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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) 

 
 

1.  Click  

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

 

 

 

 

 

2.  Click Save 

to proceed 
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Enable Both E-Leave & E-Claim for Cindy Louder & Apapon Boleh 
(Payroll > Employee > Employee Maintenance > Edit) 
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Check User Authorization for APAPON BOLEH 
(Payroll > Employee > Employee Maintenance > Edit) 
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Check User Authorization for APAPON BOLEH 
(Payroll > Employee > Employee Maintenance > Edit) 

 

  

1.  Enable Employee 

Group setting 

2.  Click Save 

to proceed 
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Both E-Leave & E-Claim for Cindy Louder & Apapon Boleh has been enable 
(Payroll > Employee > Employee Maintenance > Edit) 
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Task 14.2  

Login as Payroll/Employee User  
 
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 
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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 
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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) 
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view setting how to change both password & email 
(Employee’s name > Profile) 

 
  

1.  Click  if you want 

to change email 

2.  Enter password if 

you want to change 

password 
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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) 

 

  

1# Method 

2# Method 
3# Method 

4# Method 
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Create Replacement request Leave for Cindy Louder 
 (Cindy Louder > ESS portal) 

  

 

  

1.  Click Save 

to proceed 
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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) 
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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) 
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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) 

  

1.  Click Save 

to proceed 
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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) 
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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) 
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Create Replacement request Leave for Cindy Louder 
Delete Payroll Process for Current Month 
(Apapon Boleh > ESS portal) 
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Create Replacement request Leave for Cindy Louder 
 (Cindy Louder > ESS portal) 

  

1.  Click Save 

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

  

  

1.  Click Save 

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

  

 

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

1.  Click Save 

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

  
 
  

1.  Click Save 

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

  

1.  Click  

to edit 
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Task 14.5  

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

  

1.  Click Save 

to proceed 
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Task 14.6  

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

  

1.  Click 

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

  

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

  

2# location 
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Process Leave Request from Cindy Louder 
Leave request can be check in 3 method 
(Apapon Boleh > Login Email) 

 

  

3# Location 
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Process Leave Request from Cindy Louder 
Check Details & Approve Replacement Leave – Personal Matter  
(Apapon Boleh > ESS portal) 
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Process Leave Request from Cindy Louder 
Check Details & Approve Replacement Leave – Personal Matter  
(Apapon Boleh > ESS portal) 

  

1.  Click Approve 

to proceed 
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Process Leave Request from Cindy Louder 
Check Details & Reject Annual Leave - Vacation  
(Apapon Boleh > ESS portal) 
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Process Leave Request from Cindy Louder 
Check Details & Reject Annual Leave - Vacation  
(Apapon Boleh > ESS portal) 

 

  

2.  Click Reject 

to proceed 
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Process Leave Request from Cindy Louder 
Check Details & Approve Medical Leave - FLU  
(Apapon Boleh > ESS portal) 

  



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

 

 

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

 

  

3.  Click Approve 

to proceed 
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Task 14.8 

Leave Approval History (Payroll User) 
 
Check Apapon Boleh Access Right – Leave Transaction 
(Tools > User Setting > User Authorization) 
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Check Apapon Boleh Access Right – ✓ to enable Leave Transaction 
(Tools > User Setting > User Authorization) 

  

1.  Click Save 

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

  



 
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) 

  



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

 

 

Check Cindy Louder Leave Application by email 
(Cindy Louder > Email) 
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Cindy Louder Leave Application in ESS Portal 
Check Notification Icon  
(Cindy Louder > ÈSS Portal) 
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Cindy Louder Leave Application in ESS Portal 
Check Apply Leave Listing  
(ESS Portal > My Leave > Apply Leaves) 
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Cindy Louder Leave Application in ESS Portal 
Check ESS Leave balance  
(General > Employee Self-Service > Leaves) 
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Cindy Louder Leave Application in ESS Portal 
Check ESS Leave balance  
(General > Employee Self-Service > Leaves) 
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Task 14.10 

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

  

  

1.  Click Save 

to proceed 
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Apapon Boleh process Cindy Louder Unpaid Leave application- Emergency 
(Apapon Boleh ESS > General > Dashboard > Requested My Approval) 

  



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

 

 

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

  

1.  Click Save 

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

 

  

1.  Click New Payroll 

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

 

3.  Click Process  

to proceed 

2.  Select current 

Month 

1.  Select Month 

End 
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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) 

 

 

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

  



 
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) 

  

1.  Click  X  

to delete 
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Cindy Louder cancel Unpaid Leave - Emergency 
(General > Employee Self-Service > (Profile) Leave) 
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Cindy Louder request to cancel Unpaid Leave – Emergency, waiting approval for cancellation 
(General > Employee Self-Service > (Profile) Leave) 
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Apapon approve Cindy Louder request to cancel Unpaid Leave – Emergency 
(Apapon Bleh > Human Resource > Leave Management > Leave Transaction) 
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Apapon approve Cindy Louder request to cancel Unpaid Leave – Emergency 
(Apapon Bleh > Human Resource > Leave Management > Leave Transaction) 

  

1.  Click  Approve  

to proceed 
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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) 
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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) 
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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) 
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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) 
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Task 14.12 

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

  

3# Location 

2# Location 

1# Location 
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Cindy Louder submit claim application 
(Cindy Louder > ESS) 
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1.  Click   

to save 

2.  Click  Save & 

Apply  to proceed 
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Cindy Louder submit claim application 
(Cindy Louder > ESS) 
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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) 

  

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

  

2# Location 



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

 

 

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

 

  

3# Location 
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Apapon Boleh process claim application 
Click details to check application 
(Apapon Boleh > General > Dashboard > Requested My Approval) 
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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) 
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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) 

 

  

1.  Click  Approve  

to proceed 
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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)) 
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Task 14.14 

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

 

  

1.  Click    

to proceed 
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Check Apapon Boleh Access Right for Claim Transaction History 
(Apapon Boleh > Tools > User Setting > User Authorization) 
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Check Apapon Boleh Access Right for Claim Transaction History 
Enable Claim Transaction & Balance 
(Apapon Boleh > Tools > User Setting > User Authorization) 

 

  

1.  Click  Save  

to proceed 
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Check Approval History 
(Apapon Boleh > Human Resource > My Claim > Claim Approval History) 
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Task 14.15 

Claim Status (Employee User) 
 
Check Claim Application appoval by Email 
(Cindy Louder > email) 
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Check Claim Application appoval by notification icon 
(Cindy Louder > ESS) 
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Check My Claim amount Reject / Approve 
(Cindy Louder > ESS) 
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Check Claim submission status 
(Cindy Louder > My Claim > Submit Claim) 
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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 ) 

  



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

 

 

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

  

1.  Click Reset  

to proceed 
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Reset current month Payroll Process to check Claim amount for Cindy Louder 
(Apapon Boleh > Payroll > Payroll Management > Process Payroll ) 
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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 ) 
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Commit Current month Payroll Process 
(Apapon Boleh > Payroll > Payroll Management > Process Payroll ) 
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Commit Current month Payroll Process 
(Apapon Boleh > Payroll > Payroll Management > Process Payroll ) 
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Commit Current month Payroll Process 
(Apapon Boleh > Payroll > Payroll Management > Process Payroll ) 
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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) 
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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) 
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Task 14.18 

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

  

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

  

#2.  Location, right click at 

designated to show option 

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

  

1.  Confirm 

date 

2.  Enter 

Remark 

3.  Select 

Priority High 
4.  Click Save to 

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

 

 

End of chapter 3 
 

4.  Tick to 

Dismiss 
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