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HOMEPAGE

WELC , ' - W il When user entered the url
VN HEMIBN F - '

N = : > {5 address, this page will be load
. W A | . ' > e ¥ before user can login into the
IN LEAVE AND CLAINES EMENT. -

i ‘ ' ' \ system.

System will display which staff
is on leave for current date and
will be on leave.

Click ‘login’ button to login to
the system.
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Login Page

Insert username and password
and click login button.

Welcome to VN
Human Resource

Login to your account.

Incase user forgot their username or
password, please contact admin or

Lot 4 head of department to change for a
= B new username/password temporary.

2018 ® VN Human Resource

Prepared by: Software Development Team



STAFF SECTION



Total leave staff Total staff leave Staff annual balance. Total unpaid taken
DASHBOARD already applied. already approved by by staff.
HR.

ey
—_—
v 2018 | v 2018 v (2018 | v (201 |
< >
A
Staff edit profile
and change
password. Calendar will display staff on
leave based on current staff
department.
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EDIT PROFILE

Edit Profile

Full Name
MOHAMMAD ILMAN SYAMIL
Username Email
SYAMIL syamil@vn.net.my
Role Department
STAFF SDT
Superior Phone
MOHAMMAD BIN AWALUDIN 013-3475859
Date of Employment Address
14/02/2017 KUALA LUMPUR

A

Popup will appear and
display current staff
information.

When done making
changes, click update
button.
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CHANGE PASSWORD

Change Password

Full Name

MOHAMMAD ILMAN SYAMIL

Username Old Password
SYAMIL
New Password Retype Password

A

Popup will appear and staff
need to enter their old
password first before they can
change to a new password.

When done making

changes, click update
button.
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LEAVE APPLICATION

f Leave Type:*
! .

Emergency Type:*

A
Half Day/Full Day:*

alf Day Evening 4—
SYAMIL
Leave Start Date:* =i}

Leave End Date:* =]

[#d Dashboard

Total Leave Days:*

B E-Leave Reason:*

Leave Application

c =
Attachment fhoosafle

My Leave —

. Fill in all the * form. In emergency/ medical
In menu, select E-Leave > Leave Application. leave, staff are required to upload their After done fill all the
attachment when apply. Email reminder will be form, click register
sent to staff if they still not uploading the button.

attachment on day 3 after their leave is
approved. (Day 3 will be calculate based on
staff’s leave start).
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LEAVETYPE

Select Leave Type -

ANNUAL LEAVE -
EMERGENCY LEAVE

SICK/MEDICAL LEAVE

MATERNITY LEAVE

COMPASSIONATE LEAVE

SPECIAL LEAVE hd

1. Annual Leave
Staff needs to apply 5 days before selected date.
2. Emergency Leave
Staff can apply immediately but attachment is mandatory to upload.
3. Sick/Medical Leave
Staff can apply immediately but attachment is mandatory to upload.
4. Maternity Leave
Staff can apply immediately and select any leave start, system will automatically calculate leave end date. (60 days).
5. Compassionate Leave
Only select this leave type when company approved.
6. Unpaid Leave
Will be given selected this leave when staff annual already less than applied leave.
7. Special Leave
Staff needs to provide reason for selecting this leave type. Example current reason, umrah, married and others.
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MY LEAVE

: (2
/'\ LA,
\ eave
® M eav
SYAMIL
wl Dashboard No Leave Type Leave Start Date Leave End Date Leave Taken (Days Status Det
[ awua | [ AppROVE BY 8
i1 Lsenee oy [irreoveov
Leave Application  penoG | —p
A
My Leave
System will display all his/her applied View, Upload, Edit, Delete
In menu, select E-Leave > My Leave. leave. When status leave is approved, button.
staff can’t edit his/her leave anymore.

Upload button is active when staff
apply as emergency/medical leave.
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HEAD OF DEPARTMENT
(HOD) SECTION



Total departments -
Total pending needs leave already HOD annual HOD unpaid
to make approval. approved by leave leave taken.
DASHBOARD Admin. balance.
ey
/—\ [
- ED ED [ 201 | ED
MOHAMMAD v v

ABO—SANMINAD) (LMIAN SYAMIL

Calendar will display staff on
leave in his/her department.
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Staff Management

HOD

STAFF

STAFF

STAFF

STAFF

STAFF

STAFF

STAFF

STAFF

soT

soT

soT

sor

SoT

In menu, select Staff Management > List Staff.

System will list all staff under
HOD supervision included
his/her information.

View, edit information, change
password and delete staff
button.
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LEAVE APPLICATION

Leave Type:*
Emergency Type:*

Half Day/Full Day:*

Leave Start Date:* =]
Leave End Date:*
Total Leave Days:*

Reason:*

L] eave Attachment Choose file

Fill in all the * form. In emergency/ medical
leave, staff are required to upload their

. attachment when apply. Email reminder will be After done fill all the
In menu, select E-Leave > Leave Application. sent to staff if they still not uploading the form, click register
attachment on day 3 after their leave is button.

approved. (Day 3 will be calculate based on
staff’s leave start).
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LEAVE TYPE

Select Leave Type R
ANNUAL LEAVE "
EMERGENCY LEAVE

SICK/MEDICAL LEAVE

MATERNITY LEAVE

COMPASSIONATE LEAVE

SPECIAL LEAVE hd

1. Annual Leave
Staff needs to apply 5 days before selected date.
2. Emergency Leave
Staff can apply immediately but attachment is mandatory to upload.
3. Sick/Medical Leave
Staff can apply immediately but attachment is mandatory to upload.
4. Maternity Leave
Staff can apply immediately and select any leave start, system will automatically calculate leave end date. (60 days).
5. Compassionate Leave
Only select this leave type when company approved.
6. Unpaid Leave
Will be given selected this leave when staff annual already less than applied leave.
7. Special Leave
Staff needs to provide reason for selecting this leave type. Example current reason, umrah, married and others.
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MY LEAVE

VN irl &

| ApPROVE o i |
m _> L
 PEnOIG

In menu, select E-Leave > My Leave.

System will display all his/her applied

leave. When status leave is approved,

staff can’t edit his/her leave anymore.
Upload button is active when staff
apply as emergency/medical leave.

View, Upload, Edit, Delete
button.

Prepared by: Software Development Team




LEAVE DETAILS

-

MOHAMMAD

&l Dashboard

& Staff Management

[ E-Leave

Leave Application

My Leave

Leave Details

Leave Details

a

of Employment Annual Leave Balance Annual Leave Taken Actio

v

View Staff SYAMIL Leave Details

Staff Name

No Type Half Day Leave Begin Leave End

In menu, select E-Leave >
Leave Details.

HOD can view all staff
leave information
under his/her
department.

By clicking view
button, HOD can view
all staff leave history
under his/her
department.

Days Taken
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LEAVE APPROVAL

N

>

MOHAMMAD

Leave Approval

When click status button, a popup

wants to approve the leave. System

confirmation will appear whether user

automatically update status based on

e sonene| cUrrent staff status. Pending > Approve

> Reject > Approve.

When click edit button
on details, a popup will
appear and display staff
leave details.

Name Department Half Day

Confirm Update Leave Status No#1

Remarks

In menu, select E-Leave >
Leave Approval.

HOD can view all staff
leave waiting for
approval under his/her

Leave Ty

 Emence
 Anwua
\

4

Are you sure you want to update this leave status to UL ? !

Leave End Leave Taken

Update Leave Approval No#1

department.

Statys

v
 pevsceec |
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LEAVE REPORT

MOHAMMAD

sl Dashboard

& Staff Management

[ E-Leave

Leave Application

My Leave

Leave Details

Leave Approval

Leave Report

Leave

R

eport

Month

Year Action

In menu, select E-Leave >
Leave Report.

HOD can view all leave
report under his/her
department.
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ADMIN SECTION
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Total departments leave : :
Total pending needs already approved by Admin for Total pending leave Total rejected leave
DASHBOARD to make approval. all department. staff for all department for all department.

Pending Approval EB Approved legve ED Pending Leave ED

Reject Leave [ 2012 |
Total pending leave waiting Total approved leave for al Total pending leave for all Total rejected leave for all
for approval department department department
Calendar (Staff on Leave)
September2018 | tdy <>
Sun Mon Tue wed Thu Fri Sat
1
2 3 4 5 6 7 8
C o . 9 10 11 A 12 13 14 15
nange rasswora
& staff Management
[\ E-Leave 16 17 18 19 20 21 22

Admin edit profile Calendar will display staff on
and change leave for all department.
password.
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Register staff button.

STAFE MANAGEMENT

List Staff
Home Staff Management List Staff
List Staff
Show o5 v entries Search:
No Username Full Name Email Role Department Phone Action
ADMIN ADMIN BIN ADMIN admin@gmail.com DIRECTOR MANAGEMENT 989 ® || @
a||a|m
2 FAIZAL FAIZAL BIN JAMAT faizalj@vn.net.my DIRECTOR MANAGEMENT = 019-2141119 o || =
a C |
& AMIRFAIZAL AMIR FAIZAL HUSAIN amirfaizal@vn.net.my STAFF SMST 017-8802872 @ @
a & |
|&! Dashboard 4 AMIRZAHID amirzahid@vn.net.my STAFF sDT 016-2150071 @ || =
allm
& staff Management v a -
List Staff 5 BADRUL BADRUL HISHAM BIN badrul@vn.net.my STAFF PMO 019-3830113 e ||z
AHMAD
a ] |z}
[ E-Leave
] DELL dalmata@vn.net.my STAFF SALES 018-5328449 . @ #
[# Settings < slala

In menu, select Staff
Management > List Staff.

System will list all staff View, Upload, Edit, Delete

registered in the system for all button.
department.
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REGISTER STAFF

Register New Staff

Full Name
Department Role

Select Departmeant v Select Role v
Superior Username

Select Superior - Popup will appear and admin need

<«— | tofill the details of the staff to
Password Retype Password .
reglster.

Email Phone No

Date of Employment

£

Address

When done enter their
details, click register
button to confirm.

v
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LEAVE DETAILS

Dashboard

Staff Management

[ E-Leave

Leave Details

Leave Approval

Leave Summary

Leave Report

List Leave Details

Home

Eleave Leave Details

Manage Staff Leave Details

Show g5 v entries
No Name
ADMIN BIN ADMIN
2 FAIZAL BIN JAMAT
E] AMIR FAIZAL HUSAIN
4 AMIR ZAHID BIN HAMZAH
»
»
= BADRUL HISHAM BIN AHMAD
6 DALMATA RABIDAH BINTI MUALAP
7 DICKY ZULKARMAIN BINTI MOHD
TAUFIX
8 HA NA BINTI MAT DAN
9 HAZIMI MAD NAZRI

In menu, select E-Leave >
Leave Details.

Admin can view all

staff leave information.

N BIN MOHD KHIR

Search:
Department Date of Annual Leave Annual Leave Action
Employment Balance Taken
MANAGEMENT 01/01/1970 100 0 -
MANAGEMENT 4 o ®
SMST 01/01/1970 14 ] -
SDT 4 o @
PMO 01/01/1970 14 0 @
SALES 4 0 @®
SALES 01/01/1970 14 0 @
sDT 4 0 @
SDT 01/01/1970 14 0 -
SMST 01/01 4 0 [
»
View Staff AMIRZAHID Leave Details
Staff Hame
AMIR ZAHID BIN HAMZAH
Leave History

By clicking view
button, Admin can view
all staff leave history.

Type Half Day Leave Begin Leave End Days Taken

!
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LEAVE APPROVAL

|l Dashboard

taff Management

@ E-Leave

Leave Details

Leave Approval

Leave Summary

Leave Report

[# Settings

In menu, select E-Leave >
Leave Approval.

List Leave

Eleave

Home

> Reject > Approve.

When click status button, a popup
confirmation will appear whether user
wants to approve the leave. System
automatically update status based on
current staff status. Pending > Approve

When click edit button
on details, a popup will
appear and display staff
leave details.

Manage Staff Leave Approval

Confirm Update Leave Status No#1

Half
Day

FULL
DAY

FULL

DAY

FULL
DAY

FULL

DAY

Leaye Type

ANINUAL LEAVE

ANINUAL LEAVE

ANINUAL LEAVE

ANINUAL LEAVE

Are you sure you want to update this leave status to ?

Shov 25 v entries
No Name Department
MOHAMMAD SDT
ILMAN SYAMIL
2 MOHAMMAD SDT
LMAN SYAMIL
3 MOHAMMAD SDT
ILMAN SYAMIL
—>
4 MOHAMMAD SDT
LMAN SYAMIL
5
6
7
Shgwing 1

Leave
Begin

04/10/2018

09/10/2018

)

Admin can view all

staff leave waiting for
approval.

Montfi:| oo ~
Search:
Leave Leave Stafus Details
End Taken
(Days)
v

N

L
05/10/2018 2 [ penpinG RIS

Update Leave Approval No#1 V¥

staff Name
Leave Start Leave End
04/10/2018 05/10/2018
Status Leave Type
PENDING - ANNUAL LEAVE
Attachment
* MName Size

Staff Remarks

MNAK CUTII
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LEAVE SUMMARY When click edit button on details, a
popup will appear and display staff
Leave Summary leave summary. Admin can update the
Home / E-leave / Leave Summary summary for any purpose.

Annual Leave Summary
Show g v entries Search:
/ ,,4-\ No Name Department Entitle Taken Current Balance Unpaid Agtion
] \ (Days per (Days) (Days) (Days) (Days)
tire e e year)
v
ADMIN BIN ADMIN MANAGEMENT 100 0 0 100 0 =
2 FAIZAL BIN JAMAT MANAGEMENT 14 4] 4] 14 v Ir 4
&l Dashboard 3 AMIR FAIZAL HUSAIN SMST 14 v
Update Leave Summary Staff ADMIN
& Staff Management < 4 AMIR ZAHID BIN HAMZAH SDT 14
Full Name
[ E-Leave 5 BADRUL HISHAM BIN PMO 14 ADMIN BIN ADMIN
AHMAD
il Department Entitle (Days per year)
Leave Detans 6 DALMATA RABIDAH BINT SALES 14 R ——
—p MUALAP
Leave Appr'oval Taken (Days) Current (Days)
7 DICKY ZULKARNAIN BINTI SALES 14
MOHD TAUFIX
Leave Summary Balance (Days) Unpaid (Days)
8 HARYANA BINTI MAT sDT 14
DANI
Leave Report
9 HAZIMI MAD NAZRI SDT 14
[# Settings
10 RWAN SYAZWAN BIN SMST 14 -
In menu, select E-Leave > Admin can view all staff
Leave Summary. annual leave summary.
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LEAVE REPORT

Admin can view all staff
leave report.

Leave Report

Dashboard
Home E-Leave Leave Report

Staff Management

Leave Report v
E-Leave
Number Item Department Month Year Action
Leave Details
L All v 09 v 20.. ¥ Print
Leave Approval
- All v 09 v 20.. * Prin
Leave Summary
3 Al 09 v 20.. ¥ Prin

Leave Report

[# Settings

In menu, select E-Leave >
Leave Summary.
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SETTINGS

Dashboard

§ Staff Management

1 E-Leave

[# Settings

Leave Type
Emergency Type
Department
Category

Status

Role

Public Holiday

In menu, select Settings.

List Leave Type

Home

List Leave Type

Manage Leave Type

Show

=)

Showing 1 to 7 of 7 entries

v entries

Name

ANNUAL LEAVE

[n]

EMERK(

ENCY LEAVE

SICK/MEDICAL LEAVE

MATERNITY LEAVE

COMPASSIONATE LEAVE

UNPAID LEAVE

SPECIAL LEAVE

When click on Register Leave Type button, a popup will
appear to register leave type.

Register New Leave Type

v

Search:

Action

[
E

Edit Leave Type

A

Confirm Delete Leave Type

leave type.

Admin can view all list

When click Edit & Delete button on
action button, a popup will appear and
display edit & delete leave type.
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