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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

E ) BOUSTEAD NAVAL SHIPYARD SDN. BHD. Home About Information Cont:

ELEAVE MANAGEMENT SYSTEM

AUTO-CALCULATE LEAVE ENTITLEMENT
e-Leave wil avto-calculate leave entitlement of ach emalovee based on date join, group and service vear.
LOGIN
EASY TO CHECK LEAVE BALANCE
wlayees can easdy check their leave balance online without gaing threugh HR personnel or leave
UNLIMITED RECORDS CREATION hr adim@bnsy.com.my
Create unkimited records far empioyee prafile, leave type, appraval group and mare. =

MULTI-LEVELS LEAVE APPROVAL METHODS
Up to 2 levelz of leave appraverzisupervizars far each groug. |
sesnnas

APPROVAL & NOTIFICATION VIA E-MAIL
Superyizors can alternatively spprovefreject leave applicaticn. Employee will be notified vis e-mail their leave

anplicatian status
CALENDAR VIEW TO SEE "WHO'S ON-LEAVE"
User friendy interface with Caterdar Vim

STEPS: ADD STAFF

2.  HR Admin Page -> Choose Add Staff — Staff List-> Click +Add New Staff.

0 HRADMIN

HRADMIN Staff List

1005

O Staff List

B Calendar

Show 19 v entries Search:
staff It Department Endorsed Approver status
0 HR Admin Page Abu Bin Al HUMAN CAPITAL MANAGEMENT Not Applicable Not Applicable B Inactive
0 Addsaff Date Joined: 20-5EP-19
E
ADMIN INFORMATION SYSTEM Not Applicable Not Applicable [ Inactive
Date Joined: 28-AUG-19
AHMAD NIZAM BIN MAKHTAR INFORMATION SYSTEM Not Applicable TOMMY KOAY ¥ Active

Date Joined: 01-APR-05



http://bnspc-1309/eleave/index.php
http://bnspc-1309/eleave/index.php
http://aslusw01/eregistration/eleave/
http://aslusw01/eregistration/eleave/
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E-LEAVE MANAGEMENT SYSTEM
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3. Add New Staff screen will pop-up ->
Insert staff particular/details and click Submit.

Add Mew Staff

Name Testing ABC

Staff I 12345675

Email ABC@Ebnsy.com_my

Company =Ps

Code

Costcenter 20020400

Position Supervisor

Job Grade NiE

; Department NFORMATIOMN SYSTEM -
Endorser ASRUL EFFEMNDI HAMZAH -
Approver TOMBY KoY -
Date i 0Z-Oct-2015

: Joined

Annual 4 Days

g Leave

Carry o Days

: Forward

=

4. STAFF LIST - v Successfully Added! will be appeared and use Search column to find value added staff.

Staff List

@ staff List

¥ Successfully Added!

New staffis successfully added.

L Department rdorsed Approver Status
Testing ABC INFGRUATION SYSTEM ASAUL EFFENDI... TOMMY KOAY B Adive
Dete Joined: (2-0CT-19
INFGRIUATION SYSTEM ASRULEFFENDL... TOUMY KOAY # Active
INFGRUATION SYSTEM ASAUL EFFENDI... TOMMY KOAY B Adive
inETT0 3 of 3 entries filtered from 15 totsl entries) Previous Next
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5. STAFF LIST- Tick/Untick at Status column to Active/Inactive staffs and v Successfully Update! will be appeared.

| Staff List

©3taff List

¥ Successfully Updated!

User status successfully updated.

show 10 ¥ eniries

Search:
Staff |t Department Endorsed Approver Status
Abu Bin Al HUMAN CAPITAL MANAGEMENT AHMAD NIZAM .. TOMMY KOAY nactive
Dete Joined: 20-52P-18
ADMIN INFORMATION SYSTEM SYANUR EZRIN TOMMY KOAY ¥ Active
Dete Joined: 28-AUG-19
AHMAD NIZAM BIN MAKHTAR INFORMATION SYSTEM Mot Applicable TOMMY KORY ¥ Active

DT T T e T P PP PP T PPPRIN

STEPS: MANAGE APPROVER

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

HRADMIN

Set Endorser & Approver

1

O staff Endorser & Aporover

Show 1p ¥ enties Search

Name li saffn Department Pasition Endorser Bppraver Action

Abu Bin Al 1015 HUMAN CAPTTAL MANAGEMENT Eecufive Not Applicable Hat Applicable

ADMIN 1006 NFORMATION SYSTEN ADVIN Hat Applicatle Hat Applicatle it

Menage Approver
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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.

HRADMIN Edit Approver

2003

Edit Approver Form

s T EETTETS T

New Endorser AHMAD NIZAM BIN MAKHTAR
MNew Approver TOMMY KOAY
€8 HR Admin Page
Update

O Manage Approver

3. SET ENDORSER & APPROVER->
Staff Endorser & Approver- Use Search Box to find staff name -> Action column Click Edit.

H () o

- Set Endorser & Approver

o
Updatefor Many

(Ostaff Endorser & Approver

Show 10 v entries Seareht | s

Name |t saffip Department Pasition Endorser Approver Adtion

ADMIN 1006 [NFORMATION SYSTEM ADMIN Nt Applicable ot Applicable

HRADMIN 1005 HUMAH CAPITAL MANAGEMENT EXECUTIVE AHMAZNZAM... TOMMY KOAY Edit
Previous 8

Shoming 1 to2 of 2 entries (filtered from 15totsl entries)
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EDIT APPROVER->
Edit Approver Form- Insert name at Endorser and Approver -> Click Update.

”':E’"'" Edit Approver
Edit Approver Form
Dashboard Name  ADMIN
Calendar staff D 1006
Endorser SYANUREZRIN T
s HR Admin Page Approver TOMMY KDY -
: Update
O Manage Approver

SET ENDORSER & APPROVER ->
Staff Endorser & Approver- V Successfully Updated! will be appeared.

Set Endorser & Approver

Ostaff Endorser &Approver

¥ Successfully Updated!

Staff Endorser/ Approver Successfully Updated

Show 1 ¥ entries Searcht | admir]

Hame l& saffio Department Pasition

Endorser Action

ADMIN 1006 INFORMATICN SYSTEM ADMIN SYANUR EZRIN

.............................................................................................................................................................................................................
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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.

o Staff Etitlement

OstaffEnttlament

Show g5V entries Sareh

Staff 1t Department Year Entitlement Carry Forward Adtion

AbuBinl HUMAN CAPITAL MANAGEMENT 0 i J Kt

Haaigredon ISERHS

A0 INFORMETION SSTEM pic ; 5 “
el AR i
” L«

0 Manage Entement
AHMAD BIN MAKHTA INFORMATION SYSTEM

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

HR ADMIN Edit Entitlement

2003

DETAILS
m Entitlement: 13 Days
Days Lefi: 18 Days

Edit Entitlement Form

CURRENT PRO RATE
15

Name Abu BinAli

28 HR Admin Page

Staff ID 1015

Year

219
O Manage Entitlement }
Entitlement I 18
Carry Forward I 0

Update
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3. EDIT ENTITLEMENT ->
Edit Entitlement Form — Insert Year, Entitlement, and Click Update. (Update for All).

HRADMIN

1003

Edit Entitlement

Edit Entitlement Form

Dashboard

Affected All Staff Exclude Protege

| Calendar Staff I All Staff Exclude Protege
My Leave £ Year 2015

HR Admin Page Entitlement + by I o

) Manage Entitlernent

4, Staff Entitlement — v Successfully Added! will be appeared and use Search column to find value added.

Staff Entitlement
Ostaff Entitlement

v Successfully Updated!

Staff Entitlement Successhully Updated.

Show 10 ¥ entries Search

Staff I Department Carry Forward

Abu Bin Al HUMAN CAPITAL MANAGEMENT 01
HKazigned on 20-5ER-19

ADHIN EORMATION SYSTEN s 5 5 “

aignedon ZEAUGA
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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).

. rR Manage News
1003

ONews

Show 1V eniries

Date [t LeaveName

Day Adtion

Selaz
D1-NOW-13 Hari Keputerazn Sultan Persk

Jumast Delete
O Manage Holiday

© HRAdmin Fage D19 Tahun Baru 2013

D1-MAY-A3 Hari Pelierja

2. Add Holiday — Insert Date and Details and Click Submit.

Add Holiday

20-Oct-2015

Lsunch Eleave

snin
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3. Manage Holiday— v Successfully Posted! will be appeared and use Search column to find value added.

¥ Successfully Posted!

The News is Successfully Posted

HR Admin Page
Show 23\ ¥ entries Search
Date Leave Name Day 1% Action
11.5EP-19 Awsal Muharsm (Mzs] Hijzh) thzd
Manage Holiday
1AUG18 Hari Rayz Qurban Ahzd
18- MAVL Hari Wesak Ahad
27-0CT 18 Hari Deepavali Ahzd
12-52P-13 Avsal Muharsm (Mas| Hijrzh] - Replace Leave Iznin
05-52P-13 Hari Keputerszn Ser Paduks Baginds Vang di-Pertuan Agang Isnin
16-9EP-19 Hari Malaysia snin
2000713 Launch Eleave Isnin

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).

Manage News

=~

O News

Show| 10 ¥ | enfries Search;
Title |t Body Attachment Action
User Guide 1.0 Please refer to the attachment for latest user guide for the system Receipt.pdf

Showing 1101 of 1 entries Previous Next
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2. Add News-— Insert Title, Body, Attachment and Click Submit.

Add News

LAUNCHING

E-LEAVE

Mo file chazen

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

Manage News

@ News

+ Successfully Posted!
The News i Suceessfully Posted.

Show 10 v entries Szarch:

Title 12 Body Attachment Action

User Guide 1.0 Please refer to the attachment for latest user guide for the system Receipt.pdf
Showine 1t 2 of 7 entries Previnis n Net
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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.

HRATMN Staff Role

m
DepartmentAdmin ~ HCM Admin

Show 10 ¥ entries i

Name 18 saffiD Department Position Edit Role

ADMIN 1006 INFORMATION SYSTEM ADMIN Normal User v

8 HR Admin Page Clickto apply changes
AHMAD NIZAM BIN MAKHTAR 1002 INFORMATION SYSTEM MANAGER Deprtment Admin

Normal User
ASRUL EFFENDI HAMZAH 1007 INFORMATION SYSTEM Manager HO *#Cﬂ_‘ﬂ
1003 INFQRMATION SYSTEM sl Nl '
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STEPS: GENERATE REPORT LEAVE CALENDAR

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

HRADMIN

1005

HR Admin Page

Report

Leave Calendar

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

- X

& C @ Not secure | bnspc-1309/eleave/user/hcmyaliCalendar.php?dept=null * O

. HR ADMIN

HRADMIN Leave Calendar

1005

Set Your Filter

Department

Click and type to search -

Click and type to search

INFORMATION SYSTEM

©f HR Admin Page

= FINANCE AND ACCOUNT

[@ Report

HUMAN CAPITAL MANAGEMENT
O Leave Calendar

11:34
02/10/2019
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STEPS: GENERATE REPORT STAFF ENTITLEMENT LIST

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

& c (@ Mot secure | bnspc-1309/eleave/user/hcm/reportStatf.php?dept=nulltyear=2019

. HR ADMIN

HR ADMIN Generate Report

1005

Set Your Filter

Department Entitlement Year
Click and type to search v 2019 v
Reset Filter

[@ Report

O staff Entitleme Show 10 ¥ entries Search:

staffiIp lL  Staff Name Department Year Entitlement carry Forward

AZFAR BIN MOHD ZULKIFAR INFORMATION SYSTEM 2019 8
UG-18

1001 MUHAN

Assignet

1002 AHMAD NIZAM N MAKHTAR INFORMATION SYSTEM 2019 24 5
Assigned on 28-AUG-19

1003 TOMMY KOAY INFORMATION SYSTEM 2019 25 0
Assigned on 28-AUG-19

HRADMIN Generate Report

1005

Set Your Filter

Department Entitlement Year
click and type to search - 2019
Click and type to search ‘et Filter
INFORMATION SYSTEM
—  FINANCE AND ACCOUNT

Staff Entitlement List Show 10 v | entries Search:

staffip I staff Name Department Year Entitlement Carry Forward

1001 MUHAN FIF AZFAR BIN MOHD ZULKIFAR INFORMATION SYSTEM 2019 8 5

Assigned c

n 2

1002 AHMAD N BIN MAKHTAR INFORMATICQN SYSTEM 2019 24 5
Assigned on

INFORMATION SYSTEM
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Report will be appeared as below and click Export to Excel to view in Excel format.

« C (@ Notsecure | bnspe-1309/eleave/us n/reportStatt.php?dept=nulldyear=2019 T O

@ v eoun

. HR ADMIN Generate Report

Set Your Filter
Department Entitlement Year
NFORMATION SYSTEM v 2019 M

Reset Filter

RExport to Excel

Show| 19 v entries Search:

staffio |5 Staff Hame Department Year Entitlement Carry Forward

1001 UK | IMFORMATION SYSTEM 2018 8 5
1002 AR INFORMATION SYSTEM 2009 4 5
1003 IMMY KOAY INFORMATION SYSTEM 2018 25 0

Excel File Name => Insert Filename and click Export.

Excel File Name

File Name 1SD IStaf'F Leave ‘

Report will be download and automatically save on download folder.
Click downloaded file to view.

Excel File Name

File Name

Entitlement testl xisx - Excel Noor Roha Binti Abdullah =3}

File Home Insert Page Layout Formulas Data Review View Help 2 Tell me
X Calibri - b, General - | HEH Conditional Formatting - EHInsert -
c ltj Oz - u =~ =% 9 FBE Format as Table - X Delete -
aste - .
< B <8 g0 [B& Cell Styles - B Format -

Clipboard = Alignment Number 1= Styles Cells

Editing

AL staff 1D

A D E F G H
Staff ID Staff Nam Departme Costcente Year Entitleme Carry Forward
1008 | TAUFIK ACINFORMA® 20020400 24 5
[ASYRAF AlINFORMA 2E+08 21
[ASRUL EFFINFORMA® 20020400 249
[ Testing AEINFORMA™ 20020400 a

MUHAMN INFORMA® 20020400
[AHMAD N INFORMA® 20020400 24
[ TOMMY K INFORMA 25
YANIIR FINFORMA® l
Eleave Report

CR-NENR- RTA P I

Average: 1028.5 Count: 11 Sum: 10285




E3
E-LEAVE MANAGEMENT SYSTEM
GUIDELINE FOR HCM ADMIN

STEPS: GENERATE REPORT STAFF LEAVE

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

HRADMIN Generate Report

1005

Set Your Filter

Department Staff Name
Click and type to search v Click and type to search
Leave Type Date Range
Click and type to search v B2 | 03-Oct-2019 - 03-0ct-2019

Reset Filter

[ Export to Excel

O staffLeave

Show| 19 v entries
Requestor |2 Department Type Date Endorser
AHMAD NIZAM BIN MAKHTAR INFORMATION SYSTEM Annual Leave 3 Days No Endorser
Staff ID: 1002 Costeenter: 2002040 Type: Full Day 5 3-SEP-19
Fnd I5.2FD.10

Set Your Filter = Select or type criteria to be filter; if criteria Date Range is inserted, click Apply.

Generate Report

Set Your Filter

epartment Staff Name
INFORMATION SYSTEM b NOOR ROHA BINTI ABDULLAH -
eave Type Date Range
Medical Leave v = 02-0ct-2019 - 02-0ct-2019
< Jan 2019 Feb 2019 >
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
30 31 2 & 4 5 27 28 20 30 31 1 2 N
show| 10 v entries 13 14 15 18 17 18 18 10 11 12 13 14 15 16
20 21 22 23 24 25 28 17 18 18 20 21 22 23
Requestor 1%  Department . - ; .
27 28 29 30 31 1 2 24 25 26 27 28 1 2
AHMAD NIZAM BIN MAKHTAR INFORMATION SYSTEM 3 4 5 6 7 8 = 3 4 5 6 7 8 =]
staff 1D: 1002 Costcenter: 20020400

Frd: 75-SFP-10 Wilelieiil
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Generate Report-> Set Your Filter -Click Filter.

Generate Report

Set Your Filter

Department staff Name
Click and type to search v NOOR ROHA BINTI ABDULLAH v
Leave Type Date Range
Click and type to search v B2 01-Jan-2019-30-5ep-2019
Reset Filter

[ Export to Excel

Show 10 v entries Search:

Report will be appeared as below and click Export to Excel to view in Excel format.

[ Export to Excel

Show 1g ¥ entries Search:
Requestor 12 Department Type Date Endorser Approver Status
NOOR ROHA BINTI ABDULLAH INFORMATION SYSTEM Annual Leave 3 Days AHMAD NIZAM ... TOMMY KOAY APPROVED
Staff ID: 1011 Costeenter: 20020400 Type: Full Day Start: 16-SEP-19
a AOSICENTET: & Fu gy ;rﬁdl’:'l;!SEP-lg e
NOOR ROHA BINTI ABDULLAH INFORMATION SYSTEM Annual Leave 5 Days AHMAD NIZAM ... TOMMY KOAY APPROVED
ff 1Dz 101, = 20020401 ype: Full Day Start: 23-5EP-:
Staff ID: 1011 Costeenter: 20020400 Type: Full Day :::_;li:lf pr—
Showing 1to 2 of 2 entries Previous Next
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Excel File Name => Insert Filename and click Export.
Report will be download and automatically save on download folder.

Excel File Name

File Name Leave 2019 NOOR ROHA

B Leave Leave 2018..xlsx

Click downloaded file to view.

Excel File Name

File Name Leave 2019 NOOR ROHA
Leave Leawve 2019 NOOR ROHA.xIsx - Excel Moor Roha Binti Abdullah ==
File Home Insert Page Layout Formulas Data Review Wiew Help 2 Tell me

A
=Ty
g

Paste

Calibri = = 2= General - [EH Conditional Formatting ~ EHlInsert ~ o
= =% 9 [ Format as Table - 3= Delete —

B <8 08 B Cell Styles - =] Format -

Editing

Clipboard = Alignment Number Styles Cells

Al Requestor

ey D E F G H 1 J K

Departme Costcente Leave Typ Leave Det Start Date End Date Endorser Approver Status
"16-5EP-19"19-SEP-13 AHMAD N TOMMY Ki APPROVED
"23-SEP-19"27-SEP-13 AHMAD N TOMMY Ki APPROVED

Requestolstaﬂ’ll]
NOOR ROI 1011 INFORMA 20020400 Annual Le Full Day
NOOR ROI 1011 INFORMA 20020400 Annual Le Full Day

Eleave Report
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STEPS: GENERATE REPORT STATISTIC

HR Admin Page -> Report ->Choose Statistic.

-

- X
[g Statistic X MNewTab x ° = o

< C @ Notsecure | bnspc-1309/eleave/user/hem/statistic.php?dept=null&year=2019 “w O

. HR ADMIN

HRADMIN Leave Statistic

1005

Set Your Filter

Department Entitlement Year
Click and type to search v 2019 v
Reset Filter
@ Report Leave Taken
8 @ Annual
7 Leave
s |}
Medical
O statistic 7 Leave
4
3
2
1
0 mEE
January February March April May June July August September October November  December

Set Your Filter 2 Select or type criteria to be filter; click Filter.

Leave Statistic

Set Your Filter

Department Entitlement Year

INFORMATION SYSTEM v 2019 v

Reset Filter

Leave Taken

3 @8 Annual

7 Leave

& [ ]
Medical

s Leave

4

3

2

1

o [

January February March April May June July August September October November December
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Statistic Graph will be generated as show below;

Leave Taken

Leave Taken

3 B Annual
7 Leave
6 a
Medical
5
Leave
4
3
2
1
i} —_ —_ —_ —_ —_ —_ —_ —_ — — —_ —_
January February March April May June July August  September  October  November December
Leave Distribution
Leave Distribution
O Annual Leave
O Medical Leave
O Halfday Morning
O Halfday Noon
Strength By Head Count
Strength by Head Count
14 WFull
13 Strength
12 W Actual
Strength
m
10
9
a8
T
B
January February March April May June July August September QOctober Movember December
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Strength By Man Hour

Strength by Manhour

120 W Full
110 — Manhour
Actual
Manhour

70
60
50

40
January February March April May June July August September October November  December

Leave Taken by Job Grade

Leave Taken by Job Grade

Grade  January  February March April May Jun July August September October November December
AL MC AL Mc AL MC AL MC AL MC AL MC AL MC AL MC AL MC AL MC AL MC AL MC

El

E2

E3

E4

E5

£7 = = - - = = = = - = - = - = - = 2
=
£5
E10 - - - - - - - - - - - - - - - - 3 - 2

Ell



