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Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Chapter 14 Employee Self -Service Portal (ESS)

Task 14.1
Enable E-Leave & E-Claim

Enable Both E-Leave & E-Claim for Cindy Louder & Apapon Boleh
(Payroll > Employee > Employee Maintenance > Edit)

Dashboard

My Calendar
Employee ECO01/1505 Tom Kurus S5M Mana... SSM - Sale... HQ - HQ O... 01/05/2015 D
E002/1510 Cindy Lou... Purchasin... PUR - Purc... JH - Johor ... 01/10/2015 D D i
Payroll
Management EC03/1606 Apapon B... HRA Mana... HRA - Hum... HQ-HQ O... 01/06/2016 D D Fal |
EC04/1707 Alyen Man OP Executi... ORD - Ord... HQ-HQ O... 01/07/2017 D D ran |
Government
Report N
E005/1710 Woo Verin Marketing ... SSM - Sale... JH - Johor ... 01/10/2017 D D rFam |
EC0G/1904 Sweet Jingl... Sales Exec. S5M - sale... HQ - HQ O... 01/04/2019 D D P |
Management
Report
Count: 6

Employee Report
20 50 Page: +
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Enable Both E-Leave & E-Claim for Cindy Louder & Apapon Boleh
(Payroll > Employee > Employee Maintenance > Edit)

Dashboard

Cindy Louder

My Calendar
Employee Employee Code *
E002/1510
Payroll Employee Full Name *
Management
Cindy Louder
Government Is Active
[T
Management
Report
Personal Profile Spouse Information Employment Detail
Employee Report

Personal Information

Identity Card/Passport *

Statutory Requirement

N

able Person

N

N\

Has E-Leave

Has E-Claim

Addition & Deduction Other Information Bank Accounts Change User
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Enable Both E-Leave & E-Claim for Cindy Louder & Apapon Boleh
(Payroll > Employee > Employee Maintenance > Edit)

Dashboard

My Calendar

Employee

Payroll

Management

Government
Report

Management
Report

Employee Report

Apapon Buleh N

Employee Code *
E003/16086 D Is Foreigner D Is Disable Person

Employee Full Name *

Apapeon Buleh \ \

Is Active Has E-Leave Has E-Claim

Statutory Requirement  Addition & Deduction  Other Information Bank Accounts Change User

Personal Profile Spouse Information Employment Detail

Personal Information

Identity Card/Passport *
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Check User Authorization for APAPON BOLEH
(Payroll > Employee > Employee Maintenance > Edit)

R N — =] ? APAPON BOLEH v
e EEE 22 @

N S N

acpayrolli@gmail.com CINDY LOUDER F 4

acpayroll3@gmail.com APAPON BOLEH

mnazzel@gmail.com MNAFZELT ’
Company Profile

Count: 3

General Maintenance

{%} User Setting n 20 50 Page:

Access Group

Approval Setting

E User Authorization

Invite Users
=+

Options o
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Check User Authorization for APAPON BOLEH
(Payroll > Employee > Employee Maintenance > Edit)

autocount’ — .
Cloudm = _ 2 & 7 (@ apaponsoLen

Link to Employee Apapon Buleh

Access Rights Authorized Employee Groups

Company Profile

General Maintenance ¥ This Setup allow user to view and process the employees’ group payroll.

{§} User Setting /

Access Group Employee Group

Approval Setting Managerial

@ User Authorization STANDARD

Invite Users W Create FiltoN

Options
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Both E-Leave & E-Claim for Cindy Louder & Apapon Boleh has been enable
(Payroll > Employee > Employee Maintenance > Edit)

Dashboard

My Calendar
Employee EQ01/1505 Tom Kurus 550 Mana... SSM - Sale... HQ-HQO... 01/05/2015 D a8 |
EQ02/1510 Cindy Lou... Purchasin... PUR - Pure... JH - Johor ... 01/10/2015 Fal |
Payroll
Maragement E003/1606 Apapon B... HRA Mana... HRA - Hum... HQ-HQO... 01/06/2016 ran |
EQ04/1707 Alyen Man 0P Executi... ORD - Ord... HQ-HGO... 01/07/2017 D D Fal |
Government
Report
EQ05/1710 Woo Verin Marketing ... S5M - Sale... JH - Johor ... 01/10/2017 D D Fan |
E006/1504 Sweet Jing]... Sales Exec... SSM - Sale... HQ -HGQ O... 01/04/2019 D D Fal |
Management
Report
Count: 6

Employee Report
20 50 Page: -
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Task 14.2
Login as Payroll/Employee User

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

For this to be working properly, you’re require to open 2 different browser at the same time
Due to enhanced security features only 1 email allow to login into 1 browser
ESS page for APAPON BOLEH

autocount = =& ? APAPON BOLEH v
Soaayro N s 0 @
Employee Self Service Dashboard

Dashboard ~— 0 T 0 J 0 O 0
E On Leave Today E On Leave Tomorrow - My Pending Ay Requested My
Calendar —_— .
= 9 VIEW DETAILS © 9 VIEW DETAILS © Requests Approval
VIEW DETAILS © VIEW DETAILS ©
PROFILE MY CLAIM
Total
Apapon Buleh
730303030303 RM0.00
HRA Manager
Draft: RM0.00
Applied: RMO0.00 ==

Rejected: RMO.00

PAY SLIP Approved: RM0.00 o
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For this to be working properly, you're require to open 2 different browser at the same time

Due to enhanced security features only 1 email allow to login into 1 browser

ESS page for CINDY LOUDER

avtocount’ /_\\'P
cloudpayrol

—h 0
Employee Self Service E QOn Leave Today
9 WIEW DETAILS ©

My Calendar

Submit Claim

PROFILE

Apply Leave

Cindy Louder

880808080808
Purchasing Executive

PAY SLIP

0

On Leave Tomorrow

VIEW DETAILS @

B & ? . CINDY LOUDER ~

J 0 O 0
- My Pending A Requested My
—_— Requests - Approval
VIEW DETAILS © VIEW DETAILS ©

MY CLAIM

Total

RM0.00

Draft: RMO.00

Applied: RMO0.00
Rejected: RMO0.00 +
Approved: RM0.00 _—
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Task 14.3
Change Password of ESS (Employee User)

view setting how to change both password & email
(Employee’s name > Profile)

autocaunt = B4 ? CINDY LOUDER ~
cloudpayrol e .

. Profil
Employee Self Service I -
FAQ

0 0 J 0 Release Notes
Employee Self Service E Qn Leave Today E On Leave Tomarrow - My Pending
Q Q _ Requests lepitn
VIEW DETAILS © VIEW DETAILS ©
Ly GlriEr VIEW DETAILS © VIEW DETAILS ©
Submit Claim
PROFILE MY CLAIM
Apply Leave . Total
Cindy Louder
880808080808 RM0.00
Purchasing Executive
Draft: RM0.00
Applied: RM0.00
Rejected: RM0.00 =

Approved: RM0.00 _—

PAY SLIP

- an
https://payroll.autocountsoft.com/Home/Profile
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view setting how to change both password & email
(Employee’s name > Profile)

Eji‘gcdam ? SignOut
CINDY LOUDER.

n s
L s
Change Picture = acpayrolll@gmail.com# l

tication

Change Your Password

Current Password

TwC D T T Tlonal feature to increase the security of
your account. When enabled, login requires a code in addition to your

New Password
password. this code is generated by a separate Authenticator application.

Add Authenticator Application

Confirm Password

| suomic| o
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Task 14.4
Add Leave Request (Employee User)

Create Replacement request Leave for Cindy Louder
4 Method how to create Leave Request
(Cindy Louder > ESS portal)

autecount” m

cloudpayroll

CHAPTER 14 -

= & 7 . CINDY LOUDER v

Employee Self Service

0 —h 0 J 0 O 0

Employee SelfSem‘cy On Leave Today E On Leave Tomorrow _— My Pending A Requested My
9 VIEW DETAILS © 9 VIEW DETAILS © Requests Approval

VIEW DETAILS © VIEW DETAILS ©

My Calendar

Submit Claim

PROFILE

e

Tratal

Apply Leave

Cindy Louder

880308080808

Purchasing Executive

Draft: RM0.00
Applied: RMO0.00
Rejected: RMO0.00

= :: 'H O PAY SLIP Approved: RM0.00
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Create Replacement request Leave for Cindy Louder
(Cindy Louder > ESS portal)

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

ADD LEAVE REQUEST X
Employee * Cindy Louder
Leave Type * RL - Replacement Leave -
BF Entitled Credited Expired Taken Available
0.0d 1.0d 0.0d 0.0d 1.0d
Full Day Leave ‘ Half Day Leave
(4] November 2019 L+ ]
Su Mo Tu We Th Fr Sa
Reason *
: o < 4 Vacation
10 1 12 13 14
17 18 19 20 21
- - Attachment | Drop your files here
2 7

24 November 2019 25 NMovember 2019
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Create Replacement request Leave for Cindy Louder
RL Day applied only available 1, but apply 2, system generate Error Message
(Cindy Louder > ESS portal)

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Full Day Leave ‘ Half Day Leave

November 2019

24 November 2019 25 November 2019

Reason *

Vacation

Attachment | Drop your files

Selected Dates are more than your available leaves
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Create Replacement request Leave for Cindy Louder
RL Day applied only available 1, but apply 2, system generate Error Message
(Cindy Louder > ESS portal)

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

ADD LEAVE REQUEST

Employee * Cindy Louder
Leave Type * RL - Replacement Leave -
BF Entitled Credited Expired Taken Available
0.0d 1.0d 0.0d 0.0d 1.0d
-
Full Day Leave ‘ Half Day L#ave
0 November 2019 0
Su Mo Tu We Th Fr Sa
z) 4 5 7
10 " 12 13 14
17 15 19 20 21
-

| 24 November 2019 25 November 2018 |
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Create Replacement request Leave for Cindy Louder

RL Day applied only available 1, but apply 2, system generate Error Message
Change RLeave to apply 1

(Cindy Louder > ESS portal)

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

ADD LEAVE REQUEST

Employee * Cindy Louder
Leave Type * RL - Replacement Leave -
BF Entitled Credited Expired Taken Available
0.0d 1.0d 0.0d 0.0d 1.0d
Full Day Leave ‘ Half Day Leave
0 November 2019 0
Su Mo Tu We Th Fr Sa
3 4 5 7 Reason *
10 1 12 13 14 VACATION
17 128 19 20 ral
25 26 27 28
Attachment | Drop your files here

24 November 2019
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Create Replacement request Leave for Cindy Louder
Payroll Process from previous chapter, require to delete Payroll Process before able to proceed
(Cindy Louder > ESS portal)

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Full Day Leave ‘ Half Day Leave

November 2019

24 November 2019

Reason *

VACATION

Attachment | Drop your files here

Payroll Process is created
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Create Replacement request Leave for Cindy Louder
Payroll Process for November from previous chapter, require to delete Payroll Process before able to proceed

Open Payroll Portal for APAPON BOLEH, delete Payroll Process for Current Month
(Apapon Boleh > ESS portal)

avtocount = B A ? APAPON BOLEH +
Souapayrol _ I

Bashiboard Latest Period: November 2019

My Calendar

Month End / Second Half

Employee
i EMPLOYEE COUNT - 1

LEAVE CUT OFF DATE :30/11/2019

EI; Payroll Management

Adhoc Payroll ltems D Is Committed
‘_,""

Process Payroll

CP Receipt

Drag a column header here to group by that column

o m—ﬂ
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Create Replacement request Leave for Cindy Louder

Delete Payroll Process for Current Month
(Apapon Boleh > ESS portal)

autocount” = (] ? APAPOM BOLEH +

+

@J‘ Process Payrull New Payroll Process

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Deshbosrd Latest Period: November 2019

My Calendar

REMOVE PAYROLL PROCESS

Employee

Payroll Management
No

Adhoc Payroll ltems

Time Attendance

A\ Are you sure you want to delete payroll process November 201W‘| End / Second Half? Once delete this, it won't be recovered

Process Payroll

CP Receipt

Drag a column header here to group by that column

o m—lb
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Create Replacement request Leave for Cindy Louder
(Cindy Louder > ESS portal)

ADD LEAVE REQUEST X
Employee * Cindy Louder
Leave Type * RL - Replacement Leave -
BF Entitled Credited Expired Taken Available
0.0d 1.0d 0.0d 0.0d 1.0d
Full Day Leave ‘ Half Day Leave
(] November 2019 (]
Su Mo Tu We Th Fr Sa
al 4 th 7
10 1 12 13 14
17 18 19 20 21
s 7 o

24 November 2019

Reason *

‘ VACATION

Attachment

Drop your files here




avtocount
cloud /\rxolp

pay

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Create Replacement request Leave for Cindy Louder
Pending Request appear at ESS portal
(Cindy Louder > ESS portal)

autocount” /_\xp
cloudpayrol

) 0

Employee Self Service % On Leave Today

VIEW DETAILS ©

My Calendar

Submit Claim

PROFILE

Apply Leave

Cindy Louder

880808080808
Purchasing Executive

PAY SLIP

0

On Leave Tomorrow

VIEW DETAILS ©

J 1
= My Pending
-_— Requests
VIEW DETAILS ©

MY CLAIM

B & ? . CINDY LOUDER ~

@, 0
Requested My

il
- Approval

VIEW DETAILS ©

Total

RMO0.00

Draft: RM0.00
Applied: RMO0.00
Rejected: RM0.00
Approved: RM0.00

P
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Create Annual Leave request for Cindy Louder
(Cindy Louder > ESS portal)

ADD LEAVE REQUEST

Employee * Cindy Louder
Leave Type * AL - Annual Leave -
BF Entitled Credited Expired Taken Available
2.0d 12.0d 2.0d 5.0d 11.0d
Full Day Leave ‘ Half Day Leave
0 November 2019 0
Su Mo Tu We Th Fr Sa
Reason *
3 4 5 7 VACATION
10 (] 12 13 14
17 18 19 20 21 n . e :
Attachment | Drop your files here

25 November 2019 |
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Create Medical Leave request for Cindy Louder
(Cindy Louder > ESS portal)

ADD LEAVE REQUEST

Employee * Cindy Louder
Leave Type * MC - Medical Leave -
BF Entitled Credited Expired Taken Available
0.0d 18.0d 0.0d 2.0d 16.0d
Full Day Leave ‘ Half Day Leave
L+ ] November 2019 0
Su Mo Tu We Th Fr Sa
3 4 5 7
10 1" 12 13 14
17 18 19 20 21

Reason *

FLU

26 November 2019 |

Create Medical Leave request for Cindy Louder
(Cindy Louder > ESS portal)

Attachment

Drop your files here
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Create Annual Leave request for Cindy Louder
(Cindy Louder > ESS portal)

ADD LEAVE REQUEST

Employee * Cindy Louder
Leave Type * AL - Annual Leave -
BF Entitled Credited Expired Taken Available
2.0d 12.0d 2.0d 5.0d 11.0d
Full Day Leave ‘ Half Day Leave
[ November 2019 [+
Su Mo Tu We Th Fr Sa
3 4 5 7 Reason *
10 1" 12 13 14 BANKING MATTER
17 18 19 20 21
28 Attachment | Drop your files here

27 November 2019 |
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Create Leave Request for Cindy Louder

Refresh ESS Page to show MY Pending Request for Cindy Louder
(Cindy Louder > ESS portal)

auvtocount” '//_\\_P
cloudpayrol

Employee Self Service

My Calendar

Submit Claim

Apply Leave

Employee Self Service

'] 0
E On Leave Today
9 VIEW DETAILS ©

PROFILE

Cindy Louder

880808080808

Purchasing Executive

PAY SLIP

—h 0
E On Leave Tomorrow
9 VIEW DETAILS ©

J 4
- My Pending
-_— Requests
VIEW DETAILS ©

MY CLAIM

= & ? .CIND\"LOUDERV

O 0

Requested My

AR
. Approval

VIEW DETAILS ©

Total

RMO0.00

Draft: RM0.00
Applied: RMO0.00
Rejected: RM0.00
Approved: RM0.00

+
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Edit Replacement Leave Request for Cindy Louder
Change Vacation to Personal Matter
(Cindy Louder > ESS portal)

avtocount '/—\-\—j

cloudpayroll

B & ? .CIND\"LOUDERv

My Calendar

B 21/11/2019 BANKING MAT.., AL - Annual Le..,

21/11/2019 FLU 1d MC - Medical L... MNew

2171172019 VACATION 1d AL - Annual Le... Mew F 4

Submit Claim

21/11/2019 VACATION 1d RL - Replacem... New i

06/11/2019 Absent withou... 1d UL - Unpaid Le... Approved X
E@ Apply Leave 06/11/2019 Compulsery le... 2d  AL-Annual Le.. Approved X

03/11/2019 Personal Matter 0.5d  AL-Annual Le.. Approved X

05/11/2019 Personal Matter 1d  AL-Annual Le... Approved X

05/11/2019 Fever 1d  MC- Medical L... Approved X

23/02/2019 1d  AL-Annual Le... Approved X

Sum: 11 +,
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Task 14.5
Edit Leave Request (Employee User)

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Edit Replacement Leave Request for Cindy Louder
Change Vacation to Personal Matter
(Cindy Louder > ESS portal)

Full Day Leave ‘ Half Day Leave
o November 2019 [+ ]
Su Mo Tu We Th Fr Sa
3 4 5 7
10 | 12 13 14
17 13 19 20 21
2

24 November 2019

*
‘ PERSONAL MATTER)

Attachment | Dropyour files here
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Task 14.6
Remove Leave Request (Employee User)

Delete Annual Leave Request - Banking Matter
(Cindy Louder > ESS portal)

avtocount /f_\\'j

cloudpayrolf

= . CINDY LOUDER v

Employee Self Service

My Calendar B 21/11/2019 BANKING MAT... AL- Annual Le...
21/11/2019 FLU 1d MC - Medical L... Mew 4 -
21/11/2019 VACATION 1d AL - Annual Le... MNew |}
Submit Claim
21/11/2019 PERSOMNAL MA... 1d RL - Replacem... New | §
06/11/2019 Absent withou... 1d  UL-Unpaid Le..  Approved X
E@ Apply Leave 06/11/2019 Compulsory le... 2d  AL-Annual Le.. Approved X
05/11/2019 Personal Matter 0.5d  AL-Annual Le... Approved X
05/11/2019 Personal Matter 1d  AL- Annual Le... Approved X
05/11/2019 Fever 1d  MC- Medical L. Approved X
25/02/2019 1d  AL-Annual Le... Approved X

Sum: 11

==
n 20 50 Page: 2o
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Delete Annual Leave Request - Banking Matter
(Cindy Louder > ESS portal)

autocaunt” /A\j

cloudpayroll

= & ? . CINDY LOUDER v

Employee Self Service

My Calendar
REMOVE LEAVE REQUEST )

[ P |
[ A . - - . ' |

SR EE T 1 Are you sure you want to delete Leave Request: 'BANKING MATTER'? Once delete this, it won't be recovered
[ P |
[ b
1 Yes No L

[:E') Apply Leave [ X
05/11/2019 Personal Matter 0.5d  AL- Annual Le... Approved X
05/11/2019 Personal Matter 1d  AL- Annual Le... Approved X
05/11/2019 Fever 1d MC - Medical L... Approved X
25/02/2019 1d  AL- Annual Le... Approved X
Sum: 11

O+

n 20 50 Page: 2
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(Cindy Louder > ESS portal)

R N = = ? CINDY LOUDER v
cloudpayrol » .

Employee Self Service E On Leave Today E On Leave Tomorrow My Pending Ay Requested My
9 9 VIEW DETAILS © Requests ‘ Approval

VIEW DETAILS ©

II'C

VIEW DETAILS © VIEW DETAILS ©

My Calendar

Submit Claim
PROFILE MY CLAIM
Apply Leave Total
i Cindy Louder o
880808080808 RM0.00
Purchasing Executive
Draft: RM0.00

Applied: RM0.00
Rejected: RMO0.00
Approved: RM0.00

PAY SLIP

s
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Task 14.7
Process Leave Application (Payroll User)

Process Leave Request from Cindy Louder
Leave request can be check in 3 method
(Apapon Boleh > ESS portal)

autocount — =& T APAPON BOLEH ~
cloudpayrol | K3

CHAPTER 14 - . 55} Cindy Louder has applied for 1 day(s)
Employee Self Service

55} Cindy Louder has applied for 1 day(s)

Dashboard s 0 ' —— 0 5] Cindy Louder has applied for 1 day(s) 3
E On Leave Today E On Leave Tomorrow Requested My
My Calendar 9 Q Approval

VIEW DETAILS @ VIEW DETAILS ©
VIEW DETAILS ©

PROFILE
Total

Apapon Buleh

730303030303 RMO0.00

HRA Manager
Draft: RM0.00
Applied: RMO0.0D ==
Rejected: RMO.00 =

PAY SLIP Approved: RM0.00 o

= b3e n O -
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Process Leave Request from Cindy Louder
Leave request can be check in 3 method
(Apapon Boleh > ESS portal)

autocount” — .
cloudpayrol = E: & ? . APAPON BOLEH

Employee Self Service Dashboard

0 3

‘IEO

|1'C

Dashboard —— 0 0
E On Leave Today E On Leave Tomorrow My Pending Requested My

Calendar
= Q 9 VIEW DETAILS @ Requests Approval

VIEW DETAILS ©

VIEW DETAILS © VIEW DETAILS ©

N

PROFILE MY CLAIM
Total
Apapon Buleh
730303030303 RMO0.00
HRA Manager
Draft: RM0.00
Applied: RM0.00 ==

Rejected: RM0.00 e
PAY SLIP Approved: RM0.00 o
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Process Leave Request from Cindy Louder
Leave request can be check in 3 method
(Apapon Boleh > Login Email)

= M Gmail Q, search mail - ® m o

< 8 0 § = © e » 1ofs < > m- B @
I— Compose
auvtocount \\'\ P
J/ .,
O inbox 5 cloudpayroll
W  Starred o
© snoozed Leave application for Cindy Louder
= Sent
B Drafts Hi APAPON BOLEH,
v More Leave application for Cindy Louder need your approval.
® spapon -
‘Ap ° * Leave Type Applied Total Day ~ Applied Total Hour Balance Leave
RL - Replacement Leave 1.0 1.0
Leave Date :
24 November 2019 Full Day
Reason :
No recent chats PERSONAL MATTER

Start a new one

. ppro"Ed m

|
o
Vs
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Process Leave Request from Cindy Louder
Check Details & Approve Replacement Leave — Personal Matter

(Apapon Boleh > ESS portal)

Requested My Approval

21 November 2019

Cindy Louder Leave PERSONAL MATTER
Cindy Louder Leave VACATION 21 Movember 2019

Approve
Cindy Louder Leave FLU 21 Movember 2019

Approve
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cloudpay

Process Leave Request from Cindy Louder
Check Details & Approve Replacement Leave — Personal Matter

(Apapon Boleh > ESS portal)

Leave Request X
Leave Type
Replacement Leave
Employee
Cindy Louder
BF Entitled Credited Expired Taken Available
0.0d 1.0d 0.0d 0.0d 0.0d 1.0d
-
241172019 Full Day
Reason

PERSOMAL MATTER

_Bemarke * /

Your RL on 24/11 approved
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Process Leave Request from Cindy Louder
Check Details & Reject Annual Leave - Vacation

(Apapon Boleh > ESS portal)

Requested My Approval

Emphyee REqueStEd lequeﬂEd Bste ! _
Cindy Louder Leave VACATION 21 November 2019 -m
Approve
Approve

Cindy Louder

-+
Request Approved »
n 20 50 Page: a
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cloudpay

Process Leave Request from Cindy Louder
Check Details & Reject Annual Leave - Vacation

(Apapon Boleh > ESS portal)

Leave Request

Leave Type
Annuzl Leave
Employee

Cindy Louder

BF Entitled Credited Expired Taken Available

2.0d 12.0d 2.0d 0.0d 5.0d 11.0d

25/11/2018 Full Day

Reason

VACATION /

v

Remarks *

Your AL on 25/11/19 rejected

oo | e
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Process Leave Request from Cindy Louder
Check Details & Approve Medical Leave - FLU

(Apapon Boleh > ESS portal)

Requested My Approval
I T

Cindy Louder Leave 21 November 2019 F -m
Approve
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Process Leave Request from Cindy Louder
Check Details & Approve Medical Leave - FLU
(Apapon Boleh > ESS portal)

Leave Request

Leave Type
Medical Leave
Employee

Cindy Louder

BF Entitled Credited Expired Taken Available

0.0d 18.0d 0.0d 0.0d 2.0d 16.0d

2601172019 Full Day

Reason

FLU

/
v

_Remarks *

Your MC on 26/11/19 approved

=3




autocount’ m

C| OUd pqer" Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Task 14.8
Leave Approval History (Payroll User)

Check Apapon Boleh Access Right — Leave Transaction
(Tools > User Setting > User Authorization)

avtocount’ /\xj

cloudpayroll

(= . APAPON BOLEH v

Link to Employee Apapon Buleh d -

Access Rights Authorized Employee Groups

Company Profile

General Maintenance Access HR o -~
Group
{é_.!' User Setting
Title Delete
Access Group
B Dashboard
Approval Setting
employee Self Service
@ User Authorization
My Calendar "
Invite Users y
v ==
Options Payroll
Reports < ) )
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Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Check Apapon Boleh Access Right — v to enable Leave Transaction
(Tools > User Setting > User Authorization)

avtecount’ /f\\_}

cloudpayroll

HE & ? . APAPON BOLEH v

| Human xKesource ]
My Claim
My Leava
B Leave Management
Company Profile Leave Entry
General Maintenance Leave Credit
4\--.3.:'-.5 User Setting Leave Transaction
Access Group Leave Balance
Approval Setting
Claim Management |:|
@ User Authorization
Loan
Invite Users +
Tools

Options

¥ Create Filter o
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Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Apapon Boleh check Leave Transaction history
(Human Resource > My Leave > Leave Approval History)

avtocount’

cloudpayrol

[]
Jo)

HE & ? . APAPON BOLEH v

Employee - Leave - Year m
Type
My Claim
My Leave
Employee - - Leave T... Source Cancell...
L
() Leave Management E002/15..  21/11/20.. FLU 1d  MC- Me... x
Leave Entry
EQ02/15... 21/11/20... VACATION 1d AL - Ann... Rejected
Leave Credit
EQ02/15... 21/11/20... PERSON... 1d RL - Repl... o x
@ Leave Transaction
o E002/15..  06/11/20..  Absent ... 1d  UL-Unp... 7
EQ03/16... 06/11/20... Compuls... 2d AL - Ann... = r 4
s
E004/17... 06/11/20...  Compuls... 2d  AL-ANN.. F 4 o

n EQ0&/19... 06/11/20... Compuls... 2d AL - Ann... = F 4 v
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Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Task 14.9
Leave Status and Leave Balance (Employee User)

Check Cindy Louder Leave Application by email
(Cindy Louder > Email)

= M Gmail Q, Sesarch mail - @ s e

« B 0§ & 0 B B 1of17 ¢ > & m
I— Compose
Leave Submission Response Inbex x B B
] Inbox 9
%  Starred AutoCount Payroll 236 PM (18 minutes ago) ¥y ®
© Snoozed Leave Submission Response Hi CINDY LOUDER, Your leave application request on 21/11/2019 has been approved. Approver Remark : Your RL on 24/11 approved Thanks. T
> Sent
. Draft AutoCount Payroll 2:39 PM (15 minutes ago) Yy
rars Hi CINDY LOUDER, Your leave application request on 21/11/2019 has been rejected. Approver Remark : Your AL on 25/11/19 rejected +
~  More
.- Cindy ~ + AutoCount Payroll <payroll@autocountsoft. coms 241 PM (12 minutes ago) Ty 4
tome -
autocount

cloudpayroll

Mo recent chats o
Start a new one Leave Submission Response

Hi CINDY LOUDER,

be
2]

<, Your leave application request on 21/11/2019 has been approved.
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Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Check Cindy Louder Leave Application by email
(Cindy Louder > Email)

= M Gmalil Q  search mai . ® m o

L}
o
-]
4]
8
Q
&
=

< 8 o
I— Compose

Inbox 9
Starred auvtocount o

Snoozed ClOUd F’GYI'OII'fI

Sent
Drafts Leave Submission Response +

PVexQO

v More

® oo Hi CINDY LOUDER,
I -
- O +

Your leave application request on 21/11/2019 has been approved.

Approver Remark : Your MC on 26/11/19 approved

Thanks.

Mo recent chats The AutoCount Cloud Payroll Team

Start a new one

L 9 . Reply ® Forward
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Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Cindy Louder Leave Application in ESS Portal
Check Notification Icon
(Cindy Louder > ESS Portal)

auvtecount "
: = = &z . CINDY LOUDER v
cloudpayrol
CHAPTER 14 - Leave: VACATION on 25/11/2019 has

been rejected

Employee Self Service

+ Leave: PERSONAL MATTER on
0 (] 0 24/11/2019 has been approved 0

Employee Self Service % On Leave Today EQ On Leave Tomorrow

VIEW DETAILS © VIEW DETAILS & " Leave: FLU on 26/11/2019 has been
approved

Requested My
Approval

My Calendar VIEW DETAILS ©

Submit Claim

PROFILE
Apply Leave . Total

Cindy Louder

880808080808 RMO0.00

Purchasing Executive
Draft: RM0.00
Applied: RM0.00
Rejected: RMO.00 =

PAY SLIP Approved: RM0.00

C3 3o n O -
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Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Cindy Louder Leave Application in ESS Portal
Check Apply Leave Listing
(ESS Portal > My Leave > Apply Leaves)

autocount '//—\‘—\_P
cloudpayrol

Employee Self Service

Q

Apply Date 4 Apply Reason Leave Type
My Calendar 21/11/2019 FLU 1d  MC-Meadical L..  Approved
21/11/2019 VACATION 1d AL - Annual Le... Rejected
21/M11/2019 PERSOMNAL MA... 1d  RL- Replacem... Approved
Submit Claim
06/114/2019 Absent withou... 1d UL - Unpaid Le... Approved
06/11/2019 Compulsory le... 2d  AL-Annual Le... Approved
Apply Leave 05/11/2019 Personal Matter 0.5d  AL- Annual Le... Approved
05/11/2019 Personal Matter 1d  AL-Annual Le... Approved
05/11/2019 Fever 1d MC - Medical L... Approved
25/02/2019 1d  AL-Annual Le... Approved
20/02/2019 PERSOMNAL 0.5d  AL-Annual Le.. Approved
Sum: 10

E &3 ? .CINDYLOUDERV

X X X X | X | X|X X
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Cindy Louder Leave Application in ESS Portal

Check ESS Leave balance
(General > Employee Self-Service > Leaves)

avtocount’ //—\-\'P
cloudpayrol

——H 0
Employee Self Service E On Leave Today
9 VIEW DETAILS &

My Calendar

Submit Claim

PROFILE

Apply Leave

Cindy Louder

880808080808
Purchasing Executive

PAY SLIP

0

On Leave Tomorrow

VIEW DETAILS ©

J 0
- My Pending
-_— Requests

VIEW DETAILS ©
MY CLAIM

M &z 7 . CINDY LOUDER v

O 0
Requested My
- Approval

VIEW DETAILS ©

Total

RM0.00

Draft: RMO.00
Applied: RM0.00
Rejected: RMO0.00
Approved: RM0.00

&
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Cindy Louder Leave Application in ESS Portal
Check ESS Leave balance
(General > Employee Self-Service > Leaves)

avtocount’ //—\-\'P
cloudpayrol

M &z 7 . CINDY LOUDER v

Employee Self Service
My Calendar LEAVES
Submit Claim
UL - Unpaid Le... 0.0d 365.0d 0.0d 0.0d 0.0d 1.0d 364.0d
AL - Annual Le... 2.0d 12.0d 2.0d 2.0d 0.0d 5.0d 11.0d
Apply Leave ML - Maternity... 0.0d 60.0d 0.0d 0.0¢ 0.0d 0.0d 60.0d
MC - Medical L... 0.0d 18.0d 0.0d 0.0¢ 0.0d 3.0d 15.0d
RL - Replacem... 0.0d 1.0d 0.0d 0.0¢ 0.0d 1.0d 0.0d
ANNOUNCEMENTS i
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Task 14.10
Unpaid Leave (Employee/Payroll User)

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Cindy Louder apply Unpaid Leave - Emergency
(General > Employee Self-Service > (Profile) Leave)

autocount /—\ﬂ"p
cloudpayrol

|
[
»
w
=)
[a]
=
(=]
=<
—
e
[=
(=)
m
o
<

Employee Self Service E On Leave Today E On Leave Tomorrow My Pending I A Requested My
Q VIEW DETAILS © Q VIEW DETAILS © Requests Approval
My Calendar VIEW DETAILS © VIEW DETAILS ©

|I'C

Submit Claim

PROFILE MY CLAIM

Total

Apply Leave

Cindy Louder

880808080808 RMO0.00
Purchasing Executive

Draft: RM0.00
Applied: RM0.00
Rejected: RM0.00

PAY SLIP Approved: RM0.00

s
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Cindy Louder apply Unpaid Leave - Emergency
(Cindy Louder ESS > General > Employee Self-Service > (Profile) Leave)

ADD LEAVE REQUEST

Employee * Cindy Louder
Leave Type * UL - Unpaid Leave -
BF Entitled Credited Expired Taken Available
0.0d 365.0d 0.0d 1.0d 364.0d
Full Day Leave ‘ Half Day Leave
0 November 2019 0
Su Mo Tu We Th Fr Sa
3 4 5 7 Reason *
10 " 12 13 14
Emergency
17 12 19 20 21
2 =
/ Attachment :IrCIlj your fleshere

28 November 2019
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Apapon Boleh process Cindy Louder Unpaid Leave application- Emergency
(Apapon Boleh ESS > General > Dashboard > Requested My Approval)

autocount” — .
cloudpayrol = M1 & ? . APAPON BOLEH

CHAPTER 14 - ) 55} Cindy Louder has applied for 1 day(s)
Employee Self Service

Dashboard i 0 M 0 1
E On Leave Today E On Leave Tomorrow Requested My

Calendar
. 9 VIEW DETAILS © 9 VIEW DETAILS © Approval

VIEW DETAILS ©

PROFILE
Total

Apapon Buleh

730303030303 RMQ.00

HRA Manager
Draft: RM0.00
Applied: RM0.00 ==
Rejected: RMO.00 e

PAY SLIP Approved: RM0.00 o

= 34 g O]
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Apapon Boleh process Cindy Louder Unpaid Leave application- Emergency
(Apapon Boleh ESS > General > Dashboard > Requested My Approval)

Leave Request X

Leave Type
Unpaid Leave
Employee

Cindy Louder

BF Entitled Credited Expired Taken Available
0.0d 365.0d 0.0d 0.0d 1.0d 364.0d
28/M11/2019 Full Day
Reason
Emergency

Remarks *

Your UPL on 28/11/1 9|approved

=3
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cloudpayr

Process New Payroll Process for current month
(Payroll > Payroll Management > Process Payroll > New Payroll Process)

autocount = = APAPON BOLEH v
Sosbavon R I3

Dashboard Latest Period: April 2019

My Calendar

Month End / Second Half Month End / Second Half

Employee
EMPLOYEE COUNT : 1 EMPLOYEE COUNT - 1

@ Payroll Management LEAVE CUT OFF DATE :30/04/2019 LEAVE CUT OFF DATE :30/04/2019

Adhoc Payroll ltems Is Committed [] 1s committed

Process Payroll

CP Receipt

Drag a column header here to group by that column
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Process New Payroll Process for current month
(Payroll > Payroll Management > Process Payroll > New Payroll Process)

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

New Payroll Process

Payroll Type = Month End / Second ...

Description

Payroll Period

Month * Movember - Year® 2019 -
Leave Cut Off Dates La=t Day -

+
Filter

[[] B DerAULT - Defsult Deparsment
¥ [] B HRA-Human Resource & Admin
~ [l B ore-operation
¥ (] B ORD- Order Processing
- B PuR - Purchasing

& cCindy Louder

3 |_| % ZEZM - Sales Service & Marketing
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Process New Payroll Process for current month
(Payroll > Payroll Management > Process Payroll > New Payroll Process)

New Payroll Process

Payroll Type * ‘ Month End / Second ... -

Y| |

Description

Payroll Period

Month = ‘ November - Year* 2019

tesvec  COMMIT PAYROLL PROCESS

Filter A There Are some uncommited processed payrgfls. Do you want to commit those processed payrolls?

Qs Yes No :|

[
» [] B HRA-Human Resource & Admin
~ [l B ort-operation
» [ B oRD -Order Processing
- B PUR-Purchasing
& Cindy Louder

» [] B ssM - sates Service & Marketing

Process Discard
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Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Process New Payroll Process for current month
Observe the amount being deducted for Unpaid Leave
(Payroll > Payroll Management > Process Payroll > New Payroll Process)

autecount —
ssiepayor = R

= Cindy Louder

H & ? . APAPON BOLEH v

View By :E =

PCE Calculation Detail H LHDM Calculator

ave & Recalculate All

My Calendar Basic Salary: 3,600.00
Allowance: 0.00
OverTime: 0.00
Employee
Coemmission: 0.00
EI:! Payroll Management
Bonus: 0.00
Adhoc Payroll temns
Director Fee: D Is Fix 0.00
Time Attendance
o Paid Leave: 0.00
(.@J Process Payroll
Claim: 0.00
CP Receipt
Payment Of Arrears: 0.00

Step By Step Answer Guide - Chapter 14 Employee Self-
@ | Senvice Portal (£SS) .docx - Word

Deduction:

Advance: 0.00
EPF: 368.00
SOCs0: 16,75
ElS: 6.70
PCE Tax: 0.00
CP 38 Tax: \ 0.00
Unpaid Leave: 276,92
Zakat: 0.00
Employee Lewy: 0.00
Loan: 0.00
ASN Amt: 0.00

Company EPF: 435,00
Company 50C50: 58.65
Company EIS: 8,70
Company Levy: 0.00
Optional Deduction: 0.00
Employee Paid Zakat: 0.00
Days Not Worked: 0.00 ==

o
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Process New Payroll Process for current month
Observe the amount being deducted for Unpaid Leave
(Payroll > Payroll Management > Process Payroll > New Payroll Process)

Sub Detail

Unpaid Leave @

Unpaid Leave Days Daily Rate Unpaid Leave

‘ 2 ‘ | 13848 ‘ 2768.52

Date Description

28112018 Unpaid Leave

o0eM11/2015 Unpaid Leave

Count: 2
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Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Task 14.11
Cancel Approved Leave (Payroll User)

Cindy Louder cancel Unpaid Leave - Emergency
(General > Employee Self-Service > (Profile) Leave)

autecount”

clou

B &4 7 . CINDY LOUDER v

Employee Self Service

My Calendar 21/11/2019 Emergency UL-Unpaid Le..  Approved |
21/11/2019 FLU 1d MC - Medical L... Approved X
21/11/2019 VACATION 1d AL - Annual Le... Rejected

Submit Claim
21/11/2019 PERSONAL MA... 1d  RL-Replacem... Approved X
06/11/2019 Absent withou... 1d  UL-Unpaid Le...  Approved X

E@l Apply Leave 06/11/2019 Compulsory le... 2d  AL-Annual Le... Approved X
05/11/2019 Personal Matter 0.5d  AL-Annual Le... Approved X
05/11/2019 Personal Matter 1d  AL-aAnnual Le... Approved X
05/11/2019 Fever 1d  MC- Medical L... Approved X
25/02/2019 1d  AL-Annual Le... Approved X
Sum: 11 +,

8]
=]
L
(=]
=}

o
oa
m
8]

L]
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Cindy Louder cancel Unpaid Leave - Emergency
(General > Employee Self-Service > (Profile) Leave)

autecount m

cloudpayroll

H &a ? .CINDYLOUDERV

Employee Self Service

CANCEL LEAVE REQUEST

My Calendar 21/11/2019

21/11/2019

A\ Are you sure you want to cancel Leave Request: '‘Emergency'?
21/11/2019

*
Submit Claim | Reason
AT Request to cancel X
06/11/2019 / X
06/11/2019 x
Apply Leave 1 o -
05/11/2019 X
05/11/2019 Personal Matter 1d  AL-Annual Le... Approved X
05/11/2019 Fever 1d  MC- Medical L. Approved X
25/02/2019 1d  AL-Annual Le... Approved x

Sum: 11

-
Sl
n 20 50 Page: - Zo




avtocount
C|Oudm

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Cindy Louder request to cancel Unpaid Leave — Emergency, waiting approval for cancellation
(General > Employee Self-Service > (Profile) Leave)

E'igtrabqyrol = 2 &a ? . CINDY LOUDER v

Employee Self Service

Apply Date 1 Apply Reason Leave Type Cancellation Rea...
My Calendar 21/11/2019 Emergency 1d  UL-Unpaid Le..  Approved Request to cancel
X
21/11/2019 FLU 1d  MC- Medical L.. Approved \
21/11/2019 VACATION 1d AL - Annual Le.., Rejected
Submit Claim
2141172019 PERSOMNAL MA... 1d  RL - Replacem... Approved X
06/11/2019 Absent withou... 1d  UL-Unpaid Le..  Approved X
[’6 Apply Leave 06/11/2019 Compulsory le... 2d  AL- Annual Le.. Approved *
05/11/2019 Personal Matter 0.5d  AL- Annual Le... Approved X
05/11/2019 Personal Matter 1d  AL-Annual Le... Approved X
05/11/2019 Fever 1d  MC- Meadical L., Approved b4
25/02/2019 1d  AL- Annual Le... Approved x
Sum: 11 +,
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Apapon approve Cindy Louder request to cancel Unpaid Leave — Emergency
(Apapon Bleh > Human Resource > Leave Management > Leave Transaction)

autecount’ —] .
cloudpayrol = BE1 & ? . APAPON BOLEH

CHAPTER 14 . ) i3} Cindy Louder has cancelled for 1 day(s)
Employee Self Service

Dashboard —~— 0 0 1
E On Leave Today E On Leave Tomorrow Requested My

Calendar
. 9 VIEW DETAILS © 9 VIEW DETAILS © Approval

VIEW DETAILS &

PROFILE
Total

Apapon Buleh

730303030303 RM0.00

HRA Manager
Draft: RM0.00
Applied: RMO.00 =
Rejected: RM0.00 e

PAY SLIP Approved: RM0.00 o

= 3o A o
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Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Apapon approve Cindy Louder request to cancel Unpaid Leave — Emergency
(Apapon Bleh > Human Resource > Leave Management > Leave Transaction)

Leave Cancellation Request X

Leave Type
Unpaid Leave
Employee

Cindy Louder

BF Entitled Credited Expired Taken Available
0.0d 365.0d 0.0d 0.0d 2.0d 363.0d
28M11/2019 Full Day

Cancellation Reason

Reguest to cancel

Remarks *

Requested by applicant

oo e
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Update changes for Cindy Louder Unpaid Leave cancellation
Reset Payroll Process for Current Month
(Apapon Bleh > Payroll > Payroll Management > Process Payroll > Reset)

avtocount” = M A ? . APAPON BOLEH v
cloudpayrol _
- @® p Payroll
CHAPTER 14 X rocess rayro New Payroll Process

Bashboard Latest Period: November 2019

My Calendar

Month End / Second Half

Employee
o EMPLOYEE COUNT : 1
m Payroll Management LE&VE CUT OFF DATE -30/11/2019

. Adhoc Payroll ltems D s Committed

Time Attendance

. C@) Process Payroll

CP Receipt

g a column header here to group by that column

D e ——
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Update changes for Cindy Louder Unpaid Leave cancellation
Reset Payroll Process for Current Month
(Apapon Bleh > Payroll > Payroll Management > Process Payroll > Reset)

cloudpayroll

Wiew By : m

PCB Calculation Detail “ LHDM Calculator l

Dashboard = Cindy Louder

Basic Salary: 3,600.00 Deduction: 0.00 BIK: 0.00
Allowance: 0.00 Advance: 0.00 Company EPF: 435,00
Employee
OverTime: 0.00 EPF: 368.00 Company 50CS0: 58.85
@ Payroll Management
Commission: 0.00 SOCS0: 18.75 Company EIS: 8.70
Adhoc Payroll temns
Bonus: 0.00 EIS: 6.70 Company Levy: 0.00

Time Attendance
Director Fee: || Is Fix 0.00 PCB Tax: 0.00 PCB Details

Process Payroll

Paid Leave: 0.00 CP 38 Tax: 0.00 Optional Deduction: 0.00
CP Receipt Claim: 0.00 Unpaid Leave: 276,92 | Employee Paid Zakat: 0.00
Employes Levy: 0.00 Days Mot Worked: 0.00 o

Loan: 0.00 -
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Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Update changes for Cindy Louder Unpaid Leave cancellation
Reset Payroll Process for Current Month
(Apapon Bleh > Payroll > Payroll Management > Process Payroll > Reset)

auvtocount” — .
cloudm = _ 8 & 2 .APAPDNBOLEH

CHAPTER 14 - Ssummary Detail

Dashboard = Cindy Louder l PCB Calculation Detail H LHDN Calculator l Save & Recalculate All
Confirm changes
Basic Salary: 0.00 BIK: 0.00
e Allowance: A Are you sure want to reset the payfoll for employee [Cindy Louder] 7 [9:00 Company EPR: 435.00
OverTime: 32.00 Company 50CS0: 58.65
Eﬁ Payroll Management
Commission: Yes No 16.75 Company EIS: 6.70
Adhoc Payroll ltems
Bonus: — — 6.70 Company Levy: 0.00
Time Attendance
Director Fee: || IsFix 0.00 DCE Tax: 0.00 PCB Details
Process Payroll ) _
Paid Leave: 0.00 CP 38 Tax: 0.00 Optional Deduction: 0.00
CP Receipt . .
Claim: 0,00 Unpaid Leave: 27692 Employee Paid Zakat: 0.00
Payment Of Arrears: 0.00 Zakat: 0.00 B +
e
Employee Levy: 0.00 Days Mot Worked: 0.00 o

119

W | - Fi
L4 | AutoCount Cleud Payroll Course - Chapters h Loan: 0.00 -
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Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Update changes for Cindy Louder Unpaid Leave cancellation

Reset Payroll Process for Current Month

Observe the change of amount Unpaid Leave

(Apapon Bleh > Payroll > Payroll Management > Process Payroll > Reset)

autocount’ —
gssspayer = NN

Dashboard = Cindy Louder
My Calendar
Basic Salary: 3,600.00
Allowance: 0.00
Employee
OverTime: 0.00
@ Payroll Management
Commission: 0.00
Adhoc Payroll ltems
Bonus: 0.00
Time Attendance
Director Fee: || IsFix 0.00
Process Payroll
Paid Leave: 0.00
CP Receipt
Claim: 0.00
Payment Of Arrears: 0.00

BH & ? . APAPON BOLEH +

View By :E I

PCE Calculation Detail H LHDM Calculatar l @} Save & Recalculate All

Deduction:

Advance: 0.00
EPF: 383.00
S0C50: 17.25
ElS: 6.90
PCE Tax: 0.00
CP 38 Tax: 0.00
Unpaid Leave: 138.48
Zakat: 0.00
Employee Levy: 0.00
Loan: 0.00

EEEE——S—————

0.00
Company EPF: 453,00
Company 50Cs0: 60.35
Company El5: 6.90
Company Levy: 0.00
Optional Deduction: 0.00
Employee Paid Zakat: 0.00

:

Days Not Worked: 0.00 '
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Task 14.12
Submit Claims (Employee User)

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Cindy Louder submit claim application
3 location to create new Claim Application
(Cindy Louder > ESS)

autocaunt’ m

cloudpayroll

CHAPTER 14 -

Employee Self Service

Employee Self Service E Qn Leave Today E On Leave Tomarrow - My Pending A Requested My
Q VIEW DETAILS © Q VIEW DETAILS © Requests - Approval
HCaiendar VIEW DETAILS © VIEW DETAILS ©
Submit Claim /
PROFILE MY CLAIM
Total

Apply Leave

Cindy Louder
880808080808 - RM0.00
Purchasing Executive

Draft: RM0.00
Applied: RM0.00

Rejd [(@ Leave
APH [2) Claim |

c3 e n O .

PAY SLIP
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Cindy Louder submit claim application
(Cindy Louder > ESS)

autocount” m

cloudpayroll

New Claim Download Excel Template H Save as Draft l Save & Apply

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

M &s 7 .CINDVLOUDERV

<elf Sarvi
Employee Self Service Employee

My Calendar Cindy Louder

Description *

Submit Claim Staff Claim Nov 2019

Date * Period *
28/11/2019 o November 2019 I3

Apply Leave

'
m
n
m
o}

Import Details

F&L - Food and Lodging MEDICAL - Medical Claim MILEAGE - Mileage Claim PARKING - Parking Claim TOLL - Toll Claim °
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Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

autocount” m

cloudpayroll

New Claim Download Excel Template

M &As ? . CINDY LOUDER v

| - | e

Employee Self Service

F&L - Food and Lodging MEDICAL - Medical Claim MILEAGE - Mileage Claim PARKING - Parking Cl
My Calendar
Yearly Limits Monthly Limits
1,200.00 1,200.00 100.00

Submit Claim

i
Apply Leave 26/11/20... | Klinik Sihat Ks141414 120 Select file | ©

Drop your files here | Drop your files here +
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Cindy Louder submit claim application
(Cindy Louder > ESS)

autecount = M= T CINDY LOUDER ~
cloudpayrol € .

Empl Self Service g_q
IS Description Total Amount | Approved Amou...

My Calendar Staff Claim 11/20...  28/11/2019 In Process November 2019 120.00 0.00 @ W

Sum: 120.00

Submit Claim p
20 50 Page: 1

Apply Leave
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Task 14.13
Approve Claim (Payroll User)

Apapon Boleh process claim application
3 location to process new Claim Application
(Apapon Boleh > General > Dashboard > Requested My Approval)

Copseliun ¢ = M1 & ? . APAPON BOLEH v
cloudpayrol
$ Cindy Louder has applied for Nov 2019 L
CHAPTER 14 - )
_ Employee Self Service daim: Staff Claim 1172019

Dashboard N 0 M 0 1
E QOn Leave Today E On Leave Tomorrow Requested My

Calendar
= Q VIEW DETAILS © 0 VIEW DETAILS © Approval

VIEW DETAILS ©

PROFILE
Total

Apapon Buleh

730303030303 RMQ.00

HRA Manager
Draft: RM0.00
Applied: RM0.00 =+
Rejected: RMO0.00

PAY SLIP Appraoved: RM0.00 >

= b34 g O o
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Apapon Boleh process claim application
3 location to process new Claim Application
(Apapon Boleh > General > Dashboard > Requested My Approval)

autecount” — w
cloudpayrol = B1 & 2 . APAPON BOLEH

.
Employee Self Service Dashboard

Dashboard ——n 0 0 J 0 O 1
on Leave Today E On Leave Tomorrow - My Pending Requested My
Calendar E — -
o Q VIEW DETAILS © 9 WIEW DETAILS © Requests Approval
VIEW DETAILS © VIEW DETAILS ©
PROFILE MY CLAIM
Total
Apapon Buleh
730303030303 RMO0.00
HRA Manager
Draft: RM0.00
Applied: RMO.00 ==
Rejected: RM0.00 =t
PAY SLIP Approved: RM0.00 o

| | e 20
® | AutoCount Cloud Payroll Course - Chapters h
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Apapon Boleh process claim application
3 location to process new Claim Application
(Apapon Boleh > General > Dashboard > Requested My Approval)

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

= M Gmail Q, Search mail - ® o

Foc « 0 o0 = = © D » 1017 < > m- @ @
ompose
D = auvtocount 2]

Inbox 1

cloudpayroll
W  Starred
o
© Ssnoozed . . . .
Claim application for Cindy Louder
> Sent
B orafs Hi APAPON BOLEH, +
v More
Claim submission for Cindy Louder need your approval_

; Apapon - +

Description :
Staff Claim 11/2019

MC Claim : F&L - Food and Lodging :

Date 2611172019
DescriptionKlinik Sihat
Supplier KS141414
Amount  120.00

No recent chats File

Start a new one
- Approved “

|®
2]
-
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Apapon Boleh process claim application
Click details to check application
(Apapon Boleh > General > Dashboard > Requested My Approval)

Requested My Approval

e N S
Cindy Louder Claim Staff Claim 11/2019 28 November 2019 F -m
Approve

https://payroll.autocountsoft.com/#
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Apapon Boleh process claim application
Approve Claim Application for Cindy Louder,edit amount only allow claimable amount 100

(Apapon Boleh > General > Dashboard > Requested My Approval)

autocount = M1 A& ? APAPON BOLEH v
cloudpayrol .

Staff Claim 11/2019

|
Jo

* 1 *
Dashboard Date Period
28/M1/2019 November 2019
My Calendar
arks *

Monthly limit RM100

F&L - Food and Lodging

Yearly Limits Monthly Limits Per Visit Limits

0.00 0.00 0.00

Claimed: 0.00 Claimed: 0.00

proved Approved Amo... Description
+
120 6/11/2019 Klinik Sihat KS141414 12000 W
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Apapon Boleh process claim application
Approve Claim Application for Cindy Louder but only allow claimable amount

(Apapon Boleh > General > Dashboard > Requested My Approval)

avtocount = H1 A 7 APAPON BOLEH v
Soabayol EE I

staff Claim 11/2019

Frslifeeerd] Date * Period *
28/11/2019 November 2019
My Calendar
Remarks *

Monthly limit RM100

F&L - Food and Lodging

Per Visit Limits

0.00

Yearhy Limits Menthly Limits

0.00 0.00

Claimed: 0.00 Claimed: 0.00

26/11/2019 Klinik Sihat K5141414
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Apapon Boleh process claim application
Approved Claim application, inserted into Adhoc Item for current month

(Apapon Boleh > Payroll > Payroll Management > Adhoc Payroll Item (Claim))

s = = ? APAPON BOLEH v
e EEE 22 @ o

Dashboard
My Calendar Allowance Overtime Commission Bonus Claim Payment of Arrears Deduction Advance >
Drag a column header here to group by that column Add New Row Q
Employee
E Payroll Management Employee Payroll Ty Is Paid Amount Descriptiol Bill No
EQ02/151.. MNov' 2019 Meonth E... 100.0C 28/11/20.. Staff Clai... Fan |
Adhoc Payroll ltems
E002/151... Apr 2019 Month E... J’ 65.00 05/04/20... Medical F... 123456 Poliklinik ... Pl |
Time Attendance
EQDZ2/151... Apr 2019 Month E... J 150.00 15/04/20... Meeting ... OR5566 rFan |
Process Payroll
Count: 3 Sum: 31...

CP Receipt

n 20 50 Page: -+
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Task 14.14
Claim Approval History (Payroll User)

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Check Apapon Boleh Access Right for Claim Transaction History
(Apapon Boleh > Tools > User Setting > User Authorization)

Qun
cloudm

Payroll Management

il
¢
»
=
>
P
=
(=)
=
=)
Q
m
T
¢

acpayroll1@gmail.com CINDY LOUDER P4

acpayroll3@gmail.com APAPON BOLEH

mnazzel@gmail.com NAZZEL1 ;
Company Profile

Count: 3

General Maintenance

{%} User Setting n 20 50

Access Group

Approval Setting

@ User Authorization

Invite Users
=+

Options o
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Check Apapon Boleh Access Right for Claim Transaction History
(Apapon Boleh > Tools > User Setting > User Authorization)

autecount’ — .

Payroll Management <

Link to Employee Apapon Buleh S -

Access Rights Authorized Employee Groups

Company Profile

General Maintenance Access HR S - a
Group

User Setting
Title View Delete
[+] v

Access Group

[3 Dashboard
Approval Setting
Employee Self Service
@ User Authorization v
My Calendar v
Invite Users y +
Options Payroll ’
Reports
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Check Apapon Boleh Access Right for Claim Transaction History
Enable Claim Transaction & Balance
(Apapon Boleh > Tools > User Setting > User Authorization)

H & ? . APAPON BOLEH v~

autocount” ',/—\-\_P
cloudpayrol

Payroll Management <

My Claim
My Leave
Leave Management
B Claim Management D

Company Profile Claim Transacticn /
General Maintenance Claim Balance ‘/
{é} User Setting
Loan
Access Group
Toaols
Approval Setting
Create Filt

Q User Authorization ¥ Create Flter

Invite Users

+

Options o



avtocount
cloud /g\rﬁ’olp

pay

Check Approval History
(Apapon Boleh > Human Resource > My Claim > Claim Approval History)

autocount’ //—\xp
cloudpayrol

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

= . APAPON BOLEH +

Dashboard Remarks

i Action Da...

Period Total Am...

Employee Approved...

My Calendar E002/151...  Staff Clai... 28/11/2019 November... 120.00 100.00  21/11/2019  Monthly li..

Sum: 120....

n 20 50 Page: '

.,3, My Claim

= Submit Claim

- E&, Claim Approval History

My Leave

Leave Management -
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Task 14.15
Claim Status (Employee User)

Check Claim Application appoval by Email
(Cindy Louder > email)

= M Gmail Q_  searchmail . ® m o

I— Compose

Inbox 11
autocount

cloudpayroll o

Starred
Snoozed
Sent

Claim Request Submission Response
Drafts +

PVex*x0O

v More
Hi CINDY LOUDER,

Your claim request on 28/11/2019 has been partially approved.

Requested Amount : 120.00

Approved Amount : 100.00

Approver Remark - Monthly limit RM100

Thanks.
The AutoCount Cloud Payroll Team
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Check Claim Application appoval by notification icon
(Cindy Louder > ESS)

e = M &1 7 . CINDY LOUDER v
cloudpayrol
im= 22/11/201 o i
CHAPTER 14 - & Claim: 28/11/2019 | Staff Claim

Employee Self Service
1142019 has been approved; Appraved
amount is: 100.00

Employee Self Service E On Leave Today E On Leave Tomorrow Requested My
9 VIEW DETAILS © 9 VIEW DETAILS © Approval
Ly GlETiay VIEW DETAILS ©
Submit Claim
PROFILE
Apply Leave . Total
Cindy Louder
880808080808 RM120.00
Purchasing Executive
M Draft: RM0.00
W Applied: RMO0.00
RM100.00 [ ] Rejected: RM20.00 +
B Approved: RM100.00 _—

PAY SLIP

® 34 2 O
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Check My Claim amount Reject / Approve
(Cindy Louder > ESS)

Ly = = ? CINDY LOUDER v
cloudpayrol e .

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Employee Self Service PROFILE MY CLAIM

My Calendar

Total

Cindy Louder
880808080808 RM120.00

Submit Claim
Purchasing Executive

B Draft: RM0.00

B Applied: RMO.00
RA100.00 B Rejected: RM20.00
M Approved: RM100.00

Apply Leave

PAY SLIP

o~

February March April
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Check Claim submission status
(Cindy Louder > My Claim > Submit Claim)

autocount” — B4 7 CINDY LOUDER +
cloudpayrol » .

Empl self Service o
R Description Total Amount | Approved Amou...

My Calendar Staff Claim 11/20... 28/11/2019 Approved November 2019 120,00 100.00 . @
1y

Sum: 120.00 \ \

Submit Claim n p .
20 50 Page: 1

Apply Leave
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Task 14.16
Process Payroll for Current Month (Payroll User)

Reset current month Payroll Process to check Claim amount for Cindy Louder
(Apapon Boleh > Payroll > Payroll Management > Process Payroll )

autocount = B & ? . APAPON BOLEH +
STaayror EE

Bashiboard Latest Period: November 2019

My Calendar

Month End / Second Half

Employee
EMPLOYEE COUNT - 1

@ Payroll Management LEAVE CUT OFF DATE -30/11/2019

Adhoc Payroll ltems D Is Committed

Time Attendance

Process Payroll

<
CP Receipt

Drag a column header here to group by that column

oo m—ﬂ
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Reset current month Payroll Process to check Claim amount for Cindy Louder
(Apapon Boleh > Payroll > Payroll Management > Process Payroll )

p = & ? . APAPON BOLEH

summary Detail
Dashboand
My Calendar
Q = Clndy Louder PCE Calculation Detail “ LHDM Calculator l
E002/1510 - Cindy Louder Basic Salary: 3,600.00 Deduction: 0.00 BIK: 0.00
PUR , Purchasing Executive
Payroll Allowance: 0.00 Advance: 0.00 Company EPF: 453.00
Management
COverTime: 0.00 EPF: 383.00 Company 50C50: 60.35
Fror—: Commission: 0.00 S0C50: 17.25 Company EIS: 6.90
Report
Bonus: 0.00 El=: 6.90 Company Levy: 0.00
Director Fee: | | IsFix 0.00 PCB Tax: 0.00 PCB Details
Management
Report . .
Paid Leave: 0.00 CP 38 Tax: 0.00 Optional Deduction: 0.00
Claim: 0.00 Unpaid Leave: 138.46 Employee Paid Zakat: 0.00
Empiloyee Report
Payment Of Arrears: 0.00 Zakat: 0.00 Prorated Salary Ll
Employee Levy: 0.00 Days Mot Worked: 0.00 o

Loan: 0.00 -
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Reset current month Payroll Process to check Claim amount for Cindy Louder
(Apapon Boleh > Payroll > Payroll Management > Process Payroll )

p = & 2 . APAPON BOLEH

summary Detail
Dashboard

My Calendar
Q = Clndy Louder l PCB Calculation Detail H LHDN Calculator

Confirm changes

E002/1510 - Cindy Louder
PUR. Purchasing Executive

Payroll 0.00 Company EPF: 453.00
Management
383.00 Company SOCS0: 60.35
P 17.25 Company EIS: 6.90
Report
S B— — 6.90 Company Lewy: 0.00
Director Fee: | | IsFix 0.00 PCB Tax: 0.00 PCB Details
Management
Report B X
Paid Leave: 0.00 CP 38 Tax: 0.00 Opticnal Deduction: 0.00
Claim: 0.00 Unpaid Leave: 138.46 Employee Paid Zakat: 0.00
Employes Report
Payment OFf Arrears: 0,00 Zakat: 0.00 Prorated Salary =+
-
B 0.00 Days Mot Worked: 0.00 o

AutoCount Cloud Payroll Course - Chapters i Loan: 0.00 -
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Reset current month Payroll Process to check Claim amount for Cindy Louder
Observe change in Claim amount
(Apapon Boleh > Payroll > Payroll Management > Process Payroll )

autocount = E ‘ 2 NAZZELT
eayron D [

Wiew By :E

Dashboard = Cindy Louder PCE Calculation Detail H LHDN Calculator ] &} Save & Recalculate All
Basic Salary: 3,600.00 Deduction: 0,00 BIK: 0.00
Allowance: 0.00 Advance: 0.00 Company EPF: 453,00
Employee
OverTime: 0.00 EPF: 383.00 Company 50CS0: 60.35
@ Payroll Management
Commission: 0.00 50C50: 17.25 Company EIS: 5.90
Adhoc Payroll ltems
Bonus: 0.00 El5: 6.90 Company Lewy: 0.00

Time Attendance
Director Fee: | | IsFix 0.00 B Tax: 0.00 PCB Details

Process Payroll

i [Lese: 0.00 CP 38 Tax: 0.00 Optional Deduction: 0.00
Electronic Payment Claim: 100,00 Unpaid Leave: 138.46 Employee Paid Zakat: 0.00
Employee Levy: 0.00 Days Mot Worked: 0.00 o

Loan: 0.00 -
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Commit Current month Payroll Process
(Apapon Boleh > Payroll > Payroll Management > Process Payroll )

autecount’ ¢ E E - .
cloudm _ y . NAZZEL1
(&) Month End / Second Half @ Nov 2019 m

Dashboard

My Calendar Summary Detail

f;';';) LEAVE CUT OFF DATE

Employee

020 NUMBER OF EMPLOYEES é TOTAL NET PAY

WA 1

3,154.00 2019-11-30

Payroll Management

Adhoc Payroll ltems

Time Attendance TOTAL PCB TOTAL EPF TOTAL 50C50 TOTAL EIS TOTAL HRDF

0.00 836.00 77.60 13.80 34.62

=
W2 Process Payroll

Electronic Payment /
. — S +

Drag a column header here to group by that column ‘ Q
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Commit Current month Payroll Process
(Apapon Boleh > Payroll > Payroll Management > Process Payroll )

autocount’ /\-\-}

cloudpa

(09 Month End / Second Half @ Nov 2019

Dashboard

L Confirm commit
My Calendar

A Do you want to commit this payrall?
* This will make payslip available for employees in current processed payroll

Employee * Billing calculation is based on commited employees

Eﬁ Payroll Management

Adhoc Payroll ltems |
NO

Time Attendance
0.00 ' 836.00 ' 77.60

Process Payroll

Electronic Payment

Drag a column header here to group by that column

* Commiting is free of charge for trial period (Year-Wonth) and/or during full term promotion periods

13.80

= & ? . NAZZEL1 v

LEAVE CUT OFF DATE

2019-11-30

TOTAL HRDF
34.62

.
v

Q

Q

-
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Commit Current month Payroll Process
(Apapon Boleh > Payroll > Payroll Management > Process Payroll )

autocount’ If/—\xj

cloudpayroll

@) Process Payroll New Payroll Process

M & 7 .NAZZEUV

|
o

Dashboard Latest Period: November 2019

My Calendar

Month End / Second Half
Employee

EMPLOYEE COUNT: 1

m Payroll Management LE&VE CUT OFF DATE :30/11/2019 /

Adhoc Payroll tems s Committed

Time Attendance View

Process Payroll

Electronic Payment

CP Receipt
Drag a column header here to group by that column

o m—m
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Task 14.17
View/Print Pay Slip (Employee User)

View Payslip for Cindy Louder — Current month (processed month from task 14.16)
(Apapon Boleh > General > Employee Self-Service > Pay Slip)

autocount — Q M= T NAZZEL1 ~
cloudpayrol . .

Dashboard
My Calendar
Payslip - B3 - ﬂ
Employee
Filters Misc. Information
Payroll Management
Period Movember 2... |
Government Report
: Payroll Type -
Management Report 4 e
PAY  pay Sli
D o [ | By Department Filter by Multiselect
Payroll Report
By Employee Filter by Multiselect - E002/1510: Cindy Louder 3 -
Loan Report +

Claim Report o

= p2e a o
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View Payslip for Cindy Louder — Current month (processed month from task 14.16)
(Apapon Boleh > General > Employee Self-Service > Pay Slip)

CHAPTER 14
MName : Cindy Louder PAYSLIP
NRIC : 880808080808 SOCSO : 880808080808 Nov 2019
DEPT : PUR - Purchasing EPF : B08080B0 Maonthly
EMPLOYEE NO ; E002/1510 TAX : S5GB3008800
EARMING RM DEDUCTION RM OTHER
Basic Salary 3,600.00 | Employee EPF 383.00 | ——LEAVE TYPE--- Entitte  Taken Balance
Claim 100.00 Employee SOCSO 17.25 | Annual Leave 16&d 5d 11d
Employee EIS £.90 | Maternity Leave 60d od 60d
Unpaid Leave 138.46 | Medical Leave 18d 3d 15d
Replacement Leave 1d 1d od
Unpaid Leave 365d 1d 364d
GROSS PAY 3,700.00 TOTAL DEDUCTION 545.61
Net Pay 3,154.00
PCB: Monthly: 0.00
€eemmeeeee=-CURRENT MONTH---------=-=-3  &ommmmmmmmmmmmommeoeeee - YEAR-TO-DATE---------------------——---> | RECEIVED BY
E.P.F S0CS0 E.I.S Tax E.P.F S0OCS0 E.I.5 Tax GROSS PAY NET PAY
EMPLOYEE : 383.00 17.25 6.90 0.00 1,967.00 90.25 36.10 127.85
EMPLOYER : 453.00 60.35 6.90 2,325.00 315.85 36.10 PAY BY :
TOTAL : 836.00 77.60 13.80 4.292.00 406.10 72.20 19,613.08 17,253.45 |Bank Transfer
Mote:
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Task 14.18
To Do List (Payroll User)

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

Create a To Do List for Today
2 location to create To Do Lost
(Apapon Boleh > ESS)

autocount Im

cloudpayroll

(= . APAPON BOLEH +

-
Employee Self Service DEELTETS]

Dashboard

6 0 0 0 0

My Calendar

Total Headcoun e onth Exit This Month Join Next Month Exit Next Month

N
TODOLIST [+] LAST 5 PAY RUN RECORDS
DA T CT T
No data November 201 Month En... 30 Novem...
April 2019 Month En... 30 April 20... 1
April 2019 Month En... 30 April 20... 1
Page n
March 2018 Year To Da.. 31 March... 5 o=

February 2019 Year To Da.. 28 Februa... 5 o
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Create a To Do List for Today
2 location to create To Do Lost
(Apapon Boleh > ESS)

autocount’ m

cloudpayroll

HE & ? . APAPON BOLEH v

Dashboard
November 2019

[E My Calendar

Mon Tue Wed Thu Fri Sat Sun
28 29 30 31
04 05 06 o7
11 12 13 14
18 19 20 21
Apply Leave

Add To Do List

25 26 27

Cindy Louder - MC
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Create a To Do List for Today
2 location to create To Do Lost
(Apapon Boleh > ESS)

To Do List

Reminder Date -
21/11/2019
Department Meeting 11am

Priority

High

D Repeat Every Month

Mew Desktop
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Create a To Do List for Today
Logout & Login again
(Apapon Boleh > ESS)

Step By Step Answer Guide — Chapter 14 Employee Self-Service Portal (ESS)

To Do Today

I O  Department Meeting 11am /

P > mber 2019

End of chapter 3
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