E3
E-LEAVE MANAGEMENT SYSTEM
GUIDELINE FOR BNS STAFF

DESCRIPTION:

Staff Leave Page of E-Leave Management System are purposely for BNS staff to manage and view their
leave record.

STEPS: LOGIN TO E-LEAVE MANAGEMENT SYSTEM

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.

Username: noor.roha@bnsy.com.my
Password: xxxxxx
click Login

BOUSTEAD NAVAL SHIPYARD SDN. BHD. About Information Contact

15

ELEAVE MANAGEMENT SYSTEM

AUTO-CALCULATE LEAVE ENTITLEMENT
e-Leave will auto-calculate leaw

MULTI-LEVELS LEAVE APPROVAL METHODS
Up 0 2 levels of leave approversisupervisors for each group
.......

APPROVAL & NOTIFICATION VIA E-MAIL
s an altematively approveirefect leave application. Em

CALENDAR VIEW TO SEE "WHO'S ON-LEAVE"
User friendly interface with Calendar View.



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
GUIDELINE FOR BNS STAFF
STEPS: UPDATE PROFILE & RESET PASSWORD

1. Click Profile Picture

= ) roor Roha Binti Abduliah

10-SEP-19

Dashboard

+ Successfully Login!

Welcome Noor Roha Bintl Abdullah. Below is the review for your leaves.

DETAILS CURRENT PRO RATE LEAVE TAKEN
m Entitlement: 19 Days 4.8333333333333 m Carry Forward: 5 Days
Days Left: 8 Days Entitlement: 3 Days

CARRY FORWARD LEAVE
Carry Forward: § Days
Days Left: 0 Days

+ Request New Leave
O Your Leave History

show 1o v entries

search

Type i Date Details
oo

£ Latest News Here

(Z User Guide 1.0 - Please refer to
the attachment for latest user guide
for the system (Click here for more info)

2. Click Profile

Noor Reha Binti Abdullah

Noor Roha Binti Abdullah
Staff ID: 1011

Profile Logout

3. Edit your profile > Save Changes




E3
E-LEAVE MANAGEMENT SYSTEM
GUIDELINE FOR BNS STAFF

Edit Profile
le_User profile Edit
picture
Choose File | Mo file chosen
. R New Profile L=
Noor Roha Binti Abdullah Picture
1011
Name MNoor Roha Binti Abdullah
Position Senior Exec
Email noor.roha@bnsy.com.my
Email noor.roha@bnsy.com.my
Department INFORMATION SYSTEM
Costcenter 20020400
Costcenter 20020400
Endorser AHMAD NIZAM BIN MAKHTAR
Approver TOMMY KOAY
Extension
New Password
Retype New
Password

4. System will notify once profile is successfully updated

+ Successfully Update!

Your new information is successfully updated.




E3

E-LEAVE MANAGEMENT SYSTEM

STEPS: REQUEST NEW LEAVE

GUIDELINE FOR BNS STAFF

1. Click Request New Leave
Dashboard
+ Successfully Login!
Welcome Noor Roha Binti Abdullah. Below is the review for your leaves.
Entitlement: 19 Days ) 4.8333333333333 m Carry Forward: 5 Days
T
@ Your Leave History £) Latest News Here
Show 10 v entries Search: [# User Guide 1.0 - Please refer to
the attachment for latest user guide
2. Enter Leave Type, Annual Leave Type, Start Date, End Date & Reason

Eleave Form

End Date

08-0ct-201%

Name Noor Roha Binti Abdullah
staffID 1011
Email noor.roha@bnsy.com.my
Leave Type Annual Leave
Annual Leave Full Day
Type
Attachment | | Choose File | o file chosen
Start Date = 08-0ct-2019
Days to Take 1 Days
Reasons Personal Matter

n

. Select file to be attach = Open
. Click Submit

AW

. To attach supporting document, click Choose File

. System will notify once request is successfully submitted.

+ Successfully Submitted!

Your leave request is now pending waiting for approval.




E3
E-LEAVE MANAGEMENT SYSTEM

GUIDELINE FOR BNS STAFF
STEPS: CANCEL PENDING LEAVE

1. Click My Leave - Pending

Noor Roha Binti Abdul...
1011

& Dashboard

2. From Pending Leave Request list, select leave to be cancel, click Annual Leave

Pending Leave Request

@ Pending Request

Type Date Status
2 Days AHMAD NIZAM ...
@ 07-0CT-19 to 08-0CT-19
R ted today
©OReaues = TOMMY KOAY
Annual L 1Days AHMAD NIZAM ...

@ 09-0CT-19 to 09-0CT-19

Type:

R ted today
@ Reques! ay TOMMY KOAY

3. Click Cancel Request

Noor Roha Binti Abdullah

Annual Leave

o

B Leave Details

Name :  Noor Roha Binti Abdullah
staff 1D 1011

Email :  neonroha@bnsy.com.my
Leave Type : Annual Leave

Start Date : 07-0CT-19

End Date : 08-OCT-19

Days : 2Days

Endorser : AHMAD NIZAM BIN MAKHTAR
Approver : TOMMY KOAY

Cancel Request




E3
E-LEAVE MANAGEMENT SYSTEM

GUIDELINE FOR BNS STAFF
STEPS: VIEW LEAVE HISTORY

1. Click Dashboard
° Noor RohaBintiAbdul... [R5 PRNN IR

1011

CURRENT PRQC RATE LEAVE TAKEN
4,8333333333333 Carry Forward: 5 Days
Entitlement: 3 Days

DETAILS

g Entitlement: 19 Days
Days Left: 8 Days

& Dashboard

B3 calendar

+Request New Leave

@ Your Leave History

show 10 v entries Search:
Type 1% pate Details
An 4 Days AHMAD NIZAM ...
Ty ©01-0CT-19 to 04-0CT-19

ENDORSED
Oequested 1 oyt oo =
TOMMY KOAY

Annua 5 Days AHMAD NIZAM ...

Ty ull D: ©23-5EP-19 to 27-SEP-19
ENDORSED
Osauest ==
TOMMY KOAY

@ oor Roha Binti Abdultah

CARRY FORWARD LEAVE
carry Forward: 5 Days
Days Left: 0 Days

{3 Latest News Here

(£ user Guide 1.0 - Please refer to
the attachment for latest user guide
for the system (Click here for more info)

2. Use Search function to search for specific date leave

@ Your Leave History

Show| 25 v |entres search:

-
T

Type :  Date Details

1 Days AHMAD NIZAM ...
(@ 03-0CT-19 to 09-0CT-19

Ri ted today
O Reques ay TOMMY KOAY

3. Click Annual Leave to view leave details
Request leave also can be view separately by status as below;

Noor Roha Binti Abdul...
1011

E= Dashboard

£ My Leave
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E-LEAVE MANAGEMENT SYSTEM
GUIDELINE FOR BNS STAFF

STEPS: VIEW LEAVE CALENDAR

1. Click Calendar
2. The blue box is referring to the approved leave and the orange box is referring to the public holiday

Leave Calendar

<> tedy September 2019

Sun Mon Tue Wed Thu Fri sat
1 2 3

s
o
[=2]

4

8 9 10 11 12 13 14
15 18 17 18 19 20 21
nnnnnn —

3. Click on the blue box to view leave details

Leave Details 01

18-SEP-19

Noor Roha Binti Abdullah

Annual Leave o Leave request
pre— submitted
18-SEP-19

B Leave Details

Name : Noor Reha Binti Abdullah ° Endorsed by AHMAD
NIZAM BIN MAKHTAR

staff ID 1011

Email :  noorroha@bnsy.com.my

Leave Type : Annual Leave ° Approved by TOMMY
KOAY

Start Date ¢ 16-SEP-19

End Date : 19-5EP-19 Complete!

STEPS: LOGOUT FROM E-LEAVE MANAGEMENT SYSTEM

1. Click Profile Picture - Logout

° NOOR ROHA BINTI ABD.. .

NOOR ROHA BINTIABDULLAH
Staff ID: 1011

Profile Logout




