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E-Attendance > Duty Roster / Weekly Duty Settings > Modules > E-Attendance BRI E S e RIS,
E-Attendance > Device Settings > Modules > E-Attendance > Device EHRBEHISESHRE,
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\ & oo Admin
E-Leave
€ivleave @ ® Q ¢ oo HR Administrator
The seo vay to mansge
_ N Workspace » Approvals a8 i
EERSONAL . & Approve selected S, Apply On Behalf
Approval inbox . )
O Overview Review all pending employee leave requests.
@ My Leave
@ E-Leave & Earn RL C E-Claim @ OT Request ® Avg. response
=3
E: My Claims 0 1 0
Payslips
@ My Attendance ‘Waiting for your decision = p :
All pending employee leave requests Q search employee Allbranches v All categories All departmer Allassigned r v

available to HR.
MANAGEMENT

Pending (1) Processedleave (21)  Claims(1)  Overtime (0) X Return selected

Approvals o @

5’8% People [J empLovee APPROVER REQUEST WORK COVERAGE | DETAILS SUBMITTED RISK DECISION

|~ Reports 0 Admin Current appr... ecam - Accom Not required Claim submission 14 hours ., Within Approve (& Reltar
ADMIN Claim approver e Claim roquost Na atschiiant ago limit

(&) Audit Trail

Show 10 entries
b Settings Showing 1to 1 of 1 entries n

[E5. V8 Approval Ytt#5.

EABEFRHINGEFLIERN E-Leave / Earn RL. E-Claim #1 OT &,

s BRT. $17. £H. B IHERIKEBRIBERETHIE,

BEETLERE. #15. =BXEE. XPQIEIR. MY a4,

M Pending. Processed leave. Claims 1 Overtime #5%, FEERMIZIA V6 HE,

6.2 RE. BEIRAGETIHIE

V6 1 V8 1 £zl

Approve / Reject Approve / Return Return A UEE ERNEERR.,

W IB—TER TRERHE EWRRERT, EERBIFE.
WIBZIER Approve selected / Return selected QR EETHNEBTEZENIER.
EEETMRN Processed leave 1% ERARSHITIRIEERR L.
RETEHE Apply On Behalf {RAETRIEINBS A, FREIEAZRR,

REFHE - KERIEITI
L2k, FIBN T % Pending. Recommended. Approved. Returned/Rejected. Cancellation pending F
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PERSONAL

(1) Overview
My Leave
F& My Claims
(2 Payslips
(9 My Attendance
MANAGEMENT
Approvals o
?g% People
|~ Reports
(& Audit Trail

b Settings

3 [2) E-Leave

People > Employees

People directory

Q & 8 A

Admin
HR Administrator

S Import CSV Add employee

Manage employee profiles, roles, entitlements and access.

Total employees

]
283 7
Employees

7 people across 2 departments

(] EMPLOYEE

Active On probation Away today
® Q
Q Search people Allbranches ~  Allcategorie: v~  Alldepartme ~ Al devices
(1] DEPARTMENT ROLE WORK SCHEDULE MANAGER ATTENDANCE STATUS

8.00 AM - 5.00 PM

(] A Admin 3000  ADMIN Admin Not assigned Admin o Active
Active from 2024-01-01
’ 8-5Mon to Fri

(6] A Approval 3001 ADMIN Approval Not assigned Admin S ® Active
pcmart_goh@hotmail.com Active from 2024-01-01
Liew " "

O L 3003  SALES Admin €3 sun Admin Not assigned o Active
liew@pcmart.com.my

[m] Sg Satwan 1998 ADMIN Admin NEiERsGeg Admin S-SMontoFiitestig2  covmms
pcmartsafwan@gmail.com Active from 2026-08-10

&/6. V8 People ZFTHR-

v

t

V6 EIBIEE V8 fiE

RITPARERZER

People > R TIR{E/ @S,

217, BRI, EAIMEE

£ People FEIE, FEMN(ITF E-Leave i&E T,

ERT People > Add employee,
BT k% TRIBMIZAEMA People > Import CSV 8 Administrator > Employee sheet

upload.

RS AEEK

People, LUKz Settings > Security & access / Administrator > Roles.

EH AR People 5 Ti&E MK E-Leave > Approver / Managero
BflEIR / 18 & TRk People #t 21%{F X E-Attendance & &,
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(0) Overview

@ My Leave

F2 My Claims

@ Payslips

(® My Attendance

MANAGEMENT

Approvals

a0

)
%> People

R~

Reports
(& Audit Trail

b Settings

Ecoleave V6 #&ZE V8 FIF5E

-
oo Admin
E-Leave AA
S @ Q ¢ L HR Administrator
HR » Reports
Reports centre
: : Cust rt
Consolidated HR reporting across E-Leave, E-Claim and E-Attendance.
E-Leave E-Claim E-Attendance
& O
~— Entitlement, balance & transactions Expense claims & approvals Records, summaries & time cards
Attendance Records Summary Attendance Sheet Time Card User Movement
{7 Reportfilters  All branches v All categories 4 All departments v| Show | 10 v entries
Dally attendance records () Edit permission enabled + Addrecord @ @
Clock activity and calculated exceptions for the selected period.
Employees Complete punches
0>
g 4 ©® o
Exceptions Overtime v

7. V8 Reports centre - E-Attendance 7+#/»

* 7E Reports centre JNEP%ER E-Leave. E-Claim { E-Attendance,
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7.3 A BRI

Ve
7 Admin
_ Q @ 00
Eivleave @ ® E-Leave oo & i administrator
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Administration » Settings -
PERSONAL Discard changes v/ Save changes
Product modules

O Overview Configure company identity, modules, workflows and platform access.
@ My Leave
2 Product modules
&3 Company profile
Choose a module to open all existing Ecoleave setup areas

E2 My Claims
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[2) E-Leave

Administration > Settings

Product modules

Company profile

Modules

Approval workflow

Notifications

Security & access

Integrations

Configure company identity, modules, workflows and platform access.

E-Leave Setting

All V6 leave, approval, calendar and organisation setup functions

LEAVE, HOLIDAYS AND REST DAY

6 Add [ Edit Holiday

Open add / edit holiday configuration

4 RestDay
e Open rast day configuration
u Leave Entitle

Open leave entitle configuration

EMPLOYEE & LEAVE ADMINISTRATION

o Employee Sett
Open employee settings configuration

s Update Leave

Open update leave configuration

a
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Discard changes \/ Save changes
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Open approver / manager configuration
5 Block Days
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® Countries / States
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Administration » Settings
Product modules

Configure company identity, modules, workflows and platform access.
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Company profile

Modules

Approval workflow
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Security & access

Integrations

E-Claim settings

Claim types, rates, processing rules, approval and finance

E-Claim configuration
&) g

All claim setup functions in one consistent workspace.

TYPES & FIELDS RATES & LIMITS
Claim types > @ Claimrates
88  Claimtypefields > ®  Claim limits >

Claimable presets

Claim types

Create claim categories and define their required fields

Search claim types

CLAIM TYPE FIELDS
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Manage schedules, rosters, devices and attendance controls from one workspace.

5 CONFIGURATION AREAS

(5 My Attendance

Q NOﬁﬁCaliDnS SYSTEM CONFIGURATION
R (@ Security & access () o & Bbisil ® w“klyuu“, De.'me‘. = % Memfa"ce
Approvals o
°€ Integrations S—— Edit schedule
385, Fcple @ C::ﬁ'g?m:Lee«dayhnmcamlmer:nrw%leﬂselma:tew\dz\w\n?rulés 6.00/AM:<5.00:00 e
~ Report:
e Reforts i Weekly schedule
%) Company Notice DAY DAY TYPE IN BREAK RESUME out
Hello 1! Sunday Rest Vi mtmmem @ mims @ - @ || - - O
Enjoy a totally new themes Monday Work v 08:00 AN ©® 12:00 PM © 01:00 PM ® 05:00 PN ®
Tuesday Work v 08:00 AN ® 12:00 PM ©® 01:00 PM O 05:00 PV ®
E/11. V8 E-Attendance 12 &,
iz ISHE
AlElzR THERMRE AR ARE. MEMTUIEEL
Duty Roster / Weekly Duty BRI R TSR
Device RELRFEEID. EERRITXEK,
Attendance control BEPRBTIEL. FISh. (GIE. MNAFIEERN,
People &k FEERRTHEENNERMNEEH .

Ecoleave People Cloud V8 ERZS 1.0 %21



PERSONAL

(0) Overview
@ My Leave
F: My cClaims
@ Payslips
(O My Attendance
MANAGEMENT
Approvals o
& People
|~ Reports

(o)) Company Notice
Hello 1!

Enjoy a totally new themes

@ @ E-Leave

Administration > Settings

Ecoleave V6 #&ZE V8 FIF5E

oo Admin
AA
Q (S oo HR Administrator

Discard changes
Product modules

Configure company identity, modules, workflows and platform access.
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Access, communication, data and payroll

ROLES & COMMUNICATION DATA & PAYROLL
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© > & .

Create roles and assign module permissions Open backup configuration

Teams Restore
&8 > G

Assign roles to employees and manage team access Open restore configuration

Email Setting . @ Employee sheetupload
Configure SMTP and choose email recipients Open employee sheet upload configuration

(G StaticMessage . £  UBSPayrollimport
Open static message configuration Open UBS payroll import configuration
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