-11-30
Total: 1 Day(s)

A:pplil:at.inn
Leave Intarmation

2020-11-30 (Mon)

| 2020-11-30 08:00:00 |y 2020-11-30 17:00:00

Submitted on September 21, 2021

f Conte

20



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

Information
EMPO09 - JOYCE WONG
(BUSINESS) - Business Leave

2020-11-30 until 2020-11-30
Total: 1 Day(s)

Application

Leave Information

2020-11-30 (Mon)

2020-711-30 08:00:00 |y 2020-11-30 17:00:00

Submitted on September 21, 2021

Cancel (1) .

10. Tap the “ 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

Anply

Clear Remarks

21



3.3 Claim

3.3.1 Claim Application
1. Tap on the Claim “Application” in the application menu to start claim application. Then,
select the employee you wish to apply on behalf of.

Employee Selection

o | RESIGNED | AGTIVE

RESIGNED R 5
a ABDUL RAHMAN

Sup EMPOCS - JOYCE WONG

[Tl EMPOO2 5
& BEN TAN
Enginearing
in!t EMPOGS OYCE WONG
acTive BEUEUE] 5
& CHANDRA GUPAL
[uality Systems
1o EMPOOS - JOYCE WONG

LS EMPOOA

b
& DENNIS CHAN

Engimesring

Sup; ENMPODE - JOYCEWONG

2. Fill in the claim title and tap on “Add item” to add the claim item.

£ Claim Application
Titl [Ramilrat)

Total Claim Amount
Total Tax Amount

Grand Total Amount

r
[



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

£ Clalm application

Imvoice [ Recaipt Date (Required|
|

Back Add to fist

4. Select the claim type to be applied.

4 Claim Application

[~ Invoice | Recaipt Date {Required)

2021-09-23

Claim Type

Add to list

23



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

4 Claim Application

~ Invoice { Recelpt Date (Hequired] —

2021-09-23 ‘

Claim Type

‘Dantul v‘

Currency

From To

to Malaysian Ringait (MYR)

~ Mlrrancy rate —

0 ‘

Curretey et

o |

Description (Requirad)

Add to list

6. 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

4 Claim Application

= Tie (Reguirsd)

July Claim

Claim Deseription:

1

Claim Type:

Dental (Dental / Optical)
Receipt [ Invoice Date:

2021-09-23

Claim Amount:

MYR 1.00

Total Amount:

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

A Y|



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

Claim Submit Successfully

25



1.3.2 Claim History
1. Tap on Claim “History” in the application menu to navigate to claim history page. Then, select
the employee to be viewed.

£ Employee Selection Q,

o RESIGNED ACTIVE

I EMPDO7 N

GHAFAR AHMAD

EMFDUB y
& ELIZABETH TEOH
eeerine

JOVCE WONG

Engtneeting

& EMFDDS N

i EMPE KHOD SIEW LG

EMFEI'ICI 5
8 KHOD SIEW LING
HurrisA Pex o

[% End of Content i

2. Alist of claim history will be displayed. User can browse through the history of applied
claims here.

{  Claim Histary Q

o Pending Approval Paid Pending Fayable

ID: 284 ’
EMP008 JOYCE WONG
January 2020

MYR 268.00

Submission Date: 2020-0]-15

ip:283 [0 >
EMP009 JOYCE WONG
Jan 2020

MYR 100.00

Submission Date: 2020-0]-15

iD:276 (20 >
EMP00S JOYCE WONG
July 2019

MYR 58.00

Submission Date: 2019-08-25

ID: 275 >

EMPO09 JOYCE WONG
July 2019

MYR 720.00
Submission Date: 20/9-08-25

Aio:2ss ST 4

26



3. User can tap on three dots on top right to sort or filter through invoice/receipt date range
for the claim history. By tapping on “Sort”, user is able to sort based on the provided list.

—

Sort by: Clear
® sort to oldest first
®sort by recent first

! Sort by employee no (A-Z)

1 sort by employee no (Z-A)

% Sort by employee name (A-Z)
1 sort by employee name (Z-A)
Sort by claim type (A-Z)

[iil] Sort by claim type (Z-A)

4. 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
2021-01-01
Clear
2021-12-31
Clear
Close ]

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

2021-01-01 until 2021-12-3

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

All Pending Approval @ Pending Payable

27



7. 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.

< Clalm History

o341 Wl Pencing Approval

EMP0O0S JOYCE WONG

January 2020
MYR 268.00

Submission Date: 2020-0)-15

ID: 283

EMP00S JOYCE WONG

Jan 2020
MYR 100.00

Submission Date: 2020-01-15

ID: 246 [0

EMP00S JOYCE WONG

Jan 2018 claim
MYR 106.00

Submission Date: 2003-03-27

End of Content

8. 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 Histary Infe

Information

EMPOI];- JOYCE WONG
20

1 268,00

.Januar\r 2020

2020-01-15
Claiim Information

Medical for Self [ Spause | Children - CR
(Medical)
MYR120.00

lmvoice Dote: 2020-01-10
Pescrigtion: -

MYR 48.00
Iwoice Date: 2020-01-07
Description: -

€  Claim History Info %

nformation

Eimi

EMPOOS - JOYCE WONG
Iz

284

total Amizunt

MYR 268.00

Title

January 2020

2020-01-15

Claim Information

B mdnull;rsn!!spwu}'mm-cﬂ O

(Medical

MYR 120.00

Invoice Date: 2020-01-10 .
Destription: -

Mileage

MYR 48.00

Invoice Date: 2020-01-07

Description - -

28



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

29



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 | | ACTIVE

Iseﬂrm

&3 O
Leave Status EMPDO1

Depn I

S -

D D o 0
CIEZITTT CED o

Sups -

o

EMPOO3 -

Show [ Hicle My Own Leave

| @)

Sup: =

EMPODA -
Dept
Sup e

EMPDOS -
Dagrt

Sug -

30



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 Team 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 |, 2018

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

31



5.1.2 Document

Annauncament Documant Links

Internal Transfer - HR Business
Partner

Last Upciate on Mareh 14, 20159

Malaysia Public Holiday 2019

Last Update on March 34, 2019

d B®B ®# «

@

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

5.1.3 Links

ANNaUnCement Oncumant Links

EmplX Website

Last Update on Ame 1 2015

EPF Website

Last Update an e 1 2095

MYwave website

Last Uipdate an Ay |, 2076

a

6 @8 B

.

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

32



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 Security >
@ Language >
Support

&) Help & Support >
Legal

B Privacy Policy >
B euLa

3 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 @
>

@ Change Password

33



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 Lo g ]
[ & Contirm Password o ‘

34



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)
3 (EE)

(%)

Bahoen Melayu

I

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

k Cancel



