
 
 

E-LEAVE MANAGEMENT SYSTEM 
GUIDELINE FOR HCM ADMIN 

 

 

1. OPEN LINK (Internet) → https://e-registration.bhic.com.my/eregistration/eleave/ to login E-Leave 
online system. 
OPEN LINK (Intranet) → http://aslusw01/eregistration/eleave/ to login E-Leave online system. 
LOGIN 
Email: hr.admin@bnsy.com.my 
Password: xxxx 

         Click Login 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEPS:  ADD STAFF 

  2.      HR Admin Page -> Choose Add Staff – Staff List-> Click +Add New Staff. 
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3. Add New Staff screen will pop-up ->  

Insert staff particular/details and click Submit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. STAFF LIST - √ Successfully Added! will be appeared and use Search column to find value added staff. 
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5. STAFF LIST- Tick/Untick at Status column to Active/Inactive staffs and √ Successfully Update! will be appeared. 

 

- - - - - - -- - - - -- - - - - -- - - - - -- - - - -- - - - -- - -END- -  - - -  -- - - - -- - -- - - - -- - - -- - - - - -- - - -  - - - -  

STEPS:  MANAGE APPROVER 

 

1. HR Admin Page -> Choose Manage Approver –Set Endorser & Approver-> Click Update for Many. 

 

 

 



 
 

E-LEAVE MANAGEMENT SYSTEM 
GUIDELINE FOR HCM ADMIN 

2. EDIT APPROVER ->  

Edit Approver Form- Insert/type staff name at Affected (can insert many name) ->  

New Endorser -> New Approver and Click Update. 

 

         OR 

 

3. SET ENDORSER & APPROVER->   

Staff Endorser & Approver- Use Search Box to find staff name -> Action column Click Edit. 
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4. EDIT APPROVER->   

Edit Approver Form- Insert name at Endorser and Approver -> Click Update. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. SET ENDORSER & APPROVER ->  

Staff Endorser & Approver- √ Successfully Updated! will be appeared. 

 

 

           

 

 

 

 

 

 

- - - - - - -- -   - - -- - - - - -- - - - - -- - - - -- - - END- -  - - -  -- - - - -- - -- - - - -- - - -- - - - - -- - - - -- - 
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STEPS:  MANAGE ENTITLEMENT 

1. HR Admin Page -> Choose Manage Entitlement – 
Staff Entitlement-> Click Search box to find staff and Click Edit (to manage individual entitlement) or  
Click Update for All. 

 
 

 

 

 

 

 

 

 

 

 

2.  EDIT ENTITLEMENT ->  

Edit Entitlement Form – Insert Year, Entitlement, Carry Forward and Click Update (for individual update). 
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3. EDIT ENTITLEMENT ->  

             Edit Entitlement Form – Insert Year, Entitlement, and Click Update. (Update for All). 

 

 

 

 

 

 

 

 

 

 

 

 

4.     Staff Entitlement – √ Successfully Added! will be appeared and use Search column to find value added. 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

          - - - - - - -- -   - - -- - - - - -- - - - - -- - - - -- - - END- -  - - -  -- - - - -- - -- - - - -- - - -- - - - - -- - - - -- - 
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     STEPS:  MANAGE HOLIDAY 

 

1. HR Admin Page -> Choose Manage Holiday – 
              Manage Holiday-> Click + New Holiday (to add) and Click Delete at action column (to delete holiday). 

 
 

 

 

 

 

 

 

 

 

 

2.      Add Holiday – Insert Date and Details and Click Submit. 
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3.  Manage Holiday– √ Successfully Posted! will be appeared and use Search column to find value added. 

 

 

 

 

 

 

 

 

 

 

 

                 - - - - - - -- -   - - -- - - - - -- - - - - -- - - - -- - - END- - - - - -  -- - - - -- - -- - - - -- - - -- - - - - -- - - -  

 

STEPS:  MANAGE NEWS 

 

1. HR Admin Page -> Choose Manage News – 
                  Manage News-> Click Post News (to add) and Click Delete at action column (to delete news). 
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2.      Add News– Insert Title, Body, Attachment and Click Submit. 

 

 

 

 

 

 

 

 

 

3.   News – √ Successfully Posted! will be appeared and use Search column to find value added. 

 

 

 

 

 

 

 

 

 

 

 

 

 

                 - - - - - - -- -   - - -- - - - - -- - - - - -- - - - -- - - END- -  - - -  -- - - - -- - -- - - - -- - - -- - - - - -- - - -  
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STEPS:  MANAGE ROLE 

 

1. HR Admin Page -> Choose Manage Role – 
Staff Role-> Click Normal User / Department Admin / HCM Admin -> Edit Role Click to apply and change 
staff role. 

 
 

 

 

 

 

 

 

 

 

 

 

                 - - - - - - -- -   - - -- - - - - -- - - - - -- - - - -- - - END- - - -  - - -  -- - - - -- - -- - - - -- - - -- - - - - -- - -  
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STEPS: GENERATE REPORT LEAVE CALENDAR 
 

HR Admin Page -> Report ->Choose Leave Calendar. 
 

 
 
Set Your Filter → Select or type Department from list → Filter. 
 

 
 
 
 
 
 
 



 
 

E-LEAVE MANAGEMENT SYSTEM 
GUIDELINE FOR HCM ADMIN 

 
 
 
STEPS: GENERATE REPORT STAFF ENTITLEMENT LIST 

 

 
HR Admin Page -> Report ->Choose Staff Entitlement List. 
 

 
 
Set Your Filter → Select or type criteria; Department and Year from list → Filter 
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Report will be appeared as below and click Export to Excel to view in Excel format. 
 

  
 
 
 
Excel File Name → Insert Filename and click Export. 

 
 
Report will be download and automatically save on download folder. 
Click downloaded file to view. 
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STEPS: GENERATE REPORT STAFF LEAVE 

 

 
HR Admin Page -> Report ->Choose Staff Leave. 
 

 
 
 
Set Your Filter → Select or type criteria to be filter; if criteria Date Range is inserted, click Apply. 
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Generate Report-> Set Your Filter -Click Filter. 
 

 
 
 
 
Report will be appeared as below and click Export to Excel to view in Excel format. 
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Excel File Name → Insert Filename and click Export. 
Report will be download and automatically save on download folder. 

 

 
 
 
Click downloaded file to view. 
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STEPS: GENERATE REPORT STATISTIC 

 

 
HR Admin Page -> Report ->Choose Statistic. 
 

 

 

Set Your Filter → Select or type criteria to be filter; click Filter. 
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Statistic Graph will be generated as show below; 

 

Leave Taken 

 

 

Leave Distribution 

 

 

Strength By Head Count 
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Strength By Man Hour 

 

 

Leave Taken by Job Grade 

 

 

 

       - - - - - - -- -   - - -- - - - - -- - - - - -- - - - -- - - END- - - -  - - -  -- - - - -- - -- - - - -- - - -- - - - - -- - - 


