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E-LEAVE MANAGEMENT SYSTEM
GUIDELINE FOR DEPARTMENT ADMIN

DESCRIPTION:

Admin Page of Dept. Leave Record & Report are purposely for Admin of Department to view and take an action of
the employee notification leave info, status of endorser/approval and data leave released by Admin manually key
in/ update in SAP system. The report also can be generated by filtering the type of employee leave, date range and
can be export to Excel.

STEPS: DEPT. LEAVE RECORD

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: isd.admin@bnsy.com.my
Password: xxxx

Click Login

E ) BOUSTEAD NAVAL SHIPYARD SDN. BHD. About nformation  Contact
=

ELEAVE MANAGEMENT SYSTEM

AUTO-CALCULATE LEAVE ENTITLEMENT
' ) ‘ o LOGIN
EASY TO CHECK LEAVE BALANCE

UNLIMITED RECORDS CREATION

MULTI-LEVELS LEAVE APPROVAL METHODS

APPROVAL & NOTIFICATION VA E-MAIL

CALENDAR VIEW TO SEE "WHO'S ON-LEAVE" “

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

2. Admin Page -> Choose Dept. Leave Record.
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Dashboard

« Successfully Login!

Welcome SYANUR EZRIN. Belomw s the review for your leaves.

CURAENT PRO RATE
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Entitiement: 21 Days (3] 175
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Days Left: 21 Days

) Latest News Here :

Ho Histary Found! (Z userGuide 1.0-Please refertothi 2

attachmentfor latest user gulde for
the syStem Click e forsmareinfs]


http://bnspc-1309/eleave/index.php
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http://aslusw01/eregistration/eleave/
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3. DEPT. RECORDS Admin ->
Department Leave Records — Action column Click Release (to release one by one).
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4. RELEASE REQUEST ->
Release Form - Select calendar date for Date Key in SAP and click Submit.

Release Request
Release Form
Name MUHAMMAD AFIF AZFAR BIN MOHD ZULKIFAR
Staff ID 1001
Leave Type  1/2 Day Morning
[ Admin Page Leave Description Full Day

QO Dept. Leave Record Date Taken ] 10-SEP-19 to 12-SEP-19

Days

Date Key in SAP B o1-oct20)s
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5. DEPT. RECORDS Admin ->
Department Leave Records- V Successfully Released! will be appeared.
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SYANUR EZRIN

Dept. Records -

Depariment Leave Records

¥ Successfully Released!

Leave s successfully released.

Leavein JE Employee

1000
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6. DEPT. RECORDS Admin ->
Department Leave Records - Click Release Multiple (to release all pending action).
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7. RELEASE REQUEST ->
Release Form — Affected - Select a leave (can choose more than one employee).

. SYANUREZRIN Release Request
o

Release Form

& Da Affected

% 68- MUHAMMAD ... * 62-Noor Roha Bi... ‘

Calendar
[ &= Date Key in SAP
62 - Noor Roha Binti Abdullah

69 - Noor Roha Binti Abdullah

L Admin Page 74 - Noor Roha Binti Abdullah

O Dept. Leave Record 70 - Noor Roha Binti Abdullah

8. Release Form —Date Key in SAP- Select date and click Submit.

Release Request

Release Form

Affected % 68 - MUHAMMAD ... % 62 - Noor Roha Bi...

Date Key in SAP B 01-Oct-2019

L Admin Page

QO Dept. Leave Record
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9. DEPT. RECORDS VIEW ->
Department Leave Records- V Successfully Released! will be appeared.
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STEPS: GENERATE REPORT

1. Admin Page -> Choose Report.
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Dashboard

+ Successfully Login!

Welcome SYANUR EZRIN. Below 5 the review for your leaves.

oeras cumsEnT PRORATE Lonve Tacen CARRY FORAARD LEAE
g Etiment: 21 0ays 15 m CamyForwart: 0Dy oy Forvard: 20ays
bapstets 21 ays Cuitement: 003y baysteti2oays

+ Request New Leave

@ Your Leave History ) Latest News Here -

Mo History Found! [# User Guide 1.0 - Please refer to the
attachment for latest user guide for
‘the system [Click here for more infs).

2. GENERATE REPORT ->
Sets Your Filter — Click search and type of Leave Type. (Annual Leave or Medical Leave).

= 0 SYANUR EZRIN

Generate Report

Set Your Filter
Leave Type Staff Name
Annual Leave - Click and type to search

Click and type to search
L Admin Page . Annual Leave

nset Filter

O Report

[ Export to Excel
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3. GENERATE REPORT ->
Sets Your Filter — Click search and type of Staff Name.

Set Your Filter
Leave Type Staff Name
Annual Leave M MUHAMMAD AFIF AZFAR BIN MOHD ZULKIFAR
Date Range “
B2 01-0ct-2019-01-Oct-2019 Click and type to search
5 Admin Page TAUFIK ADIB
Reset Al
O Report ASRUL EFFENDI HAMZAH
MUHAMMAD AFIF AZFAR BIN MOHD ZULKIFAR

4. GENERATE REPORT ->
Sets Your Filter — Click search and type of Date Range and click Apply.

Set Your Filter
Leave Type staff Name
Annual Leave v MUHAMMAD AFIF AZFAR BIN MOHD ZULKIFAR
Date Range
B | 01-0ct-2019-01-Nov-2019| J
L Admin Page - .
< oct 2019 Nov 2019 > jet Filter
O Report
Mo Tu We Th Fr Sa su Mo Tu We Th Fr Sa
30 2 3 4 5 21 28 29 30 31 2

ort to Excel
8 9 10 11 12 3 4 5 6 7 8 9

15 16 17 18 19 w11 1z 13 14 15 16

Search:
22 23 24 25 26 17 18 19 20 21 22 23
Date Endorser Approver
29 30 31 1 2 24 25 26 27 28 29 30
5 7 1 2 3 a4 5 g e 4 Days No Endorser TOMMY KOAY

Start: 27-SEP-19
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5. GENERATE REPORT ->
Sets Your Filter — Click Filter and the report will be appeared below or click Reset Filter for new report.

= . SYANUR EZRIN

SYANUR EZRIN Generate Report

1004

Set Your Filter

Leave Type staff Name
Annual Leave v MUHAMMAD AFIF AZFAR BIN MOHD ZULKIFAR v
Date Range

# | 01-Sep-2019-01-0ct-2019

L Admin Page

Reset Filter

O Report

[# Export to Excel

Show| 19 v entries Search:
Requestor Ik Department Type Date Endorser Approver Status
MUHAMMAD AFIF AZFAR BIN MOHD ZULKIFAR ~ INFORMATION SYSTEM  Annual Leave 4 Days AHMAD NIZAM ...  TOMMY KOAY
StaffID: 1001 Costeenter: 20020400 Type: Full Day

INFORMATION SYSTEM  Annual Leave 1Days AHMAD NIZAM ...  TOMMY KOAY

6. GENERATE REPORT ->
Sets Your Filter — Report will be appeared as below and click Export to Excel to view in Excel format.

Reset Filter

Export to Excel
show 19 v entries search:
Requestor 1% Department Type Date Endorser Approver Status
MUHAMM F AZFAR BIN MOHD ZULKI!

INFORMATION SYSTEM  Annual Leave 4 Days AHMAD NIZAM ... TOMMY KOAY
Costeenter: 20 S

1400 Type: Full Day

MUHAMMAD AFIF AZFAR BIN MOHD ZULKI INFORMATION SYSTEM  Annual Leave 1Days AHMAD NIZAM ... TOMMY KOAY
Staff D: 1001 Costeenter: 20020400 Type: Full Day

MOHD ZULKI! INFORMATION SYSTEM  Annual Leave 3 Days AHMAD NIZAM ... TOMMY KOAY
Costeenter: 20020400 Type: Full Day 5 EP-19
ENDORSED APPROVED
P —— == ==
MUHAMM F AZFAR BIN MOHD ZULKIFAR  INFORMATION SYSTEM  Annual Leave AHMAD NIZAM ... TOMMY KOAY
Staff ID: 1001 Costcenter: 20020400 Type: 1/2 Day Morning
MUHAM F AZFAR BIN MOHD ZULKI INFORMATION SYSTEM ~ Annual Leave 2 Days AHMAD NIZAM ... TOMMY KOAY

Staff ID: 1001 Costeenter: 20020 Type: Full Day
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7. EXCEL FILE NAME-> Insert File Name and click Export.

Excel File Name

| File Name E-leave Testing

8. FILE EXPORT-> Report will be download and automatically save on Desktop/download folder.

Leave E-leave Testing (1) - Excel Vol
File  Hom Inser Page Form Data Revie View Help P search

B A = % [EH Conditional Formatting ~
[ Format as Table v
[& Cell Styles ~
Styles

Clipboard | Font | Alignment | Number

fe || Leave D

B c D E F
Leave ID .lﬁequestmstaﬂ ID  Departme Costcente Leave Typ Leave Det
72 MUHAMM 1001 INFORMA 20020400 Annual Le Full Day
77 MUHAMM 1001 INFORMA' 20020400 Annual Le Full Day
68 MUHAMM 1001 INFORMA 20020400 Annual Le Full Day
73 MUHAMM 1001 INFORMA' 20020400 Annual Le 1/2 Day M
71 MUHAMM 1001 INFORMA 20020400 Annual Le Full Day
75 MUHAMM 1001 INFORMA' 20020400 Annual Le Full Day

Eleave Report
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Show all

1 s



