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To leave feedback, please email to support@mywave.biz



mailto:support@mywave.biz

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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CPF Rates 2023 Enhancement

e CPF Contribution Rates 2023 (only applicable
to Singapore)
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User Menu
Thai Language Option "%

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

@ Welcome, Administrator Se I ect Yo u r La n g u a g e

Q People Finder

BEHRMS Application

...
’ . aa*tUser Login Management 1 ‘:F'K(f‘“éﬁﬁi) Tiéng
ave
— & Administration English (B E) Vit
ave
ding Clé. B Syicch Company Bahasa Melayu Bahasa Indonesia

I @ Change Language

& Account Setting
Close
o Help
Year
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Leave
Standardized 4 Decimal Place

The decimal places for leave days has been standardized across the Leave module. Users will now
be able to see leave days up to 4 decimal places. This change is included in Leave Submission,
Summary, Approval, and Report.

Before:
Leave module with 2 decimal places

% Leave Summary

Employee Supervisor Admin
Leave Entitlement(s) 2022-12-09 = Taken leave(s)
Individual
Next
Expired Future  Expiring
Leave Type Balance Entl. CIF Earned Credit Leave Taken Adv. Adjustment Encashment Emergency taken (Expired on)
Annual Leave (ANL) 28.25Dayls) | 21 21 19.5 o 0 12.25 0 0 0 1 0 9 Day(s)
2022.12-31
Compassionate Leave 3 Day(s) 3 0 3 0 0 0 o 1] 0 0 1]
{COMPS)

After:
Leave module with 4 decimal places

Leave Summary:

% Leave Summary

Employee Supervisor  Admin

Leave Entitlement(s) 2022-12-08 Employee M £ Taken leave(s)

Individual
Expired Future Next Expiring
Leave Type Balance Entl. CIF Earned Credit Leave Taken Adv. Adjustment  Emergency  taken (Expired on)
Annual Leave (ANL) 6.9375 Day(s) 22 0 22 0 0 15.0625 | 0 0 5.5 0 6.9375 Dayls)
o

Compassionate Leave- 1 Dayls) 1 0 1 0 0 0 0 0 0 0
grandparents & in-law
(COMPS)
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Leave Submission:

Apply Leave

Employee Supervisor

Employee =
Leave Type=

Leave Date=

Admin

Annual Leave (AML)

- m Plan

2022-12-05 2022-12-05 Hourly -
10:00am 10:15am
Total Leave Taken : 0.0313 Day(s)
Date Shift Leave Taken Action
2022-12-05 (Mon) 9-5 x

Leave Reason#

Added list

Leave Approval:

& Supervisor Approval

Employee#

: @ a1l O Pending Approval O Pending Cancellation Approval

« Approve All

Status
& selec an
o™ n = Annual Leave (ANL) Date : 7022-12-28 To 2022-12-29 @
O Duration : 0.0313 Day(s) | 00 Hour(s) 15
= Min(s)
Pending Approval
M test 4 digit app
Leave Date Time Leave Method EL  ADV Submission Date Status Remarks
O 2022-12-29 (Thy) 2022-12:28 10:00:00 Hour(s) N N 20221123 1759 . Leave your comments
" 2022-12-29 10:15:00 ourts ° “ ‘
.
Leave Report:
. stomize Columns Export ~
Overall Summary (admin) [ 2 customie columns [
As of : 2022-12-08
ERPIO/ES Employee Name Leave Type Unit OF 0 itlement | Balance @ | Future © Carry Earn Credit Taken @  Adjustment  Expired
No Measure Forward

EEm - Annual Leave Day 22 o 0 22 0 0
Compassionate Leave- Day 1 1 o 0 1 0 0 0
grandparents & in-law
Compassionate Leave- Day 2 2 o 0 2 0 0 0

spouse,child parents,siblings
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Overall Summary

As of : 2022-12-08

Employee No 001
Employee Name Test

Leave Type Unit Of Entitl; Future  larry Forwar, Earn Credit Adji Expired Adval iring (Currenon (Curr
Annual Leave Day 22 13 968 0 22 0 8.031 0 0 0 14|2022-12-
Comp. Leave-grandpi Day 1 T 0 0 1 0 v 0 0 0- -
Compassionate Leave-spouse Day 2 2 0 0 2 0 0 0 0 0- -
Sick Leave Day 22 22 0 0 22 0 0 0 0 0 22|2022-12-
Hospital Leave Day 60 60 0 0 60 0 0 0 0 0 60)2022-12-
Marriage Leave Day 3 3 0 [ 0 0 3 - -
Maternity Leave Day 60 60 0 60 0 0 0 - -
Official Duty Day No Limit No Limit 0 No Limit 0 0 0 - -
Replacement Leave Day 0 0 2 0 0 - -
Unpaid Leave Day No Limit No Limit 0 No Limit 0 0 0 - -
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Claim
Pending Item Count Badge on Side Bar "¢

Claim Supervisor Approval, HR Approval, Processing and Finance Approval has been enhanced to
show a pending item count badge on the side bar of each page.

Claim Supervisor/HR/Finance Approval:

Before:
Side bar without pending item count badge

020600060406

Submission Approval HR / Claim Processing Finance Administrative Report
Person In- Approval
Charge
Approval

& Approval

Cazh

PO Pending Approval Summary
E:
""""" O seiecran | M Expang Al + Approve All
[neernal » ) Claim 1D: 0y Title: Created Date: 7
350 EMPOT ShBDUL RAHMAN test 2022-12-09 <
+ (7] Claim ID: Employee Title: Created Date:
346 EMPO0? - BEN TAN sss 2022-08-12

After:
Side bar with pending item count badge

©Q000060

Submission Approval HR/ Claim Processing Flnance Administrative Report

Cherge
al

& Approval

Emeleyses® © [Select options ‘

Pending Approval | Summary
O selectan | |V Expand an  Approve All
+ () Craim 10: Employee: Title: Created Date: P
- EE EE 1§ test01 20221205 £
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Claim Processing:
Before:
Side bar without pending item count badge

©Q0O000OO0ECE

Submission Approval HR / Claim Processing Finance Administrative Report
Person In- Approval
Charge
Approval

$ Processing

Claim ID B ; N
SE‘EC[EPUDNS - HReset

Employes . -

Cash

Advance ; ~
Claim Typss Select options :

External Apgrove Start Date Approve Eng Date
status Pending by Proceszar W

Internal

After:
Side bar with pending item count badge

©0Q0O0060O0

Submission Approval HR / Claim Pracessing Finance Administrative Repart
Persan In- Appraval
Charge
Approval

$ Processing

Employee B B

Cash 4]

e Claim Types Select options :

G Approve Start Date 1] Approve End Date .
Sratus Pending by Pro -

Interna =
Processor Action
Processar Comment* p v Payable Dates :

O zeizce s |V 2uoand an | @
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Claim Email Subject

The email subject will now be shown as Cash Advance for cash advance items.

Before:
Email subject without Cash Advance wording

Claim submitted by Fm_e o [efw m=dl requires your approval‘

@ - - A 3 Reply | %) ReplyAll | —> Forward G
To L

E The linked image cannct be displayed. The
file may have besn moved, renamed, o dele...

Hi mem—
- L == has submitted claim which requires your approval

Please click HERE to make approval

After:
Email subject with Cash Advance wording

submitted by @547 & 54N requires your approval
@ - e X <) Reply | %) ReplyAll  —> Forward [ T
To =g "

[] The linked image cannct be displayed. The
file may have been moved., renamed, or dele...

Womem has submitted claim which requires your approval

Please click HERE to make approval

Claim 1IN
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Course List

Training Report

Course list report has been included in the Report screen for Training module.
columns have been added and some column names have been changed. Refer to the table below
for the full list of changes.

Employee
Training & Development

Course Request

Course Request Summary

Employee Certification
Training Hour

Employee Training Histary

Before:
Report

Course List

Additional

Coaching for

Result

- Microsoft Excel

2010

- Performance
Management

- Creative &
Innovative

Problem Solving

- Finance for Non-

Finance
Manager

After:
Report

Course List

2015-05-05
2017-03-01 -
2015-05-18 -

2015-06-15 -

2017-03-01 -

Management
& Leadership

Programming

Human
Resources

Management
& Leadership

Management
& Leadership

Internal

External

Internal

External

External

900

900

1000

900

Per Pax

Per Pax

Per Pax

Per Pax

Per Pax

www.mywave.biz

Electrical
Engineering

Engineering

Programming [Microsoft
Excel 2010

Management fCoaching for
& Leadership JResult

Management |Time
& Leadership [Management

Human Training
Resources Needs
Analysis

for Managers

Employees from
IT Dept

Supervisors and
Managers for all
department

All Employees

2014-10-01

2017-03-01

2015-05-05

2015-01-01

2017-01-01

English

English

External

External

Internal

Internal

External
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Before

After

Course Title

Course Id

Course Link

Course Recommendation
Effective Start Date
Effective End Date

Source

Size (Min)
Size (Max)

Cost
Cost Unit

Course Category
Course Title
Course Code
Website

Course Recommendation
Effective Start Date
Effective End Date
Language

Source

Course Method
Duration

Duration Type

Completion Duration

Completion Duration Type
Size (Min)

Size (Max)

Course Prerequisite
Supervisor Approval

Cost

Cost Unit

Currency

HRDF percentage
HRDF Amount

Trainer Name
Certification Name
Cert Criteria

Passing Criteria
Passing Mark

Cert Duration

Cert Duration Type
Mail Notify Duration
Mail Target

Created Date
Created By

Last Modified Date
Last Modified By

New column

Renamed column

Renamed column

New column

New column
New column
New column

New column (only applicable for self-paced
courses)
New column

New column

New column

New column

New column (only applicable to Malaysian
company)

New column (only applicable to Malaysian
company)

New column

New column
New column

New column (only applicable for assessment in cert
criteria)

New column (only applicable for percentage and
score in passing criteria)

New column

New column
New column
New column
New column
New column
New column

New column
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Training Hour and Employee Training History

Training records assigned from Training (Lite) is included in the Report screen of Training module.
Additional columns have been added and some column names have been changed. Refer to the
table below for the full list of changes.

Before:

Report

Employee Training History

e
EMPOOS JOYCE WONG | Mana o D 0 N ded -10-2¢ 0. 8 Per P
& Lea nn
-
olv
Report
Employee Training History
— e ——— e E— -
o F e e e nn e oo e e e
- - o - - by - 7 hours) o - - N
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Before

After

Employee No.
Employee Name
Course Category
Course Id
Course Title
Schedule Code

Size (Min)

Size (Max)
Duration
Duration Type
Course Start Date
Course End Date

Attended hour(s)
Actual Attended hour(s)
Attendance Status
Grade

Marks

Cost

Cost Unit

Cost Per Pax
Additional Cost
Total Cost Per Pax

Trainer Type
Trainer Name
Trainer Email
Training Provider
Resignation Date
Email
Department

Job Title

Job Grade

Employee No.
Employee Name
Course Category
Course Id
Course Title
Schedule Code
Mandatory

Size (Min)

Size (Max)
Duration
Duration Type
Course Start Date
Course End Date

To be completed by

Date Expired
Attended hour(s)
Actual Attended hour(s)
Attendance Status
Grade

Marks

Certification Name
Date Obtained
Expiry Date
Currency

Course Cost

Course Cost Unit
Course Cost Per Pax
Additional Cost
Total Cost Per Pax

Total Claimable HRDF Per
Pax
Venue

Trainer Type
Trainer Name
Trainer Email
Training Provider
Resignation Date
Email
Department

Job Title

Job Grade

New column

New column (only applicable for self-paced

courses)
New column

New column
New column
New column
New column
Renamed column
Renamed column

Renamed column

New column (only applicable to Malaysian

company)
New column

EMPLX Release Notes

13




Supervisor No
Supervisor Name
Application Status
Approval Date

Supervisor No
Supervisor Name
Approval Status
Approval Status Date

Renamed column

Renamed column

EMPLX Release Notes
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Overtime Advance Break Control

Overtime

Overtime Advance Break Control has been added to Overtime Policy Setup to cater for different
break method exclusions. With the latest changes, admin is now able to customize the break

control for overtime policy.

Before:

Overtime Policy Setup without Advance Break Control

Working Day

O Exclude break time set in shift hour setup

[ (Include Shift)

Cash Out

O Accumulative

Range From (Hour(s)) Range To (Hour(s)) Pay (Hour(s)) Rates
0 v 3.00 v Pay Exact Hour 1.0x
3 v Onward v Pay Exact Hour 1.0x

After:

<

Overtime Policy Setup with Advance Break Control

Working Day

© :

Go to Shift Hours Setup

Exclude Break

0 Minute(s) v

e ﬂ

30 Minute(s)

oo z

Break Control

) Exclude break time set in shift hour setup

® Follow Rate setup

O Customize Break Band

Go to Shift Hours Setup

[ {Include Shift)

Cash Out
[ Accumulative

Range From (Minute(s)) Range To (Minute(s)) Pay (Minute(s))

0 181 ) Not Applicable
® Pay Exact Hour

C Other: 240

181 Onward © Not Applicable
@ Pay Exact Hour
O Other: 240

Exclude Break

- 0 Minute(s) hd

~ 30 Minute(s)

h ﬂ
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Overtime Approval Screen

Two columns in the Overtime Approval Screen has been renamed for better understanding.
Submitted Hours column and Actual Hour (Clock out — Overtime Start From) column has been
renamed to Performed Hour and Difference (Performed — Submitted) respectively.

A new tooltip has also been added to the Performed Hour column. User may hover over the icon
to view more information about the column.

Withdrawal Submission Approva Aute- oT Administrative Report
Propose Processing
Approval
Overtime Claim {12) Pre-Plan Overtime

; ¥ Customize Columns
Employee :  Select options :
+ Approve All
© corecenr

Selected 0 Record

Show 10 ¥ entries

Employee Employee Overtime Overtime Submitted Actual Hour Difference Approve Types of <
No. . Name . Start From . EndoOn . Hours . (Clockout- | (Actual - . Hour(s) . Overtime .
e T v e T Overtime ¥ Submitted) e T e

Start From)

After:

0Woaooeoo

Withdrawal Submission Approva Auto- oT Administrative Report
Propose Processing
Approval
Overtime Claim (1) Pre-Plan Overtime (1)

. £} Customize Columns
Employee : Select options *
+ rove All
@ e

Selected 0 Record

Show 10 ¥ entries
Employee Employee Overtime Overtime Submitted Performed Difference Approve Types of <
+  No. * Name +  Start From + End On * Hours # Hour g + (Performed- % Hour(s) +  Overtime *
Submitted)
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CPF Rates 2023

CPF Contribution Rates 2023 (only applicable to Singapore)

There will be some new changes for CPF Contribution Rates starting from 2023. The necessary
changes will be deployed to EmplX during this release. For more information kindly refer to the
link below.

https://www.cpf.gov.sg/employer/infohub/news/cpf-related-announcements/increase-in-cpf-
contribution-rates-from-1-january-2023
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