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MYwave takes care to ensure that the information in this document is accurate, but MYwave
does not guarantee the accuracy of the information or that use of the information will ensure
correct and faultless operation of the service to which it relates. MYwave, its agents and
employees, shall not be held liable to or through any user for any loss or damage whatsoever
resulting from reliance on the information contained in this document.

Nothing in this document alters the legal obligations, responsibilities or relationship between
you and MYwave as set out in the contract existing between us.

Information in this document, including URL and other Internet Web site references, is subject
to change without notice.

This document may contain screenshots captured from a standard EMPLX system populated
with fictional characters and using licensed personal images. Any resemblance to real people
is coincidental and unintended.
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Release Notes Summary

Feature Release Type Setup User Contact Admin Supervisor User Access

Required Guide Support Access Access

e Overtime Policy Setup
Overtime Submission
Overtime Approval
Overtime Processing
Overtime Report

User Menu Enhancement - - - N \ N

e Vietnamese Language OptionVe¥

EmplX Mobile App (V 3.0.19) Enhancement - v - N N J

e Planned Leave *"

e Drafted Leave"®"

e Leave HR Approval "¢

e Drafted Claim "e¥

e Claim HR Approval V¥

e Cash Advance Application '&*
e Open Advance "¢"

e Cash Advance History "e*

e Cash Advance HR Approval "¢¥
e EAForm (Malay Version) Ve
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OT Compensatory Method

Overtime Policy Setup

A new feature added in overtime module which to allow user to make selection on compensatory
type for overtime/callback rates.

Overtime Policy Setup:

Before:
Compensatory Method . | Cash Out v|
Leave
Cash Out
Working Day
[C] Exclude break time set in shift hour setup Go to Shift Hours Setup
Range From {Hour{s)} Range To (Hour(s)} Pay (Hour(s)) Rates Exclude Break Compensatory Method
0 - Qnward v Pay Exact Hour w 1.0% v 0 Minute(s) v Follow Policy Compensatory Method ﬂ
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After:

OT Policy setup has been enhanced to cater for OT compensatory method selection based on
desired day type and rates. Accumulative option has been added to each compensatory method
as well. (Refer to user guide for more information).

Rest Day e o e

[_] Exclude break time set in shift hour setup Go to Shift Hours Setup

Cash Out ‘i’

[ Accumulative

Range From (Hour{g)} Range To (Hour(s)) Pay (Hour(s)) Rates Exclude Break
0 w 4.00 ~ 4 Hour(s) w 1.0x ~ 0 Minute(s) w
4 v Onward v & Hour(s) W 1.0x v 0 Minute(s) A ﬂ

Leave ‘i’

Accumulative

Range From (Hour{g)} Range To (Hour(s)) Pay (Hour(s)) Rates Exclude Break
0 w 4.00 ~ 4 Hour(s) w 1.0x ~ 0 Minute(s) w
4 hd Onward hd & Hour(s) hd 1.0x% A 0 Minute(s) hd ﬂ

(Note: Changes only applied to policy based on daily control)
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Overtime Submission

Compensatory method option will be displayed in submission screen if user entitled to make
compensatory selection.

Employee Mode:

Submit Overtime

Employee Supervisor Admin o £2 OTC Add to list
Qvertime Type - m oTP

Employee : MY0055 -

caiiback - [T ves

Compensatory Method - Leave v
Overtime Dates .  2022-04-20 B 2022-04-20 [ 1 dayls)
Time - | 1800 20:00 02:00 Hour(s)
Remarks = -

=+ Add to list + Submit

Supervisor Mode:

Submit Overtime

Employes Admin o 2 OTC Add to list

Overtime Type m OTP

Employee # 2 Selected -
caliback : [T ves
Overtime Date = 2022-04-05 B 2022-04-05 [ 1davis)
Time : | 17:00 18:00 01:00 Hour(s)

Remarks =
Employee No. 4 Employee Name %+ Compensatory Method *
12348 Cash Out ~
CC00004 Leave v

=+ Add to list + Submit
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Admin Mode (on behalf of Employee):

Submit Overtime

Employee

Overtime Type

Supervisor

On Behalf OF
Employee = MYDO055 - -
calback = [0 ves
Compensatory Method Cash Out v |
Overtime Date = 2022-04-20 2022-04-20 1 dayls)
Time 18:00 20:00 02:00 Hour(s)
Remarks =

+ Add to list + Submit ‘

8 OTC Add to list

Admin Mode (on behalf of Supervisor):

Submit Overtime
L ]
On Behalf Of Employee | supervisor |
Supervisor MY 0055 - v
Employee = 2 Selecied A
caliback - [T ves
Overtime Date = 2022-04-05 2022-04-05 1 day(s)
Time © | 17:00 19:00 0200 Hour(s)
Remarks =
Employee No. + Employee Name 4 Compensatory Method *
12348 Cash Out v
CConoo4 Leave -
=
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Overtime Approval

Overtime Approval screen has been enhanced and adjusted to a table format for easier viewing.
OT records pending approval will be displayed in the table. Users can filter records by employee,
select item count per page, show/hide columns based on preference, and unselect/deselect all
records for approval/rejection.

Approval
Overtime Claim Pre-Plan Overtime (8)
Employee : | Select options
&select Al Slorraenl|
O Dpate: 2019-02-23 (Sat) Employee : ZEiE e S Hour(s) : 12:00 e
y oT ID 212481 (OTP) Status Submitted (Waiting for Approval) (
Shift : Rest Day -
Attendance : 2019-02-23 06:42 2019-02-23 19:15
Overtime : 2019-02-2307:00  2019-02-23 19:00  (12:00)
marks
() Date: 2018-02-23 (Sat) Employee : s S o e Hour(s) : 12:00 o
oTID 212821 (OTP) Status Submitted (Waiting for Approval)
Shift : Off Day -
Attendance : 2019-02-23 06:31 2019-02-23 19:01
Overtime : 2019-02-23 07:00 2019-02-23 19:00 ( 12:00)
Remarks

After:
OT Approval screen with pending records shown in table format

Approval

Overtime Claim (10) Pre-Plan Overtime

Customize Columns
Employee : Select options b
& selectan « Approve All

Selected 0 Record

sh 10 | ent
Employee Employee Overtime Overtime Submitted Clock In Clock Out Hour(s) Difference Approve Typt
No. . Name Start From . End On o Hours . . o (Clock out - (Actual - o Hour(s) o Ove
Overtime Submitted)
Start From)
Search Search Search Search Search Search Search Search Search Search Se
. 2022-04-17 2022-04-18 . . )
O  aamshe 16:00 00:00 08:00 - - 08:00 00:00 08:00 oTC
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Overtime Processing

A new column has been added to Overtime Processing to indicate whether compensatory
method of OT record has been selected by user.

Before:
OT Processing screen without Compensatory Method Selection column

Start End oT Approve Pay Hour [x] Rates (Compensatory

oTID Employee Date Start Date End Date Time Time Hours Hour(s) Method) Remarks
-Filter- -Filter- -Filter- -Filter-
237754 u u = 2022-04-18 2022-04-18 2022-04-18 01:00 02:00 01:00 01:00 | 1.00 [x] 3.0x Public Holiday (Cash Ot | | tes: ca...
237755 - 1L "0 2022-04-18 2022-04-18 2022-04-18 02:00 03:00 01:00 01:00 || 1.00 [x] 3.0x Public Holiday (Cash Ot | |res: ca...
Compensatory
Start End oT Approve Pay Hour [x] Rates (Compensatory Method
oTID Employee Date Start Date End Date Time Time Hours Hour(s) Method) Selection
-Filter- -Filter- -Filter- -Filter-
5319 MYOQ055 - 2022-04-15 2022-04-15 2022-04-15 00:00 01:00 01:00 01:00 1.00 [x] 1.0x (Leave) Follow Policy
5329 MY0055 - 2022-04-18 2022-04-18 2022-04-18 00:00 05:00 05:00 03:00 3.00 [x] 2.0x (Cash Qut) Selected by
User

EMPLX Release Notes



Overtime Report

A new column has been added to Overtime Report to indicate whether compensatory method

of OT record has been selected by user.

Before:
Overtime Report without Compensatory Method Selection column
oTID EmPN\gyee Employee Name Start Date End Date Types Start Time End Time Pay Hour O\Rear‘t;:'le Remarks
a T amAa e c - o o Propose Overtime
204 2022-05-06 | 2022-05-06  OTS Q7:00 09:00 2.00 JOx
Record
Propose Overtime
ecord
293 4 u 2022-05-06 | 2022-05-06 QTS 07:00 09:00 0.00 /A Record had deleted due
to overlap w
Overtime
After:
. . .
Overtime Report with Compensatory Method Selection column
oTID Employee £ | N Start Dat End Dat T start Ti End Ti Pay H Overtime Compensatory Compensatory
No. mpioyee Name art Date |~ End Late ypes art fime | End Time ay Hour Rates Method Msthod Selsction
5340 MEID172 2022-04-23  2022-04-23  OTC 01:00 02:00 2.00 1.0x Leave Follow Policy
5329 MYQ055 2022-04-18  2022-04-1&  OTC 00:00 05:00 5.00 2.0x Cash Out Selected by User
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User Menu
Vietnamese Language Option "¢*

A new language option, Vietnamese, has been added into EmplX system. Users can select
Vietnamese language option by navigating to Change Language on User Menu and selecting
Vietnamese.

@ Welcome, Administrator

Q People Finder r 5

B HRMS Application Select Your Language

.
- atUser Login Management

have 0

Q& Administration -
have 0 Bahasa Melayu  English RIZ(E ) PI(EE)

ding Cle B swizch Company

| @ Change Language

P Account Setting
9 Help
Year E
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EmplX Mobile Apps

Planned Leave VeV

Planned leave has been added to EmplIX Mobile App. User, Supervisor or HR Admin can submit
or delete planned leave.

314 7

£ Planned Leave Info

User Supervisor Admin Planned Leave Q

Q Search

Information

(AVLL) - Annual Vacation Leave

2020-12-13Unt12020-12-14

/s {9 & L‘__}

m Leave
(AVLL) - Annual Vacation Leave

2020-12-13 until 2020-12-14

Application  History  Entitlement Draft w Total: 0.67 Day(s)
(APRIL) - April Annual Leave
@ 2017-09-26Y112017-09-26
Planned
Leave Information
$ claim @
2020-12-13 (Sun)
Y @ & p (APRIL) - April Annual Leave
= 2020-12-13 09:00:00 |y 2020-12-13 17:00:00
4 4 2017-11-22Unt12017-11-22 o

1D Full Da
Claim  Claim History Entitlement Draft &

Submitted on May 5, 2022

$ cash Advance w
/‘ m @ (APRIL) - April Annual Leave

2017-11-29Unti2017-11-29

oo -
™ Ba g « A e = Submit All
Dostbosrd  Modules  Calendsr  OMS  News  Sewings

2020-12-14 (Mon)

2020-12-1414:00:00 ;) 2020-12-14 17:00:00
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Drafted Leave "e¥

Drafted leave has been added to EmpIX Mobile App. Users, Supervisor or HR Admin can convert
drafted leave to planned leave, and submit or delete the drafted leave.

314

7)
[

< Drafted Leave Info

{ Drafted Leave Q

User Supervisor Admin

Q search

Information

8 Leave 2021-10-18Unti2021-10-18
< 1020
C =
/ O @ 74 2021-10-18 until 2021-10-18
Total: 1 Day(s)
Application  History  Entitlement Draft
EB 2021-10-28Unti2021-10-28
1Day(s)
Planned

Leave Information

$ Claim
: 2021-10-18 (Mon)
s D K

Claim Claim History Entitlement Draft

2021-10-18 09:00:00 i) 2021-10-18 18:00:00

W

2018-10-261Yt12018-10-26 m
Submitted on May 5, 2022

$ cash Advance
| 3| D

@ EB & ﬂ ‘ 0 Submit All Convert to Plan All i'

Modules
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Leave HR Approval V¢%

Leave HR Approval has been added to EmplX Mobile App. HR Admin can approve/reject leave

application records in the mobile app.

User Supervisor Admin
Q  search
£ Leave

9 K

History  Entitlement

/Q

Application |HR Approva

B @

Draft Planned

$ Claim
s G 9 R
Claim HR Approval Claim History Entitiement

B
Draft

G B B ' a %

Dashboard ~ Modules  Calendar cMs News Settings

< HR Approval

Application Cancellation

Application [§iO)

(ANLA) -
2018-05-31Unti2018-05-31

1Day(s)
Appication | Emergency

(ANLA) - Annual A
2020-07-23Unti2020-07-23

1Day(s)

(ANLA) - Annual A
2021-12-29Unti2021-12-29

1Day(s)
o

(ANLA) - Annual A
2021-12-31Unt12021-12-31

< HR Approval Info

Information

eave
Balance: 17.25 Day(s)

20&8-05-31 until 2018-05-31
Total: 1 Day(s)

Application
Approval Status
Pending Approval
Attachment

@) attachment(s)

Leave Information

2018-05-31 (Thu)

18-05-3108:30:00 ) 2018-05-31

Approve All Reject All
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Drafted Claim "ew

Drafted Claim has been added to EmplX Mobile App. Users, or HR Admin can
edit/save/delete/submit drafted claim using the mobile app.

user Supervisor Admin < Drafted Claim Q s < Claim Application

Title (Required)

Q  search ID: 3174 Z Travel to KL

W EERE e e

B Leave TWD 100.00
>
4 9 452\ E—‘: ID: 3148
WAL = v ol
Application History Entitlement Draft A
TWD1.00

@ 1D: 3147

- R e . .

Planned 1
$ claim TWD1.00
» . ID: 3146
/ @ & D‘ - R e e -
Claim Claim History Entitlement Draft !
TWD1.00

Total Claim Amount

$ Cash Advance

ID: 3142 LT Total Tax Amount

7 =2 0] UTENES e v Grand Total Amount
TWD1.00
cEEE L2 O
— D: 3141 S ——— s —
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Claim HR Approval "e¥

Claim HR Approval has been added to EmplX Mobile App. HR Admin can approve/reject claim
applications in the mobile app.

i
User Supervisor Admin £ Claim Approval Info |_.
i
< Claim HR Approval Q. |& Information
Q  search
(1,3 1.1 1 W Pending Approval > R
™ Leave W) TN e - —
'] D
1888
VR 7RIS e
Submission Date: 2022-05-05 Total Amount
Application  HR Approval History Entitiement
Title

End of Content

D @ Submission Date

2022-05-05
Draft Planned
Claim Information
S Claim
— e -
/ d @ @ @ Invoice Date: 2022-05-05

Description: 1

Claim HR Approval| Claim History ~ Entitlement View Approval Hierarchy
View Detail Information

P‘ End of Content
Draft
oo ]
] oo L A e :
Dashboard ~ Modules  Calendar cMs News Settings Approve All Incomplete All Reject All
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Cash Advance Application Ve¥

Cash Advance Application has been added to EmplIX Mobile App. Users or HR Admin can apply
for cash advance through the mobile app.

£ Cash Adv Application 4 Cash Adv Application

Title (Required) Receipt / Invoice Date

Planned
2022-05-05

$ claim
Add Item © Claim Type
»
> R B
V4 O 5 Cash Advance v
Claim Claim History Entitlement Draft
Currency
Cash Advance
From To
»
|l m D
Malaysian Ringgit (MYR) v
Cash Adv Open Adv Cash Adv .
History To Taiwan Dollar (TWD)
@ overtime
Currency rate
9
History Total Claim Amount Claim amount (Required)
100
B E-Pay Total Tax Amount
Grand Total Amount
™ og =
Dasht odules Calendar CMs News Settin:
—
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Open Advance &%

EmplX Mobile App now supports Open Advance feature. User or HR Admins can add and submit
reimbursement claim items into the open advance items through the mobile app.

Claim Claim History Entitlement Draft

$ cash Adyg

s @D

Cash Adv Open Adv Cash Adv

History
@ overtime
O]
History
B E-Pay
B B B
FQySllp EA Form IRAS Form

B Health Declaration

B 9

Declare History

¢ B8

i Modules

_ﬂ!_#

{  Open Advance Q

< Cash Adv Application

Title (Required)

cash adv to add claim

Claim Description:

see see

Claim Type:

Travel Allowance
Receipt / Invoice Date:
2022-04-26

Claim Amount:

MYR 300.00

ID: 1880

B e e

cash adv to add claim
MYR 300.00

Advance Amount MYR 300.00
Total Claim Amount MYR 0.00
Amount Due MYR300.00
Status Due from Employee

EMPLX Release Notes
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Cash Advance History "¢

Cash Advance History has been added to EmplX Mobile App. All cash advance records can now

be viewed via the mobile app.
Q s

All Pending Payable Pending Approval Pa Information

{  Cash Adv History

Claim Claim History Entitlement Draft

$ cash Advance
ya =

Cash Adv Open Adv gshad

History

© overtime
9
History
B E-pay
Payslip EA Form IRAS Form

B Health Declaration

B 9

Declare History

G B8 B w A

Dashboard  Modules

Submitted Date: 2022-01-01 Until

2022-12-31

ID:1887

- .- - —

adv to hr 2
MYR 22.00
Submission Date: 2022-04-26

ID:1885

- . -~ - -
adv to hr

MYR 34.00

Submission Date: 2022-04-26

ID: 1879

cash adv 2
MYR 120.00
Submission Date: 2022-04-26

ID:1878

WD L e —

1889
MYR 100.00
Cash Adv HR

2022-05-05
Claim Information

Travel Allowance
MYR100.00

invoice Date: 2022-05-05
Description: 100

View Approval Hierarchy
View Detail Information

EMPLX Release Notes
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Cash Advance HR Approval V¢¥

Cash Advance HR Approval has been added to EmplX Mobile App. HR Admin can approve, reject,
or mark cash advance application as incomplete in the mobile app.

- —_
{ CashAdvHRAppr. Q H < Cash Adv HR Approval Info
Draft Planned
ID:1880 > fomaien
$ claim
R
N Cash Adv HR
V4 © 9 5& MYR 100.00
Submission Date: 2022-05-05 1890
Claim HR Approval Claim History Entitlement
Total Amount
End of Content MYR 100.00
Cash Adv HR
Draft
Submission Dat
2022-05-05

$ cash Advance

4 Claim Information
\J
v/ X
/ = CJ O Travel Allowance -
MYR 100.00

Cash Adv Open Adv |Cash AdvHR | Cash Adv

a Invoice Date: 2022-05-05
Approval History

Description: 100

© overtime View Approval Hierarchy
View Detail Information
9

End of Content
History

G B B ® a ®»

S s Approve All Incomplete All Reject All
Dashboard Modules Calendar CMms News Settings
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EA Form (Malay Version) Ve¥

EA form is now available in the Malay language version. Users can select the preferred language
for the EA form.

INCOME TAX

BPARTICULARS OF EMPLOYEE
1. Narm of Emioyee Persione (M MasMacam) EE HEN CHOONG:

' EMPLOYMENT INCOME, BENEFITS AND LIVING ACCH TION -
e

Select EA Language

~/ English

NCES / PERGUISITES  GIFTS / BENEFITS

Malay

@ A ‘i, Save g
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